ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Ambassador

1.2 Position Level:

EX1

1.3 Major Group:
Executive Services Group 

1.4 Sub-Group:


Executive Services

1.5 Job Code No.:

05-340-30

1.6 Job Location (Complete as appropriate):

Ministry: Foreign Affairs; 
Department: BD/MD;



   Division: ______________; 
Section: _________; 
Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Foreign Secretary
2 PURPOSE, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):     

Purpose:

1. Represent the Kingdom of Bhutan and effectively implement Bhutan’s foreign policy to safeguard and promote national foreign policy objectives, including projecting positive image and cultivating goodwill.

2. Protecting in the receiving State the interests of the Kingdom of Bhutan and Bhutanese nationals, within the limits permitted by international law.

3. Negotiating with the Government of the receiving State and other countries of accreditation.

4. Ascertaining by all lawful means conditions and developments in the receiving State, and reporting thereon to the Royal Government of Bhutan.

5. Promoting friendly relations between the Kingdom of Bhutan and the receiving State, and developing their economic, cultural and scientific relations.

6. Act as Ambassador to more than one State.

7. Act as representative of the Kingdom of Bhutan to international organization.

	Duties and Responsibilities
	% of Time

	· Represent Bhutan in the countries/organizations of accreditation and recommend initiatives to further extend foreign relations in line with RGOB’s foreign policy.

· Submit views on issues of bilateral, regional and international importance and lobby for support to promote Bhutan’s interests.

· Promote economic and trade interests of Bhutan and development partnership.

· Represent the country and participate in meetings/seminars /workshops, consultations, briefings etc. of relevance to Bhutan and ensure accurate representation of RGOB views and concerns.

· Submit periodic reports on important political, economic and social developments in the country of accreditation.

· Raise awareness of Bhutan’s culture and tradition and cultivate a wide circle of contacts from within the host Government, the media, the academia and the private sector.

· Represent the RGOB in state functions, diplomatic gatherings and other social events and entertain counterparts.

· Provide protocol services for visiting national dignitaries.

· Look after the welfare of Bhutanese nationals.

· Ensure smooth functioning of the Embassy/Mission.

· Any other task as may be assigned by the headquarters.
	10%

10%

10%

10%

10%

10%

10%

5%

10%

10%

5%


3 KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):     

3.1 Education: Masters
3.2 Training: Advanced training in international relation & diplomacy. 

3.3 Length and type of practical experience required: Minimum of 4 years experience in Foreign Service in Position Level EX2 or equivalent experience

3.4 Knowledge of language(s) and other specialized requirements: Possess command of both written and spoken English and conversant in Dzongkha.  Knowledge of additional language would be an asset. Knowledgeable with multilateral and bilateral diplomacy and negotiations.  High standard of loyalty, integrity, patriotism and professional excellence in the service of the Tsa-Wa-Sum

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
Decide on a broad array of bilateral, multilateral, regional and international issues.  Regardless of time constraints and pressures of multiple issues competing for attention, must determine and approve or take appropriate course of action.

Decide on proposals and recommendations relating to foreign policy.

Review longstanding bilateral and multilateral issues requiring consistency, continuity, and in depth assessment and knowledge of the past as well as encompassing new and emerging developments in the light of ever evolving national, regional and global trends.

Safeguard national interests and present country positions at various international forums on a diverse range of political, social, economic, cultural, environmental, health, education issues which would demand high diplomatic and communication skills.

Bhutan is signatory to over 40 conventions and treaties, fulfilling obligations arising from these legal instruments, including reporting fall under the purview of the Mission.  These entail high analytical skills based on sound knowledge of international law and procedures.

Evaluate the Mission’s role both at its functional and organization levels.

The complex nature of the work demands an unquestionable integrity, honesty and power of persuasion.  Intellectual versatility and highly developed social skills are essential to effectively deal with this.

Ability to cultivate influential and other relevant people in the host country.

Engage in conflict and preventive diplomacy.

Excellent organizational and leadership abilities.

Expectations of the Ambassador is not just representing Bhutan in social settings but has important responsibilities in connection with formulating policy. 

5 SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect the work has on the work of others or the functions of the organization):
Impact positively on the national interests and the foreign policy objectives:

· Consistent with the policy of developing friendly relations with other countries and other external entities.

· Contribute towards maintaining national sovereignty and enhancing security.  

· Promote sustainable development through expansion of trade and development and contribute to national self-reliance.

· Promotion of Gross National Happiness.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Instructions received from the Ministry of Foreign Affairs, RGOB. Proposals and their implementations are constantly reviewed and evaluated for their content and purpose by the Headquarters.

6.2 Guidelines: (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):
Guidelines:
RGOB policies, national foreign policy guidelines and directives from Ministry of Foreign Affairs, Headquarters.   Other guidelines include internal archives, international instruments, rules of procedures for meetings, customary practice, etc.  As a member of the United Nations and signatory  to the Vienna Convention on Diplomatic Relations 1961.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Close contact with Headquarters and the host Government, other Embassies & Missions, International Organizations and others. Nature of the job requires that the incumbent foster and maintain close working relations with a wide circle of friends and contacts, in order to facilitate work and meet required objectives. Contacts are useful for gaining information and to influence the outcome of negotiations.   

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):

The supervision of the officers and staff of the Mission/Embassy.

9 JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):

While it depends on place of posting and strength of the Missions, frequently required to work long hours, and under time constraints.  May be required to work on weekends and holidays at short notice.  As most of our Missions and Embassies are small, a broad array of issues may fall within the purview of an individual which can be difficult.  Inadequate or complete lack of clerical support creates encumbrances.  One may frequently be required to perform semi-official tasks that exceed the usual call of duty, under time constraints, which can sometimes interfere with official work Some Missions are in politically sensitive locations and diplomats may be exposed to various elements of security risk.

