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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

Position Description

1
Job identification:

1.1
Position Title:
Asst. Integrity Promotion Officer 

1.2
Position Level:
P5

1.3
Major Group:
Legal,Judiciary & legislative Services Group

1.4        Sub-Group:

Investigation Services


1.5
Job Code No.:
13-612-03

1.6
Complexity of work:1.5       Job Location (Complete as appropriate):

Ministry: Anti-Corruption Commission; Department: Anti-Corruption Commission; Division: Investigation Division; Section: _________; Unit: ____________.

1.7
Title of first level supervisor: Integrity Promotion Officer 

2.
Purpose, Duties and Responsibilities: (Describe the main duties and responsibilities, indicating what is done and how it is done. Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position. Duties should be presented in decreasing order of relative importance):   

Purpose:
The purpose of this job is to assist Integrity Promotion Officer to conduct investigation and manage an investigation team. The objective is to either prove or disprove allegations of corruption. It also involves assisting the Investigation Officer in planning, designing investigation procedures, and undertaking the core investigation through review and crosscheck of records, evidences and other relevant statements, examining person(s) involved, searching of places and seizure of things considered necessary for the investigation.

	Duties and Responsibilities
	% of Time

	· Proceeding to the spot, collection and evaluation of evidence and statements and ascertainment of facts and circumstances of the case;

· Discovery and arrest of the suspect who had committed acts of corruption;

· Examination of various persons and the reduction of their statements into writing, search of places and seizure of things considered necessary for the investigation;

· Assist Integrity Promotion Officer in formation of opinion as to whether the allegations of corruption is true or false;

· Assist Integrity Promotion Officer to prepare investigation reports incorporating the findings and relevant supporting evidences;

· Under direction from CIPO, assist Integrity Promotion Officer to prepare investigation plan, manage and supervise investigation activities at the team level;

· Assist Integrity Promotion Officer to obtain warrants and remand orders from court and administer bail for the accused person within 24 hours of arrest;

· Under direction from the CIPO, assist Integrity Promotion Officer to conduct undercover operations;

· Manage confidentiality and security of informants(whistleblowers); 

· Assist Integrity Promotion Officer to review and investigate assets declarations as and when necessary; and

· Any other work assigned by the Integrity Promotion Officer.
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3.
Knowledge & skills requirement: Minimum requirement for performance of work described – Level of Education, Knowledge, Skill and Ability):
3.1  Qualification: Bachelors Degree

3.2  Training: PGCFM (RIM) or Advanced Training in Auditing and Accounting and/or Anti-corruption and Good Governance related fields.

3.3
Length and type of practical experiences required: Entry
3.4  Knowledge of language(s) and other specialized requirements: Proficient in Dzongkha and English. Knowledge of other local dialects is an added advantage. The incumbent should possess extensive knowledge and experience in the field of auditing, anti-corruption and good governance subjects, besides being conversant with existing laws of the Kingdom and standards and practices in issues of anti-corruption and good governance accepted internationally. Good communication skills and leadership qualities are necessary.

4.
Complexity of work: (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):

Some of the qualities of an Investigator are as under:

Perseverance, patience and persistence in nature;

Should possess suspicious mind to take up an investigation;

Should possess multi-skill capability, particularly interrogation skills and analytical mind with an eye for detail;

Should have undying stamina and determination to succeed;

Should be selflessness, fearless, unbiased and honest individual;

Should be prepared to become unpopular and able to withstand defamation;

Be able to maintain secrecy and withstand high risk assignments, posing personal life to high risk;

Should be merciless and be able to hurt sentiments of many people including your boss;

Should be sensitive and able to withstand in difficult situations; 

Always anticipate complication at any time and always be prepared for any under operations; 

Should possess good personality, eloquence and out-going; and

Should have good writing skills.

Therefore, the work is very intricate and complex.

The work requires original or new investigating techniques and methodologies to cope with different facts and circumstances of the case. To this extent, it requires continuous learning and researching in the subject, particularly with an advent in ICT. 

5. Scope & effect of work:
Scope of the work entails:

Authority to require before himself the attendance of person(s) appearing to be involved or acquainted with the circumstances of the case;

Authority to examine such person(s) orally either himself or by a person deputed by him. The Integrity Promotion Officer examining any such person(s) in the course of investigation may reduce his statement into writing which could be used later during the prosecution of the case;

Power of making a search in any place for the seizure of anything believed to be necessary for the purpose of the investigation;

Power to arrest the person(s) suspected of the commission of act of corruption.

Effect of the work on others:

Individual(s) apprehended and proved to have committed act of corruption would be prosecuted in the court of law;

An element of deterrence to other would-be corrupt individuals;

Lead to the fulfillment of the goals and objectives of the Commission in overall curbing of corruption in the society.

Internally within the Commission, the work contributes to the achievement of Commission’s goals and to the society at large it contributes to overall curbing in corruption in the country. The reports generated through this work would act as deterrent for the would-be corrupt people in the society.

6.
Instructions & Guidelines available:

6.1
Instructions Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The supervisor assigns the work and leaves the Integrity Promotion Officer to carry out this assignment independently. Therefore, overall planning the work will be done by the CIPO while the detail work programme will be planned by the Integrity Promotion Officer and delegated or operated with help from the Asst. Integrity Promotion Officer. The Integrity Promotion Officer may however consult his supervisor where unusual different situations arise. The supervisor reviews the work after the investigation is complete and is evaluated annually.

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):
Recognizing the Royal Kasho of 31 Dec. 2005 and the Anti-Corruption Act 2006 as the source of all guidelines for operation of Anti-Corruption Commission, specific rules, procedures and guidelines will be formulated by the Commission in due course of time.  Besides the indigenous guidelines, application of general investigation skills and techniques will also be guided by the standards and practices of international institutions like Transparency International, Organization for Economic Cooperation and Development (OECD), World Bank, Asian Development Bank (ADB), etc.. 

In addition to formal guidelines and standards of the Commission, owing to the nature of job as very sophisticated yet technical, the task may demand one’s personal initiatives and innovative skills to achieve the organizational goals. Therefore, the incumbent official may devise new guidelines and suggest his supervisor for further action.

7.
Work relationship: (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Since this job requires visiting and working at the premises of the client, contacts are regular with the management and employees of the entity involved with the investigation. The purposes of the contacts are numerous and vary from gathering evidences through interviews, or discussing issues arising during the course of the investigation. The reasons of such contacts are to carry out an effective investigation and ascertain facts and circumstances of the case for reporting to the Chief Integrity Promotion Officer.

Contacts are also made within the organization and with colleagues from other division on a regular basis. The purpose of such contacts is to discuss critical issues or to discuss certain methods/strategies to be applied under different circumstances. Day to day discussions is held with the team members to resolve and arrive at proper conclusions on the investigation findings.

8.
Supervision over others: (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities, classification and number of subordinates):

An Assistant Integrity Promotion Officer is required to supervise the work of his subordinates, i.e., Integrity Promotion Assistants, who will assist him in practical collection and collaboration of evidences, meeting different people for obtaining statements of evidences, and the like. The number of subordinates may range from 2 to 3. 

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):

Job environment of this post is not very conducive. It involves frequent and odd hours tours and visiting different organizations and places for meeting different people, to collect and collate different information, to conduct search, arrest and seizure operations. An incumbent should be very adaptive to different situation of living, i.e., in very uncomfortable accommodations at certain times. This therefore involves physical exertion, exposure to extreme weather conditions depending on when and where the job is executed. Unpleasant confrontations with the individuals involved are quite frequent. Threats to life as a result of uncovering serious corruption acts are not uncommon. 

