ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1 Position Title:
 Assistant Inspector

1.2 Position Level:
 S3

1.3 Major Group
:
 HR Development and Management Services 
Group

1.4  Sub Group:

 Industrial Relations Services

1.5  Job Code No:
 10-520-03

1.6 Job Location: (Complete as appropriate)

  Ministry……………….......................  Division……………………

Section:         Unit………………………
1.7 Title of First Level Supervisor: (Official title of Supervisor).  Inspector
2. PURPOSE, DUTIES AND RESPONSIBILITIES: Describe the main duties and responsibilities, indicating what is done and how it is done.

PURPOSE:
Assist the inspectors in Conducting inspections in the field and provide the necessary support services as an assistant inspector. 

	 Duties and Responsibilities


	% Of Time 

	· Assist the inspectors for inspection in the fields to ensure proper implementation of the programs and activities.

· Maintain the proper records for inspections and produce on demand for review and other actions.

· Help in conduct random checking in the field as well as at certain points to minimize the illegal developments.

· Assist in sensitise the clients on the rules and regulations of the organizations through necessary campaigns and medias to maintain law and order in the country.

·  Consult with the immediate supervisors on the finding and developments in the field for necessary review and further directives. 

· Maintain inspection procedure in a systematic manner. 
	


3. knowledge & Skills Requirement: Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability)

3.1 Education:  
Non-Class XII with Certificate 
3.2 Training:   
3.3 Length and type of practical experience required: 
3.4 Knowledge and type of language(s) and other specialized requirements:   
Dzongkha English with computer basic operating skills

4.
COMPLEXITY OF WORK. Describe the intricacy of tasks, steps process or methods    involved in work, difficulty and originality involved in the work.   


The job involves intensive interactions with the clients whereby the Assistant Inspectors should be able to explain the norms and procedures in support of the inspectors.

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 organisation.   
 
The inspection work consists of execution of specific rules, regulations or procedures effecting the accuracy, reliability or acceptability of other processes of services in the organization.
6. 
INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 Instructions:  Describe controls exercised over the work by the superiors; how work is assigned, reviewed and evaluated.

Assistant Inspectors may receive some verbal instructions from the supervisors and Head of the Organizations depending on the situations

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.

There will be some general guidelines and acts in the organization which the Assistant inspectors have to follow  
7. WORK RELATIONSHIP:  Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation (other than contacts with superiors)

Basically deals with the general public as the normal clients outside the organization.

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

No supervision roles involved.

9. JOB ENVIRONMENT:  Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and /or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions. 

The work involves intensive travelling and patrolling under extreme weather conditions and expose to certain chemicals and radiations.

