ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMISSION

POSITION DESCRIPTION
1.
JOB IDENTIFICATION

1.1
Position Title:

Associate Lecturer 

1.2
Position Level:

P3
1.3
Major Group:

Education and Training Services Group

1.4
Sub-Group:

Training/Tertiary Teaching Services

1.5
Job Code No:

04.330.05
1.6
Job Location (Complete as appropriate): Training/Academic Institution / University
Ministry:
; 
Department:  Division: _______;

Section:
___________;
Unit: ____________.

1.7
Title of First Level Supervisor (Official title of the Supervisor): Head of the Department / Dean of Faculty 

2.   PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

Purpose: Undertake teaching/training, at least, up to Bachelors (general) level or the equivalent, undertake pedagogical research, assist in consultancy/advisory services, and provide support services in the overall administration of the Institute/department.

	Sl. #
	Duties and Responsibilities
	% of time

	1
	Training/Teaching and developmental works 

· Conduct teaching/training programs, at least, till the Bachelors (general) level or the equivalent  (teaching/training workload to be determined based on the work load of the institute).

· Develop curriculum and teaching/training guides/materials based on agreed standard.

· Offer tutorials and promote learning practices among students.

· Supervise examinations, projects, and assignments based on the academic guidelines.

· Evaluate teaching/training programs and report findings.
	 

	2
	Research and Development: 

· Carry out basic pedagogical research works and develop/refine training/teaching courses/materials.
	 

	3
	Advisory Services 

· Assist in consultancy/advisory projects/activities 
	 

	4
	Management/Administration Support

· Assist the faculty/head of department/Institute in the day-to-day coordination/administrative matters.
· Coordinate extra-curricular activities, and participate in meetings, seminars and workshops.
	 

	5
	Carry out any other responsibilities
	 


3. KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described - Level of knowledge, skills and ability): 

3.1 Education: Masters 
3.2 Training: 

· PGCE for General Graduates

· On the Job Training (in-service)/TOT for Technical/Professional /Masters Graduates
3.3 Length and type of practical experience: 

· Minimum four years experience in the post of Assistant Lecturer I  (P4) or equivalent experience for general graduates with PGCE OR

3.4 Knowledge of language(s) and other specialized requirements:  Must be able to read, write and speak Dzongkha and English. Requires good subject knowledge and teaching/training delivery skills. 

4. COMPLEXITY OF WORKS (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
Undertaking teaching/training works till bachelor (general) or the equivalent level requires good knowledge and skills. The position of Associate Lecturer will also be required to handle special customized programs as well. 

Associate Lecturer will be required to carry out mostly pedagogical research works which must result in the development/update of instructional and teaching materials. 

While an Associate Lecturer will not be involved with advanced research and advisory services, however, he/she will be required to shoulder administrative responsibilities relating to coordination of extra-curricular activities or management/supervision of residential programs (eg. hostel/mess management), etc. Such responsibilities will require sound behavioral skills including problem solving ability. Many such administrative responsibilities will have to be carried out during odd hours (beyond the office hours).      

5. SCOPE & EFFECT OF WORK (Describe the purpose, breath of work performance, and the effect the work has on the work of others or the functions of the organization):

Breadth of Work Performance:

The nature and scope of work involves undertaking teaching/training at least till the Bachelors (general) level/equivalent, carrying pedagogical research works, assisting in advisory services and providing support in effective management of programs/activities of the institute.

Effect of Work: 

The work carried out by the Associate Lecturer has direct effect on the quality of courses offered in the Institute. Further, the quality of course has impact on the skills, knowledge and attitudes of the students/trainees and ultimately on their productivity. 

The work of Associate Lecturer affects the work of junior and senior faculty because many of them depend on his/her inputs.

The work of Assistant Lecturer also affects the work of management because of his/her role in coordination of programs/extracurricular activities. 

Teachers/trainers are expected to mould the values, behavior and personality of the trainees/students in addition to imparting skills and knowledge. As a result, the work of Associate Lecturer has major effect on the lives of the trainees/students and on the expectations of the society and government in producing productive citizens of the country. 

6. INSTRUCTIONS AND GUIDELINES AVAILABLE
6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


The work for the Associate Lecturer is assigned and supervised by the Head of Department.  

The performance will be evaluated by the Head of Department taking into account the feedback of trainees/students, senior faculty (mentors) and clients based on the performance standards of the institute/university.

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):

Some of main written guidelines include the Charter and Statutes of the university/institute, policy manual of the university/institute, the wheel of academic law, Institute Rules and Regulations, and guidelines issued by department/board/council/committee.

Within the given academic/training policies of the Institute and guidelines of the department, an Associate Lecturer conducts teaching/training courses and carries out other related activities.  

7. WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with supervisors)

The nature and purpose of contacts include the following:

· The trainees/students during training/teaching for guidance and counseling.

· Peers for discussion/coordination on teaching/training matters and other related activities.

· Professional bodies/association to exchange knowledge and information in one’s field of work.

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

· Supervises students/trainees during academic sessions, on-the-job-training, research works, tutorials and extra-curricular activities (about 25-50 per day).

· Supervises students/trainees in the residential programs (if such a responsibility is assigned). 

· Supervises the academic work of junior/trainee faculty. 

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 requires long hour of talking, standing and walking.  There will be constant mental tension/stress and strain on voice. Teaching/training job demands a lot of personal sacrifices and exposure to laboratory chemicals, radiations and dust.

Teacher/trainer also needs to constantly deal with problems of students/trainees and while discharging their academic and administrative responsibilities. One occasionally confronts with problematic trainees/students. 

One needs to travel to field occasionally to supervise trainees/students during field study/trips, conduct training at the local level, and collect primary date.

