ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 
1.  
JOB IDENTIFICATION:

1.1 Position Title:  
Asst.  Budget Officer 

1.2 Position Level:
P5

1.3 Major Group:
Audit & Finance Services Group 

1.4 Sub Group: 
Finance, Accounting & Budget Services
1.5 Job Code No.:
06.360.10

1.6 Job Location (Complete as appropriate):

Ministry: Ministry of Finance; Department: Department of National Budget; Division:__________; Section: ____________;  Unit: _________.

1.7 Title of First Level Supervisor (Official title of the Supervisor): Chief Budget Officer. 

2. Purpose, DUTIES & 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 positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: Facilitates release of funds recommends budget appropriation for spending agencies. This post is the main focal person in the DBA for the spending agencies.

	Duties and Responsibilities
	% of time

	· Reviewing and processing release requests of the line agencies;

· Review and recommend budget adjustments such as supplementary appropriations, transfers, and re-appropriations;

· Check and monitor the status of the monthly accounts of the agencies and follow up with them whenever necessary;

· Co-ordinate the preparation of information by the Assistants on their respective sectors for submission to CBOs 

· Checks the correctness & completeness of monthly accounts: Monitor that there are no unbudgeted bookings and notify the agencies if any. Seek clarifications in case of discrepancies in the accounts received from the agencies;

· Examines budget proposals of agencies and make recommendations for their re-current budget for agencies on the basis of the justifications in the budget proposals. This would require him to review the past expenditure trends and prepare variance analysis for the past years to justify the recommendations;

· Prepare reconciliation statement of the Government Budget Fund to ensure that all deposits made are credited and withdrawals are debited to validate the balance amount. This is to all the transactions within the government and the spending agencies;

· Maintain and record the daily fund position of the government in order to facilitate decision making;

· Initiate transfer of funds from and to Budget Fund Account;

· Ensure the timely receipt of reports from the Bank of Bhutan on Non-Revenue, Revenue and LC withdrawals. These statements are reconciled with the records in the Division;

· Perform any other task that may be assigned from time to time.


	


3. 
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement     for performance of work described (Level of Knowledge, Skill and Ability):
3.1 
Education: Bachelors in relevant subjects with PGCFM
3.2 
Training: 

3.3 

Length and type of practical experience required: Entry. 
3.4 Knowledge of language(s) and other specialized requirements:   Good      command over written and spoken Dzongkha and English.

4. 
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Moderately complex work in the field of Government budgeting and accounting. Requires sound judgement of interpretation of rules, budget appropriations the ascertaining the budget balances working out fund flow in the context of the overall fund position of the government. 

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

The scope of the work is reasonably wide as the work is directly related to the activities of the line agencies. Its impact on the functions of other organisations is also high as the implementation of planned activities in line agencies depends of the availability of funds and he is responsible for the release of funds.

6. 

INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 
Instructions (Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):
Normally receives specific instructions for most of the works and in some cases under the guidance of his superior carry out ad-hoc tasks under the broad framework of budgeting. Review of the work is made on a periodic basis.
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):

The works are performed within the broad framework using the guidelines like plan documents, circulars, manual & annual budget appropriations.

7
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of    contacts with others within and outside the assigned organization (other than contacts with superiors):
His interaction with the outside agencies is frequent, as his/her duties require him to frequently contact the outside agencies.

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has   for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):
Delegates and distributes work to the staff within the Division and exercises a general broad supervision on budgeting and execution of the works in the line agencies.

9. 
JOB ENVIRONMENT (Describe physical demands 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 position does not entail any physical discomfort or risk in the discharge of duties and responsibilities.

