ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Asst. Civil Registration Officer I
1.2 Position Level:

P5
1.3 Major Group:
Human Resource Development & Management Services Group 

1.4 Sub-Group:


Urban Planning Services
1.5 Job Code No.:

10.500.05
1.6 Job Location (Complete as appropriate):
Ministry: Home and Cultural Affairs; Department: Civil Registration and Census; Division: ________; Section: _________;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Dy. Chief Civil Registration Officer / Senior Civil Registration Officer.
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: Represent the Civil Registration Department and the post would be responsible for implementation of BCRS at district level, and monitor the same for districts and geogs.

	Duties and Responsibilities
	% of Time

	· Conduct investigation on census matter for those people who have petitioned the Royal Government and submit the same

· Process all census dropout, migration and solve cases for the census restoration

· Conduct ad hoc census as directed by the ministry

· Process naturalization cases and ensure that the entire required criterion are fulfilled and submit the same to the government

      Assist the Civil Registration officer in all the census related activities
	40%

25%

20%

15%


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

3.1 Education: Bachelors  
3.2 Training:  Basic course in demography
3.3 Length and type of practical experience required: Entry or minimum of 4 yrs experience as Asst. Civil Registration Officer II or equivalent experience
3.4 Knowledge of language(s) and other specialized requirements: Well versed in both English and Dzongkha and should possess  basic Computer operation skills
4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
Work is complex though but he receives specific instructions from the superiors

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):
Work involves in-depth understanding of the functions and responsibilities. However, it is done within the defined frame work
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 employee plans and works in close consultation with superiors and his works are evaluated

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):
No specific guidelines available, therefore, the superiors pass on the instructions.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Personal contacts are mostly outside the employing agency and it is basically to facilitate the government to grant citizenship.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Plans, direct and coordinate the work with the units working on census investigation. Also coordinate census investigation work with the Dzongkhag officials.

Indirectly control the geog officials on civil registration activities by helping CRO.

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):
Physical exertion required, as they have to travel and cover the whole district during the time of census operations.

