ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1

Position Title:
Asst. Curator

1.2 
Position Level;           P5

1.3       Major Group:
Library, Archives & Museum Services Group

1.4
   Sub-Group:

Archives & Cultural Properties Services

1.5    
Job Code No:

14.630.07

1.6
Job Location (Complete as appropriate): National Museum, Paro
Ministry:


; Department:


; 

Division:


; Section:

 1.7    Title of first level supervisor (Official title of the Supervisor):  Curator

________________________________________________________________________

2.
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):

	Duties and Responsibilities
	% of time

	· Ensure safe and secure storage and ongoing care of the collections

· To accession and catalogue materials and condition-reporting

· Deal with enquiries and requests for information as directed by the curator

· Prepare artifacts, specimens or works of art for collection

· Follow daily maintenance and operation of all permanent and temporary exhibitions, including audio-visual components

· Maintain lighting systems in exhibits and showcases;

· Prepare cases and mounts for objects and exhibit materials

· Prepare packing of traveling exhibitions

· Support activities to the curator, including numbering, cataloguing and storing the collections

· Carry out any other task assigned by the Supervisor
	15%

15%

       15%

15%

15%

       15%

       05%

       05%


3.
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work describe - Level of knowledge, skill and ability):
3.1
Education: Bachelors
3.2 Training: One year OJT pre-service training in relevant field. 

3.3
Length and type of practical experience required: Fresh entry; no experience prescribed.

3.4
Knowledge of language(s) and other specialized requirements: Zhungkha, English, and other local dialects.   Certificate in museum registration techniques, or equivalent experience; experience and proven ability in carrying out standard cataloguing procedures; database management knowledge, experience in collecting institution in the area of collection management, knowledge of data processing systems.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):
The work involves identification of artifacts, care and maintenance. The work is of complex nature and there is a complexity of misleading the reader if proper identification of artifacts, explanation, dating etc is not done correctly.

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

The purpose of the post is to collect, disseminate information and preservation of art objects.  The work gives critical support to higher officials in achieving the objectives of the organization.

6.

INSTRUCTIONS AND GUIDELINES AVAILABLE
6.1
Instruction (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The curator and deputy curator gives both written as well as verbal instructions

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):

· Government rules and regulations; and

· Museum Rules & Regulations.

· Museum ethics

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purposed of contacts with others within and outside the organization other than contracts with superiors):
 
Consultations with different sections within the organization are required.
8.
SUPERVISION OVER OTHERS (Describe responsibility for supervision over other employees, including the nature of supervisory responsibilities and categories and number of subordinates):
The Supervisory responsibility is only over service support staff.

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

The job does not entail any discomfort or physical exertions but there is mental exertion involved it due to high risk of theft and damage of artifacts by other calamities.

