ROYAL GOVERNMENT OF BHUTAN
ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION:

1.1
Position Title:  

Asst. Extension Officer I
1.2 
Position level:


P5
1.3
Major Group: 

Agricultural & Livestock Services Group
1.4
Sub Group:


Extension Services 

1.5
Job Code No.:

01.140.09
1.6
Job Location (Complete as appropriate):

Ministry: _____X_____; Department: _________, Division: __________; 
Section: ____________; Unit: __________________.

1.7
Title of First Level Supervisor:  (Official title of Supervisor). Extension Officer or Asst. District Agriculture Extension Officer

2.
PURPOSE, DUTIES AND 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: Implement, coordinate, monitor and evaluate Geog extension activities in relation to the Geog plans and programmes and also responsible for providing useful and available extension technologies to the farmers.

	Duties and responsibilities
	 % of Time

	· Assist and deliver suitable, useful and available extension technologies to farmers regarding crops or livestock production

· Study and record both production and post production constraints and potentials in the geog and plan need-based activities using this information

· Monitor all the extension activities implemented in the geog constantly and provide regular feedback to the supervisor

· Ensure active peoples’ participation while developing the geog-based plans and activities considering different needs and outcomes 

· Participate regularly in Dzongkhag/geog meetings and share innovative ideas or experience related to better farming practices

· Identify the needy farmers for training, study tour etc and assist at training of farmers

· Carry out any other official work assigned by the supervisor


	30 %

10 %

15 %

15 %

10 %




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

3.1
Education: If University Degree is required, indicate appropriate field of study and level of degree.


Cl. XII with Diploma/ In-service with Diploma
3.2   Training: Training in the extension work.
3.3    Length and type of practical experience required:

 Minimum of 4 years in the capacity of Asst. Extension Officer II OR equivalent    experience.

3.4 Knowledge of language(s) and other specialized requirements:

· Proficient in speaking, reading and writing Dzongkha and English.

· May be required to learn the local language of the geog in which he/she is posted in order to communicate with farmers

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

· The number of tasks one has to perform is huge, as one has to cover every household in every village within the Geog. Considering the topography of the country and the usually scattered nature of villages within the Geog, the job is challenging. 

· The placement of staff at Geog level is very important, as the post is main source of information and data for the whole RNR sector. 

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 is based in the geog and requires great flexibility and variety of tasks in dealing with farmers’ needs on a daily basis. 

The post is the main link between farmers, extension services and researchers in the Ministry of Agriculture and will have influence over the over-all development of the farmers.
6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

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


· Work will be governed by the overall mandate of the Dzongkhag Administration

· Instructions will be given by the Extension Officer or District Officer on specific tasks to be carried out 

· The supervising officer will monitor work performance. 

· Will be required to submit regular progress reports.

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.
· On first appointment, staff will be given a job description which has to be followed.

Work will be guided by the geog annual work plan, which will be required to develop at the beginning of each fiscal year. 

· The Five Year Plan documents and National Extension Policy will also serve as guidelines for his/her work.
7.
 WORK RELATIONSHIPS: ( Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):
:
The incumbent will advise and deliver useful extension technologies to the farmers regarding crop and livestock production in the Geog. Will make regular farm visits, interact and discuss the Geog development activities. Will also acts as a bridge between the farming community and the RNR sectors at Dzongkhag Headquarter.

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

The incumbent may be required to supervise the work of the field assistants and other support staff in the geog. 

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.

Physical effort in walking to villages and farms is regularly required.

