ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Asst. Human Resource Officer
1.2 Position Level:

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

1.4 Sub-Group:


Human Resource Management Services
1.5 Job Code No.:

10.510.05
1.6 Job Location (Complete as appropriate):
Ministry: ___________; Department: ___________; Division: Human Recourse Division; Section: Human Resource Section;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): 
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: Coordinate, implement and monitor HR Development & Management programs in consultation with the immediate supervisor.

	Duties and Responsibilities
	% Of Time

	To assist and help implement HR initiatives in the areas of recruitment, organizational development, professional development, performance and change management in alignment with organizational strategy
	15

	Maintain up to date information/statistics on Human Resource requirement; Zhi-yog
	15

	Assist in organizing workshops/seminars/conferences related to Human Resource Planning and Employment
	10

	Drafting letter/correspondence related to HR activities
	10

	Provide information on Human Resource and Employment when required
	5

	Assist in the counseling of job seekers on employment
	5

	Assist in the recruitment of candidates, for employment & trainings
	5

	Review the performance evaluations of the employees and submit the reports to the immediate supervisor for corrective measures periodically
	10

	Compile and coordinate the meeting for performance review exercise annually
	5

	Process recruitment, selection, training and other HR related activities for all civil servants of the organization
	10

	Maintain leave records, encashment, Transfer details of employees
	5

	Provide clarification on BCSR to other employees whenever necessary
	5


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

3.1 Education: Bachelors  with PGCDM
3.2 Training: 

3.3 Length and type of practical experience required: Entry

3.4 Knowledge of language(s) and other specialized requirements: Proficient in both written and spoken Dzongkha and English. Should have good computer knowledge. Should have good communication skills and aptitude for research works
4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
The incumbent takes guidance and help from the Human Resource Officer and other superiors if need be and he should be able to envision the future skill needs of the organization to develop policies and strategies for human resource Planning.

The work typically consists of related steps, processes or methods with choices relatively obvious based on information provided.
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):
Works closely with the HR Officer and maintain constant vigilance in changes that take place in the work environment particularly technology to draw strategies for Human Resource Planning.
The work typically consists of execution of specific rules, regulations or procedures effecting the accuracy, reliability or acceptability of other processes of services.
6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Certain supervision from the Head of the Section. The incumbent works closely with the HR Officer
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):
HRD master plan and other planned documents, government policies and government circulars. BCSR
The work typically consists of specific assignments with clear instructions or covered by such detailed guidelines, which must be followed with supervisor available.
7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Extensive contacts and interactions with employers, employees inside the organization.

Personal contacts are with employees within the same agency or with the general public with the purpose to obtain, clarify or give factual information. 
8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Data managers, office secretaries and other supporting staff.

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):
Work is normally sedentary and imposes no special physical demands other than some walking, standing or light lifting with little risk or discomforts that can be controlled by observing standard practices.

Dealings with people with different personalities would result in intimidation/Threats/ arguments.
