ROYAL GOVERNMENT OF BHUTAN
ROYAL CIVIL SERVICE COMMISSION

POSITION  DESCRIPTION

1.
JOB IDENTIFICATION

1.1 
Position Title:

Asst. Language Development Officer I    

1.2    Position Level:              P5

1.3    Major Group:

Art, Culture & Literary Services Group

1.4    Sub-Group:                   Literary & Translation Services

1.5 
Job Code No.:

03.290.05

1.6 
Job Location (Complete as appropriate):
Ministry/Org:
Ministry of Education; Department: DDA;                    Division:_______________; Section:
_____________; Unit: ___________.
1.7   Title of First Level Supervisor (Official title of the Supervisor): Chief   Language Development Officers
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: Facilitate in developing, standardising, enriching and enhancing the use of Dzongkha.

	Duties and Responsibilities
	% of time

	· Undertake elementary research on Dzongkha language.

· Collect preliminary data on the indigenous languages of Bhutan.

· Carry out literary translation works.

· Draft and compute various dictionaries and literary resource materials.

· Write articles and history on Dzongkha, indigenous languages of Bhutan, and other foreign languages that are in contact with, or have influence over, Bhutanese languages. 

· Carry out comparative study on the structure of Bhutanese tribal

            languages vis-à-vis Dzongkha. 

· Gathers Dzongkha terminologies and enrich Dzongkha through borrowing, translation and cultural transfer. 
· Prepares training materials for Dzongkha users.

· Impart trainings/refresher courses to enhance the use of Dzongkha.

· Conduct meetings (Dzongkha Expert Committee, Dzongkha Working Committee and Annual Conference), seminars and workshops.

· Conduct Dzongkha promotional activities. 

· Organize talks and forums on language issues.

· Any other tasks assigned by superiors.
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3. 
KNOWLEDGE & SKILL REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill & Ability):
3.1   Education: Bachelors
3.2   Training: training in relevant field
3.3   Length and type of practical experience: Minimum of 4 yrs experience as Asst. language Dev. Officer II or equivalent experience.
3.4   Knowledge of language(s) and other specialized requirements: Good

    in spoken and written Dzongkha and English.
4. 
COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
The works are related tasks involving pursuit of an outcome through research and analysis wherein all the information and data may not be available and analysis into new areas has to be constantly resorted.     

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

The works are routine functions, execution of specific procedures, implementation of programme, analyzing and resolving problems, planning, developing and carrying out administrative and professional programmes of the organisation.

6.

INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 
Instructions (Describe controls exercised over the work by the Superior: how work is assigned, reviewed and evaluated):
Will be instructed and guided by Chief Language Devp. Officer. The experienced senior language workers train the Asst. Language development Officer on-the-job and provide guidance. The immediate supervisor and the head of the Organization evaluate the output jointly. 

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 annual work-plan forms a principal basis in carrying out the language works. Other guidelines are the minutes of the Annual Dzongkha Conference, Dzongkha Expert Committee members, and the DDA’s Five-Year Plan documents, and the directives from the Government.    
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 work requires contacts with employees within the office, officials of other governmental agencies, media, University and general public to obtain and give information, motivate and question matters.   

8.   
 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
 No supervisions over others.

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):

Mostly in-office; however there will be occasional accompaniment with the field researchers. 

