ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:

1.1

Position Title: 


Asst. Program Coordinator

1.2

Major Group:


General Administration & Support Services

1.3

Sub-Group: 


Programme Services
1.4 
Job Code No.: 

09.480.10

1.5             Position Level:                        P5
1.6 
Job Location (Complete as appropriate): 

Ministry: Ministry of Finance; Department: Department of Aid & Debt Management; Division: Bilateral/Multilateral/Debt Management; Section: Respective Regions/ Systems; Unit: Respective Donors.

1.7

Title of First Level Supervisor (Official title of the Supervisor): Programme Coordinator

2. PURPOSE, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: The main purpose is to support and assist the units/sections under the division in the day-to-day management.

	Duties and Responsibilities
	% of time

	· Follow up with the projects timely submission of periodic physical/financial progress reports and maintain records thereof. 

· Maintain records on release of funds from donors to the project;

· Review project proposal and project budget and submit recommendations to the supervisors;

· Follow up on project proposals; 

· Verify project accounts and financial reports. 

· Maintain database on disbursement of fund by development 

· Assist in project formulation and evaluation missions;

· Monitor liquidation of advances to the projects and reimbursement of excess expenditure from donors to RGoB agencies.
· Any other task assigned.
	


3. KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education:  Bachelors Degree.
 3.2
Training: Should have undergone training Management in relevant field.

3.3 
Length and type of practical experience required: Fresh entry; experience not prescribed.


3.4
Knowledge of language(s) and other specialized requirements: Good command of written and spoken English and Dzongkha, communication skills, etc. 

4. COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
This person will work under the direct supervision of his/her immediate Programme Coordinator. 
5.
SCOPE AND EFFECT OF WORK (Describe the breath of work performance, and the effect the work has on the work of others or the functions of the organization):
While he/she works under the strict supervision of the Programme Coordinator, the scope of work in the post to a large extent will depend on the initiatives of the person. The post of an assistant programme Coordinator is very important as the skills and experience he gains will have multiplier effects down line in the organization. His skills and initiatives will ease the Programme Coordinator of minor issues and concentrate on macro issues. 
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 Programme Coordinator has the mandate to supervise and monitor the Assistant Programme Coordinator from time to time based on the specified responsibilities/mandate/work plan given by the organization. 

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 function is guided by written rules such as the National Execution Manual, Project Documents, Financing Agreements and normal Rules and Procedures of Project Management, Financial Manual, etc. These written documents may be revised by the Government as and when deemed fit. The APC will also receive oral instructions from time to time for ad-hoc works that he/she may be assigned.  

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 constant contact with the development partners and the sectors at appropriate levels and inter-office consultations. At times, it may be necessary to accompany the visiting missions on various field trips and meetings.

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has   for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):
The APC will supervise number of staff at general support level to implement the work assigned to him/she. The nature of the supervision will be on maintaining proper records and files on projects and programmes, to facilitate inter and intra office communications, etc. It is also to ensure the support staff to keep proper record of all fund flows. Further, he/she will also ensure the maintenance of office decorum during office hours.

The nature of supervision will also be on assigning day-to-day responsibilities to the subordinate staff and on making logistical arrangements.
9. JOB ENVIRONMENT (Describe physical demands 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):
The position will require undertaking periodic in-country travel to visit project sites or accompanying project missions, where walking long distances to the programme/project sites will be necessary.  

1
2

