ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

. 1
JOB DESCRIPTION:

1.1 
Position Title:

Asst. Research Officer

1.2       Position Level:                      P5

1.3       Major Group: 

Planning & Research Services Group


1.4
Sub-Group:


Research Services

1.5
Job Code No.:

16.720.05

1.6
Job Location (Complete as appropriate): 

Ministry: ___________; Department: __________; Division: Research; Section: ___________; Unit: 
________________.

1.7 
Title of First Level Supervisor (Official title of the Supervisor): Research Officer

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 position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):   
Purpose: Asst. Research Officer facilitates timely availability of information to ensure quality and timeliness of research output.  

	Duties and Responsibilities
	% of time

	· Assist in planning, designing and implementing research projects

· Prepare and coordinate coding procedures, and perform interpretive coding of quantitative and non-quantitative survey data.

· Collect, compile data, and conduct analysis of qualitative and quantitative responses to survey questions or other research data. 
· Assist researchers in preparing plan and budget for research projects

	


3. 
Knowledge and skills REQUIREMENT (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: Be good in reading and writing English and Dzongkha. In addition, should have the following:

Knowledge on research methods on specific subjects, principles and philosophies, statistical concepts and their applications to research analysis; 

Ability to identify the standard source of research references for similar research carried out elsewhere; 

Perseverance is essential for an anthropologist, who might spend years accumulating artifacts from an ancient civilization

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 job involves collection of new and additional information from appropriate source and hence requires creativity and innovation. 

Must travel in the field to collect data and other information.

Must undergo pressures of writing and publishing, as well as those associated with deadlines and tight schedules, and sometimes he or she must work overtime
5. 
SCOPE & 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):

The work is not only to assist researcher but also to carry out research works independently. 

6. 
INSTRUCTION AND GUIDELINES AVAILABLE 

6.1
Instructions (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The Research Management Committee and Regional Technical Committee and supervisor provide board guidance in planning research projects but he/she out of own judgement can modify and adapt the same to suit the work environments. 

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):

Usually, written guidelines like research policies and strategies at the global level is made available and research strategies and plans for specific projects should fit into the global guidelines. The unwritten instructions and guidance on research projects is also periodically given.

7. 
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Apart from the superior, he has to work closely with staff of HQ, Regional Offices and Research Officers of the own Center and the other Centers and Dzongkhags.  

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

He/she will be responsible for research activities under a research project and supervise Assistant Research Officers, wherever applicable. The job demands supervision and guidance of his junior researchers

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):

Workstation can be either in the office or in the field, and therefore, the incumbent is required to travel to remote villages. 

May travel to remote areas, live among the people they study, learn their languages, and stay for long periods at the site of their investigations. They may work under rugged conditions, and their work may involve strenuous physical exertion.

