ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
Job identification:
1.1
Position Title:


Auditor III

1.2
Position Level:


S3

1.3
Major Group:


Audit & Finance Services Group
1.4
Sub-Group:



Audit Services

1.5
Job Code No.:


06.350.08

1.6
Job Location (Complete as appropriate):


Ministry: ________; Department: Royal Audit Authority; Division: _______; Section: _________; Unit: __________.

1.7 Title of the first level supervisor: Auditor II


2. 
Purpose, Duties and 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:
The purpose of the job is to determine arithmetical accuracy of the transactions in the accounting records of the audited entities. It involves re-performing of calculations and verifying ledger postings and ensuring proper accountable of government revenues collected and accounted by the audited entities.

	Duties and Responsibilities
	% of Time

	· Verify arithmetical accuracy of the accounting records;

· Verify statutory remittances and recoveries and payrolls;

· Verify Physical existence of stores and government property;

· Verify expenditure with Budget;

· Document Working papers;

· Conduct physical verification of cash in hand; and

· Any other works as assigned by the superiors.
	30

25

20

10

10

5


3.
Knowledge & skills requirement: (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
3.1
Education:  Non-Class XII with Certificate. 

3.1    Training: 

3.3   Length and type of practical experience required: Entry.

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

4.
Scope & effect of work: (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

The effect of the work is to minimize the possibility of misappropriation of govt. funds through inadequate or improper maintenance of accounting records. It leads to improved accountability, better accounting record keeping system in the audited entities.

5.
Complexity of work: (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The work is fairly clear and involves few task-oriented processes or methods. Any complexities that may arise can be referred to supervisors immediately.

6.

Instructions & Guidelines available:

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

The work is assigned by the supervisor with specific instructions and guidelines as to how the work should be carried out. The work is reviewed and evaluated on a daily basis by the supervisor or by the senior teammates.

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):

Financial Manual 1988, RCSC Rules and Regulations, Audit Manuals etc. are some the manuals which guide the work of these auditors. Instructions from the team leaders/supervisors form the major unwritten guidelines of this job. The job does not devise new guidelines but may participate in interpreting rules and regulations.

7.

Work relationship: (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
Contact with staff members of audited agencies and teammates on day-to-day basis to discuss audit issues arising in the course of the audit.

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): 
Except for the supervision of works entrusted by the supervisor to the employees of he agencies, the work is non supervisory in nature.

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):
Job environment of this post is not very conducive. It involves frequent tours and visiting various sites for physical verification on foot and living in very uncomfortable accommodations. This therefore involves physical exertion, exposure to extreme weather conditions. Due to lack of professionalism the work is not seen as constructive but as a faultfinding mechanism and therefore invites personal criticism. Unpleasant confrontations with the management and employees of the audited entity are quite frequent. Threats to life as a result of uncovering serious irregularities are not uncommon. 
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