ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 
1.  
JOB IDENTIFICATION:

1.1 Position Title:  
Budget Officer 

1.2 Position Level:
P4

1.3 Major Group:
Audit & Finance Services Group

1.4  
Sub Group: 

Finance, Accounting & Budget Services
1.5 Job Code No.:
06.360.09

1.6 Job Location (Complete as appropriate):

Ministry: Ministry of Finance; Department: Department of National Budget; Division:___________; Section: ____________;  Unit: _________.

1.7 Title of First Level Supervisor (Official title of the Supervisor): Chief Budget Officer. 
2.  
DUTIES AND 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:  Head of section and facilitates budget management, reviews requests and proposes action on the proposal to the CBO.

	Duties and Responsibilities
	% of time

	· Process release approvals from the approved budget based on the request from the line agencies.
· Conducts mid year review of budget.
· Process and recommend budget adjustments like supplementary, transfers, re-appropriations based on the justifications submitted by the budgetary agencies.
· Check monthly accounts status of the agencies and follow up with the agencies

· Ensures correctness & completeness of monthly accounts: Monitors that there are no unbudgeted bookings and notify the agencies if any. He seeks clarification in case of discrepancies in the accounts received from the agencies;
· Review and recommend all kinds of current budget for agencies depending on the write- ups in the budget proposals for the agencies. This would require him to see the past expenditures, trends and prepare variance analysis for the past years to justify the recommendations;

· Prepares reconciliation statement of the Government Budget Fund to ensure that all deposits made are credited and withdrawals are debited to validate the balance amount. This is to trap all the transactions within the government and the spending agencies;
· Maintaining and recording the daily fund position of the government for providing basis for decisions;
· Transfer funds from and to Budget Fund Account;
· Ensure receipts of Non-Revenue, Revenue ands LC Withdrawals Statements from Bank of Bhutan.: this statement are received and reconciled with the record in the Division;
· Perform any task that may be assigned from time to time.


	


3  
KNOWLEDGE & SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of knowledge, Skills and Ability):

3.1 
Education: B. Com/B.A (Economics). 
3.2 Training: Training in Financial Management and Administration & Management Programme (AMP).

3.3  
Length and type of practical experience required: Minimum experience of 4 years as Asst. Budget Officer or related finance field. OR equivalent experience. 

3.4  Knowledge of language(s) and other specialized requirements: Good      command over written and spoken Dzongkha and English.

4. 
COMPLEXITY OF WORKS (Describe the intricacy of tasks, steps, process or methods involved in work, difficulty and originality involved in work):
The work is complex will need to exercise sound judgement in interpreting rules and circulars and guidelines in the field of financial management and needs to made independent judgements.

5 
SCOPE AND EFFECT OF WORK (Describe the purpose, breath of work performance, and the effect the work has on the work of others or the functions of the organisation):

The scope of the work is moderately wide as his work involves releasing of funds and allocation of budget for activities in the budgetary agencies. Therefore, his work has huge impact on the functions of other organisation.
6 INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 
Instructions (Describe controls exercised over the work by the Supervisor; how work is assigned, reviewed and evaluated):
Generally instructions are received and sometimes use broad guidelines like financial manual to perform his duties. Review of the work is made on a periodic basis.
6.2 
Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which employees may interpret, adapt or devise new guidelines):

In some cases specific instructions are received however most of the works are performed within the broad frame work using the guidelines like plan documents, circulars, manual and annual budget appropriations.

7 WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation (other than contacts with supervisors):

His contact with the outside agency is frequent as he is responsible for allocation of budget for various plan works of the agencies. The contact within the organisation is also very high as he does the administration works besides budgeting.
8 SUPERVSION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):

Delegates and distributes work to the staff within the Department and exercises a general broad supervision on budgeting and execution of the works in the line agencies.

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):

The position does not entail any physical discomfort or risks in the discharge of duties and responsibilities. However, sometimes he has to work under pressure of deadlines.

