ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION 
1.  

JOB IDENTIFICATION:

1.1 Position Title:  
Chief Budget Officer 

1.2 Position Level:
P1

1.3 Major Group:
Audit & Finance Services Group

1.4 Sub Group: 

Finance, Accounting & Budget Services
1.5 Job Code No.:
06.360.06

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): Director
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:  Approve budget adjustments, review and recommend budget appropriations and make funds available to the spending agencies.
	Duties and Responsibilities
	% of time

	· Formulates Budget Policy
· Leads Budget Discussions.

· Developing detailed guidelines and directives on budget implementation procedures for issue to the line ministries and agencies in the form of the Budget Notification.

· Budget Execution: 

· Approves release of funds to the ministries and agencies within budgetary limits;

· Review release request & supplementary budget requests and prepare reports and recommendations for submission to the Director, Secretary, Minister or the Council of Ministers, as the case may be;
· Review the budget status and prepare Revised Estimates on a monthly basis;

· Prepare quarterly Budget Reports for submission to the Council of     Ministers;
· Undertake field visits to ascertain the physical progress of programs, projects and activities and ensure against deviations from the approved plans;
· Correspond and liase with the line ministries and agencies on any matter related to the budget, and provide comments and clarifications whenever necessary;

· Provide technical support to the finance staff in the line ministries and agencies on budget and accounting issues;

· Attend meetings of Inter-Ministerial Tender Committees and Project Steering Committees;
· Monitor and ccompile reports on the fund balances of all the externally funded projects to ascertain the fund position of the Government. This information will be used for considering any requests for advance from RGOB for externally funded projects. This information is prepared on monthly basis and used for checking the liquidity of the Government before considering release for any big activity.

· Administration & Supervision:

· Develop annual work plans for their respective Divisions;

· Assign responsibilities and distribute work to the Division staff,

· Exercise day-to-day control and supervision of the Division staff;

· Carry out annual performance review & evaluation of the Division staff;

· Perform any task that may be assigned from time to time.
	


3 
KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1    Educations: B. Com/B.A (Economics). 
3.2 Training: Advance training in financial administration related field. 

3.3 Length and type of practical experience required: Minimum experience of 4 years as Dy. Chief Budget Officer 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 WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The position requires close involvement in the formulation and execution of budgetary policy and will, therefore, require a relatively high degree of understanding of financial matters with emphasis on public expenditure management, programme and project budgeting and monitoring. The incumbent will also need to have substantial managerial and administrative skills and possess strong leadership qualities.  As he/she will be dealing mainly with senior officials in the line ministries and agencies it will be necessary to exercise good tact and judgement.

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):

The scope of work is very wide as the Chief Budget Officers are involved in the entire budget process right from policy formulation to implementation of plans, programmes and activities. Therefore, their work has a direct impact on the timeliness, efficiency and effectiveness of the programs and activities of the entire government.
6  
INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 Instructions (Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):

Each Chief Budget Officer is in charge of a separate Division and, therefore, responsible and accountable for its activities. The Chief Budget Officers have to exercise discretion in discharging of their responsibilities.  Although the formal review and evaluation of their work is done at the time of the annual performance evaluation, due to the nature of the work performed by them, any inefficiencies or indiscretions quickly surface through feedback from the line ministries and agencies.
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):
Guidelines are the Five Year Plans, the Financial Rules and Regulations of 2001, and general or specific instructions issued from time to time in the form of Circulars and instructions.  The Chief Budget Officers exercise considerable discretion in discharging their responsibilities. Therefore, they need to be constantly aware of the practical ground realities and recommend amendments and changes in the existing rules and practices and devise new guidelines.

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 position involves regular contact and inter-action with the line ministries and also plays an important role in advising the heads of agencies, dzongkhags etc. in public financial management. Inter-action with other employees within the Department is also very high as he is responsible for the administration works besides budgeting.

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 Chief Budget Officer is responsible for delegating and distributing work to the staff within his/her Division. Each Chief Budget Officer supervises an average of 10-15 sub-ordinates in the Administrative and Support categories and exercises direct administrative control over them.  He/she also exercises control over the finance staff in the line ministries and agencies who need to work in close co-ordination with the Department of Budget & Accounts.

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 work does not entail any physical discomfort or risks in the discharge of duties and responsibilities. However, long working hours with frequent overtime work, constant dealings with people both within and outside of the organization and meeting deadlines makes this a challenging and stressful position.

