ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 
    
Chief Civil Registration Officer


1.2 Position Level:
   
P1
1.3 Major Group:
Human Resource Development & Management Services Group 

1.4 Sub-Group:

     
Census Services
1.5 Job Code No.:
      
10.500.01
1.6 Job Location (Complete as appropriate):
Ministry: Home and Cultural Affairs; Department: Civil Registration and Census; Division: ________; Section: _________;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Director of Civil Registration and Census Department.
2 PURPOSE, DUTIES & 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: Responsible for reviewing, analysing and recommend intervention to the Department periodically
	Duties and Responsibilities
	% of Time

	· Implement all activities of the Census Division 
	50

	· Oversee the issuance of Citizenship card and monitor the implementation of Census Activities
	15

	· Assist the head of Department in formulating policies
	10

	· Process in regularization of Census
	10

	· Assist the head of the Department in the preparation of Five Year Plan  
	5

	· Preparation of annual budget for Census  
	5

	· Coordinate all activities pertaining to Census  
	5


3 KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):     

3.1 Education: Bachelors 
3.2 Training:  

· Extensive training in Census & related fields 

· Basic training in Computer 

· Post graduate level training in Population studies and undergo management training

· General management training
3.3 Length and type of practical experience required: Four years of relevant work experience in related fields as Deputy Chief Civil Registration Officer or equivalent experience.

3.4 Knowledge of language(s) and other specialized requirements: Well versed in both English and Dzongkha (written & spoken). 

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
· Task undertaken by the post would mainly be to implement the overall policy of the country concerning the Civil Registration & census.

· To formulate plans and policies for dispensing the Civil Registration activities to public in a very expedient way and to provide quality services.

· To continuously review and formulate policies to ensure that the Civil Registration activities of the country is secured and at the same time modernized.

· To be able to take prompt decision which may at times not be in congruence with the policy of the Department but would protect the interest of the nation.

5 SCOPE AND 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):
· Work is complex as the decision that is taken by the incumbent may at times have effect in the overall policy of the Department.

· To country. Most of the plan formuan complex and it inlolves in depth understanding of census procedures. It is also to be done within the defined framework.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
As the head of the committee of the division which is entrusted with responsibilities of bringing in change in the division through analyzing the existing working procedures and policies, should be able to assess and recommend the suggestion or the outcome of the meetings.

Review the job responsibilities of other employees and evaluate their work and independently bring in changes, which will have effect at the national level by his superiors. 

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):
This post will not receive specific guidelines available, therefore, has to assess the working system, plan, policy of the office and recommend interventions. 

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
The post is required to promote the civil registration activities with other ministries and agencies. They would be required to work closely with the senior officials of other ministries and agencies which would have influence on the policies of the Department and Ministries.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
As the head of the Division the post would be responsible for directly supervising the section heads of the Division and would control the other employees through the section head.

The policy of the division would be directly monitored by him and the officials and staff would be supervised by the post as far as policy is concerned. 

The Civil Registration Officer and the policy implementation of the Department in  the dzongkhag would be directly under his/her control. 



Direct control:
25 Officers

Indirect control:
10 officers and 25-30 staff

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):
No physical exertion required.


