ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.1.       JOB DESCRIPTION
1.1. Position Title:

Chief Communication Officer

1.2. Position Level

P1

1.3. Major Group:        
Information & Communications Technology Services 

1.4. Sub Group:            
Development Communications Services

1.5. Job Code No.:

11.530.01
1.6. Job Location: 



Ministry: 

Department:


Division:

Section:-Unit:-
      
1.7 Title of First Level Supervisor: 

Executive Head of the organization
2.  
PURPOSE, DUTIES AND RESPONSIBILITES (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: This role is for positions ranging from the highest level technical expertise to supervisory level positions in a specialized area. Supervisory positions coordinate all activities of an organization with multiple projects to meet project deadlines and budgets. They require comprehensive knowledge, extensive experience and leadership in the functional area.

	Duties & Responsibilities
	% of Time

	· Comprehend and interpret policies, plans, procedures, legislations laws, regulation and strategies governing delivery of communications services.

· Apply comprehensive knowledge and skills in all or any of the specialized areas namely Media, Telecommunications, Radiocommunications, Standardization, etc. to oversee significant assignments and/or provides technical expertise for significant assignments.

· Provide expert advice, guidance and recommendations to management and other specialists on critical communications issues.

· Give recommendations that significantly influence important national communications policies or programmes.
· Design, develop and manage communications systems that meet current and organizational requirements and apply, extend, enhance, or optimize the existing architecture.
· Plan and coordinate effective utilization of available resources.
· Any other job assigned by the Supervisor

	


3. 
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
   3.1
Education: Masters in Communications (or ICT) Management / Engineering / Regulation / Policy


3.2 
Training: Communications/ICT and related fields.

             3.3
Length and type of practical experience required: minimum 4 yrs as Deputy Chief Communication Officer or equivalent experience.




3.4 
Knowledge and other specialized requirements:

· Knowledge of organizational structures, workflows and operating procedures.

· Skills in examining and re-engineering processes, formulating policies and developing and implementing new strategies.

· Skills in specialized fields of communications.

· Management competences, methods and practices including developing plans and schedules, estimating resource requirements, defining milestones and deliverables, monitoring activities and evaluating and reporting on accomplishments.

· Very good command of English and Dzongkha language.

4.  
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The work that the individual is required to perform will demand a lot of comprehension and analytical aptitude. Therefore, the individual has to have sound knowledge not only of the communications aspects only but be very well versed on the wider issues like policies both within and outside the country, development trends, understand the country’s situation and thus his/her task involves a lot of analysis and synthesis.

5.  
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 output of the individual will have major impact on the achievement of the overall organization/sector goals and objectives. The communications success would greatly impact the organizations’ output and planning. A sound communications strategy would go a long way in ensuring the greater impact of major activities of the organization

6.   
INSTRUCTIONS AND GUIDELINES AVAILABLE

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

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):



All existing RGOB rules, regulations, manuals and acts including the GNH concept
7. 

WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
Establish and maintain good professional relationship with all relevant collaborators and stakeholders.

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): 


Supervise over the Communications Specialists and Communication Officers.

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):
Some physical exertion involved as he/she will be required to travel extensively to conduct field appraisals but subject to major mental engagement and thus susceptible to pressure related problems, eyestrain, back discomfort etc. 

