ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION
1.  JOB IDENTIFICATION:

1.1       Position Title:

Chief Curriculum Officer  
1.2       Position Level:

P1

1.3       Major Group:

Education and Training Services Group

1.4       Sub-Group:

Education Support Services

1.5       Job Code No.:

04.310.03

1.6       Job Location: (Complete as appropriate):

Ministry: Education; 
Department: School Education ____________; 

Division: Curriculum and Professional Support Division;

Section: ___________; Unit: 

1.7       Title of First Level Supervisor (Official title of the Supervisor): Director, DSE.


2.
PURPOSES, 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: To manage the development of school curriculum materials such as textbooks, manuals and supplementary materials; monitor the implementation of the curriculum; and provide supports for schools in terms of teaching – learning resources and professional development of teachers for the effective implementation of the curriculum.
	S/No
	Duties and Responsibilities
	% of time

	1
	Initiate and coordinate all works related to curriculum development, implementation, monitoring and support for all levels of school education
	15

	2
	Supervise and direct both the academic and administrative matters of the Division.
	15

	3
	Relay the policies and directives to Curriculum Subject Specialist to guide their works.
	10

	4
	Guide and coordinate the formulation of policies and guidelines for the effective implementation of curriculum in schools
	10

	5
	Direct the work and functions of various subject committees.
	10

	6
	Ensure the proper implementation of the curriculum changes in the schools.
	10

	7
	Direct and guide the work and functions of the Curriculum Subject Specialists and other staff members.
	5

	8
	Disseminate new curriculum development information to all stakeholders.
	5

	9
	Promote the staff development and welfare programs of the staff of the Division
	3

	10
	Strive towards the development of conducive working atmosphere in terms of physical and social environment for the Division
	3

	11
	Coordinate any other assignments that may be assigned by the Ministry from time to time.
	3

	12
	Work in collaboration with the BBE, EMSSD, NIEs in matters of curriculum development, implementation, monitoring, and assessment.
	3

	13
	Liaise with other organizations, both internal and external, for the purposes of school curriculum development and support.
	2

	14
	Prepare and propose the budget and plans for the Division
	2

	15
	Ensure the timely printing and purchase of curriculum materials.
	1

	16
	Evaluate the performance of the staff of the Division
	1

	17
	Propose the recruitment of relevant staff for the Division
	1

	18
	Work as a Member-Secretary to the CAPSD Board.
	1


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

3.1 Education: Bachelors degree with teacher training; Masters Degree preferred

3.2 Training: Education leadership & Management, Curriculum Development and Research.

3.3 Length and type of practical experience required: Minimum of 4 years of relevant experience in Position Level P2 or equivalent experience.  Should have worked as a Curriculum Subject Specialist/involvement in Curriculum Development 
3.4    Knowledge of language(s) and other specialized requirements:

The Chief Curriculum Officer should -

· be proficient in English and Dzongkha; other languages /dialects; 

· have skills in writing, editing and proof reading;  

· possess knowledge and skill of educational researching;

· possess managerial ability; and

· be a person of high integrity.

4. 
COMPLEXITY: (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work).

Curriculum Development work is, by nature, an extremely complex task which demands the incumbent to be versatile. Curriculum needs to be seen as curriculum development, curriculum delivery, and assessment, which essentially will be intended curriculum, the taught curriculum, and the learned curriculum. Curriculum without seeing through all these important aspects isn’t much of a curriculum. Even curriculum development in terms of documents and materials are themselves daunting. Implementing the curriculum poses its own challenges and ensuring that students have achieved the intended curriculum is even more daunting. Therefore, much as it is difficult, the division has to work in close collaboration and cooperation with the NIEs, EMSSD, BBE, DEOs, Head teachers, Education Stores, the printers and publishers, the AFD, and other relevant organisations outside the system. The business of curriculum from its making to the learned curriculum is extremely complex and challenging as it is rewarding. 

At the capacity of Chief Curriculum Officer, one has to continuously report to the Ministry of the division’s development, progress and issues. This necessitates the Chief Curriculum Officer to actively participate in the formulation and revision of educational policies and systems.  As a focal person at the division, the Chief Curriculum Officer must entertain visitors of various capacities both internal as well as international. 

The school curriculum being one of the important means of educating the younger generation on the various departments and ministries agenda, the CAPSD must maintain optimum degree of rapport and support with different organisations to facilitate the process of curriculum development and implementation.

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):

The purpose of the Division is to develop school curriculum based on research findings, needs and as informed by the literature in curriculum development, implement, monitor and support the schools in their implementation. Therefore, the Chief Curriculum Officer is to ensure that relevant curriculum is developed and implemented in schools.

The CAPSD publishes and implements school curriculum on time. The CAPSD produces relevant curriculum materials, improves the quality of teaching and learning processes, and its implementation. The quality of education in the system thereby is being raised.

At the end, the visions of the Ministry of Education are translated into developmental goals in the form that all the schools have relevant books, teaching – learning resources and that there is good learning taking place in schools.

6. 
INSTRUCTION AND GUIDELINES AVAILABLE:

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

Instructions and directives are generally given by the CAPSD Board and the Ministry of Education 

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).

Beside the general national and ministerial policy guidelines no specific instruction are available. The work has to be carried out using mostly the incumbent’s judgment in the larger framework of policies available.

7. 
WORK RELATIONSHIP: (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):

Constant / regular contact with curriculum subject specialist, Director, Secretary, Minister, Subject Committee Chairs, EMSSD, BBE, NIEs, PPD, AFD, division heads, consultants, head teachers, DEOs, government officials, international agencies: to seek advice and information on education investment, out-put, quality, support, teaching, policy, direction, field-testing, monitoring, supervision, among others.

8. 
SUPERVISION OVER OTHERS: (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates).

The Chief Curriculum Officer exercises direct supervision on the Curriculum Subject Specialists and office support staff.  The Chief Curriculum Officer must ensure that these levels of employee carry out the roles according to the standards and that the targets are achieved.

9. 
JOB ENVIROMENT: (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 Division being one of the largest and as the nerve centre for the quality education, the managerial task demands lots of efforts and sacrifices. Since the Head office being at Thimphu, frequent travel and being out of family cannot be avoided.

Curriculum Development is extremely a stressful job, particularly when tasks to be performed are more and challenging for a limited staff with less exposure, when working environment is not congenial, and when deadlines are close, which often will be. The incumbent’s most time would be working under extreme pressure.
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