ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

JOB IDENTIFICATION

    
1.1 
Position Title:
Chief ICT Officer




1.2 
Position Level:
P1


 

1.3 
Major Group:       
Information Communication & Technology Services Group



1.4 
Sub- Group:          
Information Technology
      
1.5 
Job Code No.: 
11.540.01

      
1.6 
Job Location:

      Ministry: ______________; Department: _________________; Division: ____________;





Section: _______________; Unit: ___________________




1.7 
Title of First Level Supervisor: 
Director or Head of Department


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: 

Performs complex management activities and provides direction and guidance in strategic operations and planning of the Information Technology Division. Work involves establishing the strategic plans, goals and objectives; developing policy; reviewing guidelines; establishing priorities, standards, and measurement tools for determining in meeting goals; coordinating and evaluating program activities; reviewing and approving budgets; and planning, assigning, and supervising the work of others. 

	Duties & Responsibilities
	% of Time

	A. Management of Communication Technology

· Manage and support internet and web services;

· Management of organization’s telecommunications network;

· Advice on and support organization’s infrastructure and applications systems.

· Management of Technology Support

· Planning and coordinating of cost-effective procurement of information technology;

· Establish and enforce application standards;

· Manage staff training in information technology and knowledge management.

C. Database Management

· Ensures that the organization’s databases conform to the technical standards

· followed in the country;

· Support organization business intelligence tools for data analysis;

· Support the development and implementation of executive information systems.

· D. Unit Management

· Formulation and implementation of Information Technology and Knowledge management strategy to guide the organization’s future directions;

· Management of all IT personnel, resources and operations of the organizations;

· Support of change management practices and re-engineering initiatives.
	


3. 
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
3.1 
Education: Masters in Information Technology or other IT related fields is preferred.

3.2 
Training: Information Management and other Management trainings

3.3. 
Length and type of practical experience required:
Minimum of 4 years as a Deputy Chief ICT Officer or equivalent experience.

3.4 
Knowledge of language(s) and other specialized requirements:


   
Knowledge of management strategy, database management and management of staff training 


Extensive knowledge and experience in information technology. Ability to formulate strategies and policies


 The CIO must demonstrate strong leadership skills. He/she must be confident and capable of making an immediate contribution to provide the direction needed for managing significant growth. Additionally, he/she should have superior verbal and written communication skills that clearly convey complex strategies and ideas. 
4. 
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
   
The CIO ensures the development and maintaining of a vision and strategic plan for IT in the organization. He/she has to manage four areas of management as mentioned in the duties and responsibilities.

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):

    
Implementing the organizations strategy to focus on meeting both short-term and long -term goals as reflected on the operational performance targets.

6. 
INSTRUCTIONS & GUIDELINES AVAILABLE    

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


      The CIO should work under general direction with considerable attitude for the use of initiative and independent judgment. He/she will be reviewed by head of the organization. 

  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):

       

 Organizational policies and the national IT policies

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

Meets the subordinate on regular basis and contacts outside the organization as required 
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): 
    Supervises and reviews the progress of work and also guides the staff during the     development of projects. Co-ordinates with the ICT Specialist during implementation of projects

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):
No physical exertion is involved. Susceptible to eyestrain, back discomfort, and hand and wrist problems, such as carpal tunnel syndrome

