ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 
JOB IDENTIFICATION
1.1 
Position Title: 

Chief Information and Media Officer

1.2 
Position Level:

P1

1.3 
Major Group:
 
ICT and Media Services Group
1.4 
Sub- Group:
 

Media Services

1.5 
Job Code No.:

11.550.01


1.6 
Job Location:

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

Section: _______________; Unit: ___________________

1.7 
Title of First Level Supervisor: 
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 management activities and provides direction and guidance in strategic operations and planning of the Information and Media organization. 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

	· Policy

· Plans and administers the agency’s communication activities by developing and maintaining a proactive communications program with the public, news media, and staff.

· Assist the organization in setting organization wide policy and priorities for information and media developments.

· Serves as the representative or spokesperson of the Ministry (MoIC) in contacts with the media and a wide variety of public and private organizations in absence of IMS.

· Establishes long and short term goals and sets priorities for the department.

· Advice the organization’s working group on technical aspects related to information and Media.

· Initiate and facilitate the development of regional policies in the area of information and media and translation of these policies where appropriate into regional projects and work plans.

· Possesses and applies comprehensive knowledge in a specialized area to oversee significant assignments or provides technical expertise for significant assignments.

· Co-ordinate and facilitate the implementation of regional projects and work plan;

· Supervise the writing of research papers, briefs and reports, discussion materials and provide appropriate policy recommendations;

· Assist in investigating the authenticity of the media materials produced and review the content.

· Assist in recommending publications and documentations of approved media materials produced.

· Assist in reviewing and advising on documentary films, publications and other media materials.

· Managerial 

· Provides advice and where necessary, assistance, in managing media events and other ministerial functions.

· Facilitates the distribution of Ministry (MoIC) / (Government) press statements and press releases.

· Initiate Researches and make projects as required in the field of information and media.

· Coordinates with department management, staff and supervisory personnel to accomplish division goals and objectives.

· Manage and support the development of Information and Media sector.

· Administrative

· Consults and advises management on the most effective means of informing the public and the staff about matters of particular interest and sensitivity

· Set and coordinate priorities for allocation of budget for Information and Media resources based on the requirements of the organization.

· Identify and arrange appropriate skills training for personnel in the organization.

· Communicate broadly with the organization’s Technical team on IT related matters.

· Projects manpower requirements and determines resource allocation within department.

· Reviews employee knowledge and skill needs, and establishes or coordinates plans for training.

· Analyse the division budget and control expenditure. 

· Oversees day-to-day operations of the department; participates in preparation and administration of the budget Supervises subordinate staff. 

· Oversees, monitors, and adheres to departments/units budget, goals, and schedules which complies with agency-wide fiscal responsibility.

· Projects manpower requirements and determines resource allocation within department.

· Analyse the division budget and control expenditure. 
	


3. 
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
3.1 
Education: Minimum requirement of Bachelors degree preferred in Public Administration/ Mass Communication / Media related field 
3.2 
Training: Information and Media management, Communication skills, Creativity skills and other management skills.

3.3. 
Length and type of practical experience required: Minimum of 4 years experience as DCIMO or equivalent experience.
3.4 
Knowledge of language(s) and other specialized requirements:

· Thorough knowledge of journalistic principles and techniques for disseminating information to the public through a variety of media.

· Thorough knowledge of the methods of planning, writing, and editing publications.

· Planning and feasibility research methods.

· Project organization, management and control.

· Supervision, personnel administration, and budgeting.

· Communicate with individuals and groups in a face-to-face, one-to-one setting, or by telephone on technical and non technical issues.

· Ability to analyze and evaluate feasibility and sustainability of division projects.

· Exercise a broad range of supervisory responsibilities over others. 

4. 
COMPLEXITY OF WORK(Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
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. Manages the day to day activities of a major division, or equivalent, in the Information and Media Department. He is the guider for his immediate subordinate. His guidance will have impacts on the initiation of a project. 

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 Chief IMO works through section supervisors to plan, organize and administer all activities of the division. Implementing the organizations strategy to focus on meeting both short-term and long-term goals as reflected on the operational performance targets and the mandate of the   department.
6. 
INSTRUCTIONS & GUIDELINES AVAILABLE

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

The CIMO works with considerable freedom typically under the general direction of the Information Communication and Media Specialist.

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 RGOB Rules and Regulation, Policies and Guidelines and Bhutan ICM ACT and the Department mandate
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 CIMO interacts with the focal agency of the government, including the management and personnel of the organization on a regular basis.

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 the Deputy Chief, Senior IM Officers, IM officers and Junior IM Officers on a regular basis
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 involved.
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