ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION FORM

1.
JOB IDENTIFICATION:

1.1
Position Title: 

Chief Program Coordinator

1.2 Position Level:              P1

1.3 Major Group:

General Admin & Support Services Group

1.4 Sub-Group: 

Program Services

1.5 Job Code No.: 

09.480.06    

1.6 Job Location (Complete as appropriate):

Ministry: Ministry of Finance; Department: Department of Aid & Debt Management; Division: Bilateral/Multilateral/Debt Management; 


Section: ___________; Unit: _____________. 

1.7 Title of First Level Supervisor (Official title of the Supervisor):  Director General
2.
Purpose, DUTIES & RESPONSIBILITIES (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 positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: This position is that of the Head of Division.  There are four divisions viz Bilateral, Multilateral, Debt Management and Programme Coordination Division.  The position will be responsible for the overall coordination and management of external assistance from various donors/international financial institutions under the respective divisions. 
	Duties and Responsibilities
	% of Time

	Management of External Resources

· Conduct periodic review of aid flows;

· Manage external resources against set RGoB priorities and avoid duplication of efforts;

· Supervise the section on the smooth flow of funds from donors to the project, submission of periodic reports, audit reports and proper maintenance of all information;

· Prepare the rolling budget for donor projects;

· Review and submit year-end reports on grant aid, project status to all the stakeholders;
Coordination

· Liaise with RGoB and donor agencies;

· Guide implementing agencies on specific requirement of donors;

· Attend all project review meetings and meet with all ad-hoc donor missions from ex-country; 

· Participate in mid-term review of Development partners programme and where appropriate suggest change in programme strategies in line with changed priorities and circumstances;

Programme/Projects/Financial Reviews 

· Participate in the formulation of specific donor programmes/projects;

· Study project design in terms of sustainability and impact to the target groups;

· Evaluate institutional capacity of the project management to implement projects; 

· Evaluate and review project/programme terms and conditions with donors and RGoB agencies;

· Ensure fulfilment of project agreements by donors and RGoB agencies;
Debt Management

· Evaluate proposed loan taking into account the degree of grant element, rate of interest, repayment schedule and foreign exchange risks, cost associated with any procurement tie-up, level of counterpart financing and technical assistance;

· Ensure that the rates of return of the proposed loan financed project shall be significantly higher than the cost of the loan;
· Manage on lending to internal agencies to ensure timely availability of loan and their repayments on time. 

· Any other  task assigned by the Supervisors


	55

30

15


3.
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1
Education: The position will require a minimum of a Bachelors’ Degree in a relevant field.

3.2   Training: Should have undergone training in Macro-Economic Analysis, Development Management and Debt Management (forecasting and negotiations for Debt Division).
3.3 Length and type of practical experience required: 

· Minimum of 4 years relevant experience in program coordination as Dy. Chief Program Coordinator or equivalent experience.

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

Should be fully conversant and able to write very well in English language. It is essential for the position to at least be fully conversant in Dzongkha, besides the necessity to be able to read and write.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
As the responsibility is functionally inter-related with donor and RGoB agencies, a continuous process of dialogue is required in executing the job and therefore a high level of diplomacy and personal judgement is required. It is important a close working relationship with development partners is maintained and managed carefully, and therefore a deep awareness and understanding of RGoB and donor policies and priorities is necessary. 

It is also the mandate of the position to have a deep understanding of goals and objectives of global conventions to which Bhutan is a signatory, and monitor Bhutan’s own performance in relation to the set goals and objectives. If the country performance is contrary to the set goals and objectives, the position will have to review the cause and recommend intervention measure to the government. This will also apply to national objectives. 

5.
SCOPE AND EFFECT OF WORK (Describe the breath of work performance, and the effect the work has on the work of others or the functions of the organization):

As a pivotal link between RGoB and development partners, the effective functioning of both development partners and RGoB agencies is dependent on the efficiency of the division. 

The position will have to closely inter-relate and communicate with the various PPDs of line ministries and concerned autonomous agencies to avoid and address any difficulties.

In relation to commitments made by Bhutan at various global forums, the position has to ensure that resources are prioritised and channelled towards in relation to achieving the goals and objectives of Global Conventions/pacts to which Bhutan is signatory and which has economic and ODA connotations. While at the same time, the position will have to ensure a synchronisation of national objectives with global objectives.

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

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

While the supervisor defines objectives and priorities and assists in exceptional cases of difficulty, the position will set its own deadlines and work plan/milestones, plans and carry out work in accordance with policies and accepted practices. Based on the importance of the assignment, the work is reviewed by Director General. Personal judgement and decisions are taken on matters where no guideline exists. This position is responsible for the overall management of the division.

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):

Guidelines at both a national and international level have to be considered.  For example, RGoB Financial Manual, Plan Documents, Development Partners’ policy papers, international agreements to which Bhutan is a signatory. However, the employee needs to apply judgement to interpret and sometimes to adapt the guidelines to specific cases and recommend appropriate actions to the key stakeholders.

The position will also require keeping abreast with the changing trends and policies in the area of international support measures and in particular ODA and debt, that may have any negative implications on Bhutan and design alternative or precautionary measures.

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 work involves frequent contact with senior level representatives from donor and RGoB agencies and therefore a high degree of inter-personal and communication skills is required. Purpose of the contact is to discuss the policies and priorities of the RGoB, facilitate an outcome with the Development Partners and mobilize external resources accordingly.

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):
Plans, directs and co-ordinates the work of three/four sections in the division.  While the immediate subordinates will function independently by themselves using standard practices, this role will intervene and instruct them on policy matters and mediate in times of difficulties. This work also involves multi-division program co-ordination and consultation within the department.

9. JOB ENVIRONMENT (Describe physical demands 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)

This is a sedentary position with minimal risks. 

