ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:
Chief Statistical Officer

1.2    Position Level:              P1

1.3    Major Group:

Planning & Research Services Group
1.4    Sub-Group:

Statistical Services
1.5    Job Code No.:

16.730.01

1.6    Job Location (Complete as appropriate):


National Statistical Bureau
1.7  
Title of First Level Supervisor (Official title of the Supervisor): Director

2 PURPOSE, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in describing order of percentage of time spent on them, or in order of relative importance):

Purpose: The Chief Statistical Officer (CSO) will be the head of the division. The CSO will be mandated to supervise and direct the overall activities of the division.

	Duties and responsibilities
	% of time

	· Manage, supervise, monitor and direct the daily statistical activities of the respective divisions; 
	5

	· Assist the Director to formulate statistical plans and programs and coordination.  Identify data requirements, survey/census activities and prepare annual statistical work plans, time frame and setting objectives
	5

	· Computer application designs for national database systems, archiving, updating and maintaining the system. 
	5

	· Write technical guidelines for statistical operations, data editing, imputations and weighting for statistical surveys and censuses; assess and prepare technical guidelines on statistical instruments to be used, methodology of collection, compilation and tabulations.
	10

	· Develop instruction manuals for enumerators, supervisors, data processing, mapping, and concepts and definitions; 
	5

	· Prepare instructions for statistical data processing and tabulations. Analyze, review and validate the regular statistical data.
	5

	· Develop Sampling techniques; develop estimation formulae and weighting formulae. Compute variability of all variables taken in surveys, prepare sample designs and technical instructions for sampling schemes; Execute statistical field operations, collections and compilations
	10

	· Develop technical instructions, formulae specifications for economic, social and demographic estimations and projections; 
	10

	· Prepare analytical reports, interpret statistical information, write reports and publish them; Write analytical specifications, methods and formulae for analysis of data. Specification for computation of growth rates, social and economic indicators and statistical estimations
	10

	· Review the content, quality and timeliness of the regular statistical publications
	5

	· Develop manuals for standardization of concepts, definitions and classification consistent with international standards and comparison
	5

	· Develop computation techniques and procedures for International Comparison Programs (International Comparison Programs);  Analyses, interpret, review and write reports on ICP
	5

	· Review basket of consumer goods and services, base years for price statistics and evaluating the techniques adopted and writing the technical guidelines and statistical formulae to be adopted
	5

	· Develop technical guidelines to census mapping; delineate enumeration areas, and census listing operations.
	5

	· Provide technical backing to the ministries, organizations and agencies. Identify staff development and training needs, conduct and impart statistical trainings; Develop data Dissemination methodology and specification. 
	5

	· Design of Census, Census Evaluation Survey; special studies; conduct officials meetings; Attend to meetings outside office; attending to data requests from clients; projects and specific national and international information needs
	5


3.
QUALIFICATION REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):

3.1    Education: Masters 

3.2    Training: Advanced training in relevant field of Statistics. 
3.3    Experience: Minimum of 4 years of experience as Dy. Chief Statistical Officer or equivalent experience.

3.4 Knowledge of language(s) and other specialized requirement:  Well versed in Dzongkha and English. Additional skills on management, computer, leadership and inter-personnel relationships. 
4. COMPLEXITY OF WORK  (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
· Requires strong technical knowledge in statistical methods, analysis and forecasting techniques

· Should be proficient in Surveys and Census Methods.

· The job requires strenuously long hours of working with the computers

· Concentrations in doing the statistical computations, estimations, projections and interpretations

· Reading to keep abreast of new developments in the field of statistics

· Requires different technical treatments, therefore demands ability to work for long hours and cater to different stakeholders

5.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect of the work has on the work of others or the functioning of the organization. Answers as follows): 
· The purpose is to develop and maintain a good national database and produce data that is relevant, accurate, and timely data which is crucial for formulating development plans and programmes and decision making 

· Good data will be useful for all the ministries, organizations and agencies

· The position’s work will enhance the capability and performance of the organization

· Bring about technically sound and internationally consistent methods in the field of statistics

· Establishing strong Research Methods to carry out Large Scale National Surveys

· Skills in Small Area Estimations and conduct of special studies and Experimental Designs

· Skills to design and develop statistical tools for varying needs of the stake holders 

6. INSTRUCTIONS AND GUIDELINES AVAILABLE

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

· Routine time schedule of activities for each division and person
· Setting goals and deadlines
· Memos and verbal instructions from the Director
· Regular Office Meetings to discuss work progress and problems hindering progress
· Developing Annual Work and Activity Plan
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):

· Mandate of the National Statistical Bureau that specifies the responsibility of each division 
· Ad-hoc instructions based on the need decided by the Board of National Statistical Bureau
7. WORK RELATIONSHIP (Indicate the frequency, nature and purpose of the contacts with others within and outside the assigned organization (other than contacts with superiors):

· Daily supervision of the staff and reporting of progress to the superior

· Regular contacts with ministries and other agencies with regard to the statistical information, meetings with ministries, dzongkhags, and other various agencies

· Regular interactions with international agencies

· Dealings with the public with regard to data collection, dissemination and statistical operations

.

8. SUPERVISION OVER OTHERS (Describe responsibility of supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
· Supervise the work of the respective divisions of the National Statistical Bureau. On an average supervise 15 staff

· Supervise the progress of the daily activities of the staff

· Review and monitor the quality of work

· Supervise the field staff at the dzongkhags, gewogs and villages

· Physical presence and punctuality of the staff

9. JOB ENVIRONMENT (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):

· Long hours of work infront of the computer.

· Computations of data and analysis, report writing, concentrations for long hours

· Has to travel to remote villages to supervise the quality of the work of the staff. 
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