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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB DESCRIPTION:

1.1 
Position Title: 


Chief  System Analyst 


1.2    Position Level:


P1

1.3   Major Group:


Planning & Research    Services Group                                                        

1.4    Sub-Group:


Research Services


1.5    Job Code No.:


16.720.10


1.6    Job Location (Complete as appropriate):

Ministry: Anti Corruption Commission; Department: Anti Corruption Commission; Division: Prevention; 

1.7
Title of First Level Supervisor (Official title of the Supervisor): Secretary
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 position. Duties should be presented in decreasing order of relative importance):   

Purpose: The main purpose of this position is to comprehend systemic problems and proactively recommend strategies to flush out actual, perceived and potential corruption instances in public and private sector. 

	Duties & Responsibilities
	% of time

	· Consolidate plans and implement programmes to promote active participation of  public, private, media, non-governmental and community based organizations and to build a culture of non-tolerance of corruption;


	

	· Recommend measures to appropriate public, private and NGO authority to improve performance of public service  in the endeavour to curb corruption;
	

	· Review assets and liabilities declaration forms and guidelines and institutionalize effective oversight and reporting procedure to ensure periodical monitoring on any disproportionate  change of income; 
	

	· Administer complex data collection, surveys, questionnaires, research, etc   and submit compiled analytical reports minding resource effectiveness and usefulness of the outcome; 
	

	· Develop and monitor appropriate measures to prevent corruption in private sector by directing them to draw up service standards, including code of conduct for proper commercial practices and contractual relations;
	

	· Monitor the implementation of anti-corruption strategy, plan and programme and good governance initiatives in public and private entities and submit periodical report;
	

	· Institutionalise identification, disclosure and management of conflict of interest and any other pecuniary interests in public service delivery;
	

	· Conceptualize, design and showcase innovative anti-corruption related research outputs of national, regional and international interest;
	

	· Provide professional and technical guidance to examine systems and procedure in public and private entities and recommend appropriate procedure and practice to curb corruption;
	

	· Take a lead role to prepare applications for grants, contracts and cooperative agreements in order to keep abreast with local, regional and international corruption trend and advise appropriate anti-corruption measures to both public and private institutions; and
	

	· Promote congenial operating environment by supporting processes and procedure, human capacity development through farsighted and enlightened anti-corruption policies and practices.
	


3. 
KNOWLEDGE AND SKILLS REQUIREMENT (Minimum requirement for performance of work described – Level of Education, Knowledge, Skill and Ability):
3.1    Education: Bachelors
3.2    Training: Advanced Training in Research Methodology and Policy-related studies. 

3.3    Length and type of practical experience required: Minimum of 4 years of experience as Dy. Chief System Analyst  in position level P2 in the field of research or equivalent experience. 

3.4    Knowledge of language(s) and other specialized requirements: The incumbent should command good writing and spoken skills in Dzongkha and English.

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

Should possess high analytical and statistical skills, leadership quality, supervisory ability and research publications of regional and international standing.

Demonstrate intellectual curiosity and creativity to explore information on new trend, challenges and practices of anti-corruption issues.

Require academic knowledge of a field or discipline, plus advanced study and accumulated knowledge and skills in management environment. 

Must be good in developing and following advanced research methodology to deliver research outputs presentations. 

He or she should give feedback and support to policy-makers in framing National Policies and Strategies.

The work requires independent selection of course of action and resolution to the problems within the framework of broad national anti-corruption strategy. 

The job requires innovation and creativity. He should be proactive and visionary. 

Must be able to supervise and train other researchers and foster cooperative work environment.

He or she must undergo pressures of writing and publishing even under tight schedules and sometimes he or she must work overtime.
He or she may travel to remote areas, live among the people of study, learn their languages and stay for long periods at the site of their investigations. The work may require traveling through rugged conditions and work may involve strenuous physical exertion.

5. 
SCOPE & 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 work is mainly to plan and diagnose system inherent flaws and advise policy and strategy framework makers with a detailed research output support.  Improve and monitor institutional integrity and efficiency by promoting demand for accountability and transparency in public and private sector. 

Reduce procedural complexity and enhancement of transparency through simplified regulatory environments which abolish overlapping, ambiguous or excessive regulations. 

Monitor systematic and productive research programmes to yield positive implications to socio-economic betterment and moral values of all institutions and people at large. The research focus and analysis dissemination should induce attitudinal changes and ethical approaches in public and private business conduct.  

6. 
INSTRUCTIONS AND GUIDELINES AVAILABLE 

6.1
Instructions (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The secretary will supervise the incumbent and review his/ her work. Service delivery in the frontline area will be improved through systemic study and review. Public’s concern on quality and standard of services will be the basis for continuous improvement of services. Promote social audits and clear redressal procedure for grievances in case of poor service delivery.  

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):

Secretary will periodically deliver written as well as unwritten instructions and guidance on research programs. He or she will plan and complete works independently, keeping the supervisor informed on the progress.

Conceptualize, formulate and review guidelines for asset, income and liability declaration and disclosure and managing of conflict of interest and other potential pecuniary interests encountered while conducting public business.   

Universal standard written guidelines like research policies and strategies are made available. Five Year Plan documents, Good Governance Plus document, National Anti-Corruption Strategy, Population and Housing Census 2005 and various other official documents can be used as guidelines for research plan formulation. 

7. 
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
He has to supervise and coordinate work in research and system analysis in the office. Collaborative approach with in public, corporate, NGOs, media, dzongkhag, geog and individual is vital to curb corruption issues. 

He/she needs to maintain close institutional network with regional and international anti-corruption organizations to orient proactive and holistic anti-corruption initiatives. Such close coordination will enable the commission to understand various corruption trend, research and statistical methodologies to advise effective anti-corruption initiatives.

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

The incumbent is primarily responsible for all administrative and technical outputs of Researchers, System Analyst and Assistant Researcher. The incumbent shall guide the subordinates to deliver productive performance and instill positive sense of ethical and moral conduct on a day-to-day basis.   

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):

Most work is monitoring and/or oversight in nature. The incumbent is required to promote anti-corruption initiatives in all public and private agencies and among people at large. The incumbent is required to play a catalyst in improving service standards and promote social audits in both public and private sector at all levels of society. 
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