ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION FORM

1. JOB IDENTIFICATION:
1.1
Position Title:  

Chief Training Coordinator
 
1.2 Position Level:

 P1

1.3 Major Group: 

Human Resource Dev. & Magt. Services 
Group


1.4 Sub-Group:


Training Services

 
1.5 Job Code No.: 

10-511-01
1.6 Job Location: (Complete as appropriate):




Ministry: Election Commission; Department: ___________; Division: Electoral Training Division; 
Section:______________; Unit: _______________.

1.7 Title of First Level Manager  (Official title of the Manager): Functional-Chief Election Commissioner, Administration-Director
2. PURPOSE, DUTIES AND RESPONSIBILITIES 
(Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

PURPOSE:  [insert a brief statement that reflects the overall intent of this position.  If possible, try and link this to the organization’s vision and mission statements.]

	Duties & Responsibilities

	Under the functional supervision of the Chief Election Commissioner and administrative supervision of the Director, the  Chief Electoral Training Coordinator shall be responsible to:
· Develop overall Policy and Strategy on Bhutan Electoral Education and Training Division for Voter and Civic Education program.

· Coordinate, develop and implement the voter education plan.

· Produce printed and electronic voter education material.

· Liaise with other Agencies, international bodies and Government on voter education and training.

· Develop and implement training plan for core trainers (TOT), election staffs and other group as required.

· Develop manuals for training materials.

· Prepare training and briefing material on the electoral process.

· Conduct comprehensive training of core trainers.

· Supervise and monitor the work of core trainers.

· Train the Electoral Officers and ECB staff in matters relating to elections.

· Assist PPD in conduct of research and analysis of various courses and programmes related to elections.

· Identify and implement various programmes for voter awareness.

· Direct the conduct of various courses relating to elections.

· Educate members of political parties and politicians.

· Direct the conduct of workshops, seminars and study tours.

· Orientation and training of the Observers.

· Any other related duties and responsibilities assigned by the Election Commission and/ or the Director.
· Develop the 10th FYP for electoral training and awareness.

· Assist the Electoral Department for conduct of General Elections in 2008 


3. KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability): 

3.1    Education:  Bachelors 
3.2 Training: Advance training inBuilding Resources in democracy, Governance and election. 

3.3     Length and type of practical experience required: Minimum 4 years experience in P2 level or equivalent experience   
3.4          Knowledge of language(s) and other specialized requirements: 
Experiences in TOT, basic Computer Knowledge, Planning skills,   good command and communication skills over both written and spoken English as well as in Dzongkhag. 
4. COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

· The task of the Chief Training Coordinator involves analytical skills and providing coherent input to the Commission, which shall form the basis upon which the Electoral Education and Training policy strategy of the Commission formulated, would be revisited and revised.  This requires substantial analysis on the Voter and Civics Education plans and implementations and subsequent result of Voter turn outs. 

· The nature of the task is first of its kind and the work demands lots of inputs such as maintaining good public relations, people contact, good coordination skills, and innovative, intuitive, good communication skills and working under tremendous pressure with datelines.  Apart, lot of researches through literature reviews and contact with imminent resource persons are deemed necessary to effectively under take the assigned task.            
· Overall task typically consists of broad functions and processes involving critical planning, critical decisions and undefined issues that require extensive analysis.

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

· The performance of the individual will be critical in effectively developing the Policy Strategy for Bhutan Electoral and Voter Education being the new establishment.

· Task consists typically of developing and designing manuals for Training of Trainers, Voter Civic Education through Mass Media, Print Media, electronic Media and any other mode of media for effectiveness.      
· The effective implementation of the above task would be determined by the number of voter turn out during the first general election.     
6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):
· The incumbent will act to work within the Policy and Strategic guidelines of the Bhutan Electoral and Voter education parameter.  

· Apart he will receive and acts upon the guidance and directives of the superior within the scope of his duties and TOR as given above.  


6.2 Guidelines (Indicate what written or unwritten guidelines are available and the extent to which the employees may interpret, adapt or devise new guidelines):

· All Electoral Officers are required to abide by the Election Act of Bhutan, various rules and guidelines, code of conduct and revised rules and guidelines.
· Apart various other national and sectoral policies documents and revised documents viz. BCSR.
7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation (other than contacts with superiors):

The duties attached to the position involve frequent interactions with the Commissioners, heads of Departments and Divisions, Political Parties, Public, and Government organizations, and agencies while dealing with the Voter and Civic education programmes.
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)
The Chief Training Coordinator shall supervise, monitor and evaluate the work of his jurisdiction in connection to the mass Voter & Civic education programme under the authority of the Commission.

Additionally, the incumbent will also supervise the Sector heads, Unit heads, officers, Training Coordinator directly under him. 
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.  Will the person be required to travel in this position?  If so, how often?):

· The job does warrant physical exertion particularly during the time of Voter and Civic Education training to Dzongkhag & Geogs and as well during general election.
· Physical hazards from constant use of computers, tours in motor vehicle.
· Dealings with people with different personalities would result to intimidation/Threats/ arguments. 
