ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.  

JOB INDENTIFICATION:

1.1. Position Title:  


Commissioner (Tax)
1.2 Position Level:


P1

1.3 Major Group 


Audit & Finance Services Group

1.4 Sub-Group 



Revenue Services

1.5  Job Code No:


06.380.01
1.6 Job Location (Complete as appropriate):

Ministry: Ministry of Finance; Department: Revenue and Customs; 

Division: __________; Section: _____________; Unit: _____________.

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. 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: The purpose of the job is to assist the Department in achieving its goals ad objectives at the Regional level and assist in review of policies and processes and also to ensure that the tax system is fair, equitable, and uniformly implemented. The position shall be the head of the Regional Office.

	Duties & Responsibilities
	% of Time

	· Enforce Tax Act Rules and Regulations, Sales Tax, Customs & Excise Act & Rules and Revenue Collection, Deposit & Audit Rules & Regulation, thereto;

· Monitor assessment, collection and accounting of taxes, duties, fees, charges and other non tax revenue at the Regional level;

· Monitor activities at Check posts, Airport (s) and weigh Bridges which also include vigilance on movement of goods in and out of the country and recording the information thereto, preventive measure against illegal trafficking of prohibited and contraband goods;

· Monitor collection of Revenue by various Revenue Collecting agencies in each region;

· Promote/enhance tax compliance through tax awareness programs;

· Promote/enhance awareness on accountability of Government revenue ;

· Supervise day-to-day work of the Regional Revenue and Customs Office;

· Notify changes in Rules and Regulations and procedures as per the directives of the Department of Revenue and Customs, Headquarters or Ministry of Finance;

· Co-ordinate between Department of Revenue and Customs, Headquarters and Revenue Collecting agencies and tax payers as and when need arises;

· Advise and provide feedback to the Department of Revenue and Customs, Headquarters in all tax policy and revenue matters and its procedural aspects;

· Review tax and revenue reports of the region and submit to Head office;

· Review tax appeal and refund cases for further submission to DRC, HQ;

· Develop preventive measures against revenue and tax fraud, smuggling and tax evasion;

· Any other assigned task.


	


3.
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education: B. Com./BA(Economics). 
3.2
Training: Administration & Management Programme and advanced training in Public Finance/Accountancy/ Auditing /Taxation. 

3.3 
Length and type of practical experience required: Minimum experience of 4 years experience as Joint Commissioner or equivalent experience.

3.4 Knowledge of language(s) and other specialized requirements: Good communication skills and public relations are essential. Excellent written and spoken Dzongkha and English are required. Knowledge of other local dialects is an added benefit. 

The job involves enforcement/implementation of rules at field level and to provide feedback on policy changes related to direct and indirect tax matters. Adequate knowledge of overall government development policies and taxation systems as well as revenue accounting and auditing systems of other countries is required. Knowledge on international norms and practices related to tax and customs procedures is also required.  

The person should be able to provide leadership, proficient management and possess high degree of dedication.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The nature of job is as complex as in the case of Department of Revenue and Customs, Headquarters. The only difference is that the Headquarters deals with policy matters and interpretation thereto, whereas Regional Offices put all the rules and regulations into action through enforcement.

The first step of work is to achieve the desired objective of internal resources mobilization. The objective can be achieved only when it is properly administered. For this purpose following works are involved:

4.1
Make appropriate plan for assessment and collection of tax, duties etc.

4.2
Adopt suitable measure to counter evasion and avoidance of tax and duty

4.3
Carry out in-depth study of the intricate problems relating to tax and revenue administration.

4.4
Create tax and revenue awareness for better tax compliance

4.5
Enforce rules and regulation in an equitable and fair manner ensuring 


uniformity.

4.6
Review and evaluate management performance based on accepted 



Performance Indicators.

The job involves extensive direct contact with the public. Hence, ingenuity and diplomacy is required. The incumbent should possess tolerance and humane nature to perform such a job.

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):
The scope of the job is to help towards achieving national revenue target, collection of national revenue with proper plan and effective administration. Hence, success or failure of this particular job has direct bearing on the fulfilment of national revenue target. Most of the Regional Offices have jurisdiction coverage of several Dzongkhags. The effective and organised work has positive impact on government revenue and enhanced equity in society and positive impact of the image of the Department as a whole.

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 Regional Commissioner has fixed responsibilities along with specific authorities, which are delegated by the Head office. Based on this, the assigned job is carried out independently. The progress and issues discussed in the Management Meetings provides further guidance. The Head office reviews and evaluates the job and conveys approvals or directions in other specific areas.
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):
The Income Tax Act 2001 and the rules thereto, Income Tax Manual, Sales Tax, Customs and Excise Act and rules thereto, Customs Tariff and Sales Tax Schedules, Revenue Accounting and Audit Manual, Stamp Rules and Regulations are the guiding laws and regulations based on which the job is carried out. The Annual General Meetings of the Department also sets targets and programs to be carried out during the year. Also any other directives issued by the Department from time to time.

7. 
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of    contacts with others within and outside the assigned organization (other than contacts with superiors) :
Since the job of the Regional Office is enforcement of laws and regulations, the Regional Commissioner’s contact with tax payers and other agencies are direct and almost on daily basis. The purpose of such contact is to clarify, interpret and enforce tax, customs and excise laws and regulations and also to solve tax disputes and review appeals. The contact is extensive within and outside the assigned organisation.

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 Regional Commissioner exercises supervision on the work of all sections under the Regional Office viz. Tax Administration, Customs & Excise, Revenue Account & Audit and Administration & Finance, which include subordinate offices such as Check Posts, Airports and Excise Bonded Warehouses. The Regional Commissioner signs all correspondences of the office with outside agencies. However, the respective section heads exercise direct supervision over the work of the section and provide feedback on the progress of the work. The Regional Commissioner issues job guidelines for each section and furnish reports of the work carried out to the Headquarters in consultation with the section head. 

Each Regional Office has staff strength of around 60 - 135 numbers depending on the volume of activities and revenue generating capacity. The role of the Regional Commissioner is managerial in nature.

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):
Periodic inspections have to be carried out at various check posts, distilleries, factories and construction sites often without safety measures exposing to all sorts of health hazards thereby affecting the morale and efficiency of work. The position has to undertake frequent tours involving physical exertion and a host of uncertainties. It has to face criticism and unpleasant confrontation with taxpayers.

