ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Counsellor
1.2 Position Level:

P2
1.3 Major Group:
Foreign Services Group 

1.4 Sub-Group:


Embassy & Missions Services

1.5 Job Code No.:

07.390.03
1.6 Job Location (Complete as appropriate):

Ministry: Foreign Affairs; 
Department: BD/MD;



   Division: ______________; 
Section: _________; 
Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Minister Counsellor
2 PURPOSE, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):     

Purpose: Divisions are the primary functional units responsible for generation of professional and technical support to the departments and the Ministry. The basic duty of the division head is to coordinate, guide, monitor and implement divisional responsibilities so that it enhances and facilitates departmental and ministerial responsibilities to be discharged in a professional, effective and efficient manner. Counsellor assist and support the Division Head/Minister Counsellor directly taking charge of some specific responsibilities of the Division that may be entrusted.

	Duties and Responsibilities
	% of Time

	· Monitor, analyze and coordinate activities conducted by the sections to ensure that they work effectively in promoting the Foreign Policy objectives.

· Study and analyze the requests made by the RGOB agencies for assistance from external bodies or offered by external agencies and make suitable recommendations for consideration by RGOB..

· Study the initiatives and other activities carried out by the various agencies of the RGOB and the Missions/Embassies to the attention of the Department and make suitable recommendations.

· Oversee the timely processing of aid assistance, participation in conferences, training and liaison with internal and external agencies.

· Coordinate the visits by foreign delegates to Bhutan and visits by Bhutanese officials abroad.

· Maintain and enhance cordial working relations with members of international community based in Thimphu to create a support base for sustaining base for strengthening ties and cooperation.

· Represent the Ministry at meetings and other activities conducted by external and RGOB agencies to keep the Ministry by external and RGOB agencies to keep the Ministry informed of the happenings and their implications to RGOB.

· Any other tasks assigned by the Division/Ministry.
	20%

20%

15%

10%

10%

10%

10%


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

3.1 Education: Bachelors
3.2 Training: Training in diplomacy
3.3
Length and type of practical experience required: Minimum of 4 years experience in Foreign Service in Position Level P3 or equivalent experience

3.4
Knowledge of language(s) and other specialized requirements: 
Good command of both written and spoken English. Conversant in Dzongkha. Knowledge in additional foreign lanaguage(s) desirable. 

Sound knowledge of multilateral diplomacy, international relations, trade, development and the emerging legal order.  Understanding of Bhutanese history, diplomacy, bilateral treaties, economy, culture, tradition and government policies and plans are essential.  

Familiarity with regional issues and trends also required.  In addition monitoring of national and international media especially on the UN and international treaties, negotiations, conflicts and other events is required.

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

Regardless of time constraints and pressures of multiple issues competing for attention, must closely examine, analyze and propose course of action for various issues. 

While subject matter to be dealt with usually pertains to longstanding situations, could encompass new and emerging developments. These must be assessed in the light of evolving global, regional and national trends.

5.
SCOPE AND 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):
Division’s work is to render professional support to facilitate or consolidate the Ministry of Foreign Affairs towards   taking a line of response or action that would lead to strengthening or improving Bhutan’s   foreign policy and domestic interest in the international arena.  

The breadth of Division’s work is wide, requiring as it is to support the other Departments and Divisions of the Ministry in terms of rendering advice and support in relation to interpretation of   Acts, Treaties, Conventions, Agreements, Notes, etc., on a diverse range of subjects and organizations. 

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1
Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Counsellor is directly responsible to the Minister Counsellor. All analysis, review, reports, advise, communication, etc. prepared by the Consellor to be   submitted to the Head of the Division for approval or information. 

Counsellor work either through written notations or by verbal instruction of the Head of Division.  

Work is reviewed or evaluated by the Head of Division though notations on the submitted work or by one to one discussions.  

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):
Internal archives, files, written notational instructions, basic policy papers verbal instructions and discussion from the Head of Division, official reports, senior officials statements etc. 

Under the overall guidance of the Head of Division, Counsellor will have lot of room to interpret and take initiative and devise new guidelines and approaches effecting the functions of the Division and the Ministry of Foreign Affairs policy guidelines and objectives.

7.
WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
The work is essentially one of analysis and does require close consultation with other divisions and departments in the Ministry on a regular basis.  The consultations are mainly to seek other division’s views. 

Regular contacts, consultation, coordination and cooperation with the Missions and Embassies and other International Organizations both within and outside the country will be required to consolidate, exchange information and prepare various reports and briefs on issues concerning the Division and Ministry of Foreign Affairs.

8.
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Responsible for the overall supervision and guidance of the Division staff on both substantive as well as administrative and personnel matters under the overall guidance and supervision of the Head of Division.  

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 of the office work revolves around the computer.  Work hours are long requiring frequent over time. Job entails more mental stress than physical hazards.

