ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 
1.
JOB IDENTIFICATION:

1.1 Position Title: 
 Court Registrar

1.2       Position Level:     
 P4

1.3
Major Group:
 Legal, Judiciary & Legislative Services

1.4
Sub-group:

 Registration Services

1.5       Job Code No.:
 13.620.04

1.6
Job Location: (Complete as appropriate)
 Ministry    Judiciary           
 

             Division
Dzongkhag / Drungkhag Court.

1.7       Title of First Level Supervisor: (Official Title of Supervisor) …
Drangpon / Drangpon of Drungkhag.

________________________________________________________________________

2.
DUTIES AND 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: Facilitate litigants in registering cases and assists the judges in rendering judgements  

	Duties and Responsibilities
	% of Time

	· Verify that the petitions filed by Complainant, member of the family, agency and to verify that the petition is without alteration, has a cause, legal stamp, signed, within the jurisdiction, same case is not decided by high court and is not in the higher court, Res-Judicata and such are filed within ten days of the judgement.

· Study the admissibility of the case.

· Collect, Prepare and distribute the hearing calendar.

· Maintain miscellaneous register and Case register.

· Issue remand order/seizure order/arrest warrant/ search warrant under the order of Thrimpon.

· Issue bail/release order of the prisoners.

· Ensure attendance of parties to the case as per the hearing calendar.

· Ensure petitioner is summoned to the court.

· Ensure maintenance of court decorum.

· Usher in the litigants before the judge(s) in order of precedence during the absence of the registrar.

· Ensure the daily presence of the bench clerks.


	


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

3.1     Education: LL.B Degree and have been selected in Judicial Service Selection Examination

3.2          Training: Under gone National Legal Course.

3.3           Length and type of practical experience required: Entry
3.4           Knowledge of language(s) and other specialized requirement: 

· Must have a good command over written and spoken Dzongkha as well as English. 

· Knowledge of other dialects of the country would be considered as an added advantage.

4.
COMPLEXITY OF WORK. (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work).

· The job of the said post is very complex, as there is numerous interaction with number of people in order to facilitate the fair and speedy trial 

· The job demands very careful and critical analysis of petitions that are submitted for registration.

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 organization).

· The job is to disseminate relevant portions of the Court Procedure certainty, uniformity, stages of hearing, etc

· This has very concrete effect on the public for they can understand the system without difficulty. 

· Make the court procedure very systematic so that no one is harassed. 

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 job has reasonable instructions from the superior over the work done.

· The work is assigned as per the norms of the registry and the procedure of the court.

· The review and evaluation work is done on day-to-day basis as per the prescribed guidelines that may change as and when required depending upon the situation.

· Instruct the litigants to follow the proper procedure. 

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).

· Court Procedure, Civil and Criminal Code Procedure, Bhutan Penal Code, Negotiable Instruments Act, Land Act, Inheritance Act, Property Act etc.

· National Assembly Resolutions.

· Kashos and Circulars.

· Judicial Conference Resolutions.

· Judicial Forms.

7.
WORK RELATIONSHIPS: (Indicate the frequency, nature and purpose of contacts with others within an outside the assigned organization (other than contacts with superiors): 

· The job has high frequency of contact with the people outside the organization because the said job is the key point in the registry and the registry is one place where every litigant comes into contact.

8.
SUPERVISION OVER OTHERS: (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of sub-ordinates).

· The job has good amount of supervision over the Bench clerks.

· Maintain proper decorum in the court.

9.
JOB ENVIRONMENT: (Describe physical exertion 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 whether and other hostile working conditions).

· The job has comfortable working atmosphere and the exposures to hazardous situations are very limited.  The job done is basically of mental nature and not of a physical one.
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