ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 
JOB IDENTIFICATION:

1.1 Position Title:

Data Asst. I

1.2  
Position Level:

S4

1.3 Major Group:

Information Communication and technology Services

1.4 Sub-Group:


ICT Services


1.5 Job Code:


11-540-09

1.6  
Job Location (Complete as appropriate):

Ministry:_______; Department:______; Division: _______;

Section: ____; Unit: _____.

1.7 Title of First Level Supervisor (Official title of the Supervisor
2.
PPURPOSE, 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: Regular collection, synthesizing and compilation of information for analysis and generation of reports for dissemination to be used by various stakeholders. 

	Duties & Responsibilities
	% of time

	· Punching and process data, compilation of reports, update and validate new information.

· Assist in production of relevant information for the concerned organization.

· Ensure that the information is received on time from various agencies through radio, Kuensel and other media.

· Maintain records of all the database and working files for the recording of the information submitted from the field.

· Check and verify whether a reporting unit has reported in the right format and in the agreed frequency.  If not call the unit immediately and ensure that things are corrected.

· .Transfer the updated data/information on a monthly basis to the network for the supervising officer for further analysis and processing.

· Prepare back up (digital and hard) copies of processed/transferred information.

· Responsible for management/maintenance of the computing unit, database and other peripherals

· Assisting Supervisors in insuring the preparation of reports, and their timely submission to the appropriate authorities.

· Assist production of information related brochures, pamphlets etc

· Daily administrative work (Typing, Receiving calls, Faxing, Photocopying, Filling, Dispatching etc)

· Any other task assigned by the supervisor
	


3.
QUALIFICATION REQUIREENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):     

3.1.    Education:

Class X with Certificate 

3.2.    Training:


         1 month training in Data Base Management


3.3.    Length and type of practical experience required:

Minimum 4 years as Data  Assistant II or equivalent experience.

3.4.    Knowledge of language(s) and other specialized requirements:

4

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

Information is received regularly from the various organizations, which has to be compiled, analyzed and generated into reports for dissemination. He /she should be well versed in computer skills as well as data management.
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):

The reports will be made available to all the planners, decision makers to enable them to formulate policies as well as to the various stakeholders to help them make rational decisions.

6  
INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1.  Instructions: (Describe controls exercised over the work by the superior; how         work is assigned, reviewed and evaluated):

Instructors from head of division

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):

· Five Year Plan documents

· Vision 2020 Documents

· Sectoral Plans and Policies

· National Development Plans and Policies

· Planning Commission Guidelines

7   WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
He/she will constantly have to work with Data collectors across the country.

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

None 

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):

This is a sedentary position requiring extended periods inputting data onto the computer.

Low physical risk
