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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title: 

Director General

1.2 Major Group: 

Executive Services Group
1.3 Sub-Group:


Executive Services

1.4 Job Code No.:

05.340.09
1.5 Position Level:                       EX2
1.6
Job Location: (Complete as appropriate):

Ministry: __________; Department: ______X______; Division: _________; Section: __________; Unit: _____________.

1.7    Title of First Level Supervisor  (Official title of Supervisor):  Secretary 
2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done. Purpose should be a short statement about the outcomes and expectations of the position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose:
This position is responsible for the management of a large, complex department that has a significant role to play in the provision of services for the government of Bhutan.

	Duties and Responsibilities
	% of Time

	· Prepare plans and programmes for the Department in accordance with the policies;
	20

	· Direct the implementation of programmes and projects;

·  Process allocation of resources required for the smooth implementation of the programmes and projects; 

· Control expenditure to achieve economy and ensures optimum utilization of resources;

· Accords financial  & technical sanction and administrative approval for activities in accordance with the rules;

· Reviews programmes and projects; and

· Initiates personnel administrative matters. 

· Provide leadership and support management process and systems in order to maximize the effectiveness of the organization.


	15

15

15
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10

10
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3.  KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability): 
3.1
Education: Bachelors 

3.2 
Training: Advanced training in Development Administration, Management, Policy & Public Administration.
3.3   Length and type of practical experience required: Minimum of 4 years of relevant experience in EX3 level OR equivalent experience.

3.4   Knowledge of language(s) and other specialized requirements: Should have good command over written and spoken Dzongkha as well as English. Must have thorough knowledge of Government Policies, Rules and Procedures. Managerial ability and leadership qualities are required. 
4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):
The work involves providing input to the appropriate authorities for formulation of policies. It also involves thorough analysis of information and assesses the impact; the Projects may have on the broader group.

The work typically consists of broad functions and processes involving concurrent pursuit of a number of outcomes requiring decisions on undefined issues and requiring 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 the functions of the organization):
The position formulates sectoral programmes/projects and implements them for socio-economic development. The work of the Director General would have direct effect on the working of divisional heads and on the work of other employees of the Department.

The work typically consists of planning, developing and carrying out vital administrative or professional programmes essential to the mission of the organisation.

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 position receives instructions from the Head of the Ministry and the Secretary. However, they would be more policy oriented and non-specific. As such, the Director General requires taking independent decisions based on broad guidance and the government policies and rules.

The work is reviewed and evaluated through annual, mid term and plan reviews.  

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


Normally, written guidelines are not issued but would receive non-specific guidelines. In addition, the policy documents, rules and regulations are to be used as guidelines. The incumbent in this position is required to interpret policies, develop appropriate guidelines and adopt suitable changes in the practices for smooth programme implementation. 


The work is carried out independently without adequate guidelines and the work is accepted as technically authoritative.

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

The responsibilities of the position involve frequent interaction with Heads of other Departments under the Ministry, the Dzongdags, Heads of organizations like the Planning Commission, Royal Audit Authority, the Royal Civil Service Commission and Heads of international agencies who are collaborating in the developmental activities. 

The purpose of such interactions is to collect and disseminate information, provide guidance and mobilise resources.

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


The position has the supervisory responsibility over heads of divisions/ sections with in the Department. The supervisory role would include feedback on the performance of the subordinates and provide them with direction. The number of officers being supervised would depend upon the size of the Department. However, the number of staff to be supervised through the established system would be considerably large.

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 weather and other hostile working conditions):

 Generally no physical exertion is required and the job environment is such that there is no risk or health hazard.  

