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  ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION  

1 JOB IDENTIFICATION:

1.1
Position Title: 
Director

1.2 Position Level:          EX3
1.3 Major Group: 
Executive Services Group
1.4 Sub-Group:

Executive Services

1.5 Job Code No.:
05.340.08
1.6
Job Location: 
(Complete as appropriate):

Ministry: __________; Department: ____X_________; Division: ________; Section: ___________; Unit: ______________.

1.7      Title of First Level Supervisor (Official title of the Supervisor):  Secretary of the Ministry or Joint Secretary
2. PURPOSE, DUTIES & RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement of the outcomes or 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:
Manage the affairs of a Department and establish its efficient and effective functioning.

	Duties and Responsibilities
	% of time

	· Formulate five-year plans for the sector and oversee its implementation in consultation with the Dzongkhags; 

· Prepare Departmental Plans and Programmes in accordance with relevant policies;

·  Prepare annual review reports, which shall include inter alia organizational and institutional arrangements, resource availability and constraints if any, decision making and co ordination procedures, HRD programmes, etc.;

· Guide and supervise the implementation of Programmes and Projects by the field units;

·  Facilitate Resources required for the smooth implementation of the programmes and Projects;

· Liaise regularly with the Secretary/Head of Ministry and keep them informed of current/ future projects of the Department.

· Accord financial sanction and Administrative approval for activities in accordance with the rules.
	To be completed




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 public policy administration, management and economic development.

3.3 
Length and type of practical experience required: Minimum of 4 years of relevant experience in P1 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, regulations and procedures. Should possess sound managerial and leadership abilities.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):
The work of the Director involves providing researched input to the appropriate authorities, which shall form the basis for policies, programs and plans to be formulated. This work of the Director demands substantial analysis of various information supplied by the Department personnel in terms of the accuracy and impact.

The work of the Director primarily involves implementation of the plans and programs in respect of the Department. While broad policy guidelines may be available, the position is required to design process and techniques for its general implementation, monitoring and evaluation. Therefore, new ideas and initiatives may have to be applied.

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 post of a Director should provide necessary information and input to the decision making process. It is also essential in providing guidance and monitoring services to the Department in their functions of implementation, evaluation and even in formulation of the plans.

The work of the Director would have direct effect on the working of the sectoral heads in the dzongkhags. As he serves as the provider of administrative and managerial backstopping to the technical personnel, the work this position would have direct bearing on such employees. 

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 Secretary as the supervisor may provide specific instruction on assignments of the special nature. However in general the instruction would be general in the form of broad guidance or through provision of general framework and parameters within which the director should function independently. 

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):


Once the plans and programmes are formulated, they would serve as the main guidelines in implementing them. Besides, the general national policy documents, pertinent rules and regulations and such other guidelines may be available. 

However, these are only broad policy guidelines. In operation, extensive intellectual faculties should be used. 

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 position involves frequent interaction with the Heads of Departments under the Ministry, Heads of other government and non-government organizations. The purposes of such interaction are to collaborate in processing the formulation of inter-departmental policies and to solicit for required input from others in the departmental plan formulation. 

The contact may also have to be made through the ministry concerned with international agencies that are involved in the developmental activities.

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 supervisory responsibility over the Heads of Divisions/Regions within the Department. The supervisory role would include feedback on the performance of the direct subordinates, and provide direction and focus on the work of those supervised.

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):
The job generally does not warrant physical exertion except while on tour and is generally not exposed to hazards and hostile conditions. 

