ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION FORM

1. JOB IDENTIFICATION:

1.1
Position Title:   
Dispatcher II



1.2 Position Level: 
 O3


1.3 Major Group:  
General Admin & Support Services Group


 

1.4 Sub-Group:

General Administration Services





1.5 Job Code:

09-460-09

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.
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 linking the position to the mission and goals of the organization and specifying the outputs of the position.  Duties should be presented in decreasing order of relative importance):

Purpose:  [insert brief statement giving a general overview of the position which captures the ‘spirit’ and intent of the position.  If possible, link it to the organizational mission and goals.]

A Dispatcher plays an important role by ensuring timely communication between the sender and receiver of correspondence through the prompt delivery and receipt of official mails, and documents.

	Duties and Responsibilities
	% of Time

	Dispatcher

· Ensure timely and correct recording and dispatching of outgoing mails, receive all incoming mails and submit to the addressee promptly. 

·  Prioritize mails requiring urgent attention and ensure to deliver within the available time.

· Take adequate preventive measures in mailing the mails containing cheque, drafts and important papers.

· Ensure proper usage of fax and photocopiers and record the details of fax messages sent in a separate register.

· Maintain systemic filling of outgoing mails for future reference.

·  Maintain exhaustive mailing address and update from time to time.

· Maintain a system of tracing the movement of correspondences receive

· Carry out any other task assigned by the Supervisors

	35%

10%

     10%

     10%

     10%

     5%

5%

5%


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

3.1
Education: Should have at least passed Class X 

3.2
Training:  In-service OJT minimum of 2 months and basic computer applications.
3.3   Length and type of practical experience required: No experience required.

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

Should have good knowledge of Dzongkha and English, both spoken and written. Must be able to correctly record mails and its subject matter.

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

The processes involved in dispatching the mails are fairly straightforward and does not require the directives from the supervisor in deciding what needs to be done.  Mails are recorded and dispatched based on the information provided in its content, where the question of intricacy of tasks, steps or process involved in carrying out the work does not arise.

5.
SCOPE AND EFFECT OF WORK (Describe the breadth of work performance and the effect the work has on the work of others or on the functions of the organization):

A Dispatcher plays an important role in facilitating easy and smooth movement of mails within and outside the organization at different levels of organizations, thereby contributing directly to the work efficiency. Timely actions at all levels are realized only through the supportive role played by a Dispatcher. Thus, the position has the massive impact on the work of employees and organization within and outside. Correct recording makes it easier to trace the movement of correspondences in case these are misplaced. 
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 requires only occasional instructions from the supervisors within the Ministry in dispatching and receiving official mails.  The immediate supervisor based on its daily work performance and feedback at different levels evaluates the work.
6.2
Guidelines (Indicate what written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

There are no specific manuals for a Dispatcher. Generally, his/her duties are highlighted in the office order issued at the time of his appointment. Verbal guidance is provided during the initial stage of his placement in the job. 
7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):

A Dispatcher maintains direct contact with the Head of the Administrative Units to whom the letters are normally addressed. They also maintain frequent contacts with the Private Secretaries to senior officials such as Director, Secretaries and Ministers, especially for distribution of incoming mails. Dispatchers are further expected to maintain frequent contacts with their counter-parts in other offices to confirm the delivery of outgoing mails. 

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):

The supervision is restricted to the messenger who is assigned to deliver and collect the mails. The Dispatcher directs the messenger in delivering the mails at correct destination and addressee within the short possible time.

9.
JOB ENVIRONMENT (Describe physical demands 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):

None, except that a Dispatcher is required to ensure that high value mails are handled with optimum care. 

