ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:

1.1 Position Title:   
Drangpon Ramjam

1.2       Position Level:           P2
1.3
Major Group:   
Legal & Judiciary Services Group

1.4 
Sub-group:

Judiciary Services

1.5       Job Code No.:  
13.590.03
1.6
Job Location: (Complete as appropriate)

            Ministry 

Judiciary 


                        Division  

 Dzongkhag Court / High Court


1.7 Title of First Level Supervisor: (Official Title of Supervisor)... Chief   Justice, Registrar General, Drangpon, Chief Drangpon

​​​​​​​​​​​​​​​​​​​​​​________________________________________________________________________

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

	· Make judicial process more responsive, effective, faster, better and easier.

· The post is vested with the duty of execution of judgement.

· Carry out the duties of judges in his absence.

· Maintain SBA Accounts.

· Conduct hearing. (The authority to conduct hearing in absence of the judges are vested upon the said post for the said post is next in position)

· Act as public relation officer. (Usually the said post has high degree of interaction with the public and the relation of the court with the public is in the hands of the said post because all the matters related to the developmental activities of the court are vested with the said post)

· Issue seizure order, arrest, and remand, search warrants. 

· The duty to maintain court decorum  (Driglam Namzha) in the court and the court premises are in the hands of the said post.

· Site investigation of the cases particularly where the issue is of land transaction.

· Carry out the duties of Procurement officer.

· He acts as the administrative officer of the court.


	


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

3.1     Education: LLB and have been selected in Judicial services Selection Examination.

3.2       Training: Undergone National Legal Course.

3.3    Length and type of practical experience required: Minimum of 4 years experience in Position level P3 OR equivalent experience.

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

· 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.

· Should have a thorough knowledge of court procedure and laws.

· Computer skills and basic knowledge on management.

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

· Administering the justice independently in accordance with law regardless of language, religion, race or social status changes.

· Ensure that the judgements rendered are in accordance with provisions of laws and procedures. 

· The job demands professional handling of issues.

· Strengthen accessibility to justice by making courts user friendly.

· The execution of judgement is very complex, as one needs to carefully go through the contents of the judgement, which is a lengthy process.

· Responsible for administration and Management of the court.

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 has a scope to dispense of justice to the grass root level for the benefit of the general public.

· The job has an ability to strengthen the judicial system of the country and thereby provide fair trial, due process of law and obey the rule of law.

· Such steps ultimately bring trust and confidence from the public towards Justice system and automatically create transparency of the system.   

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 minimum instructions / supervisions from Dzongkhag Drangpon and the Chief Justice. Such instructions may be of policy of the judiciary and latest amendments. 

· The position largely functions 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).

· 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 maximum contacts with the litigants for the purpose of dispensing justice to public.

· Employer, Employee relationship within the organisation. 

· The job also has frequent contact with the Office of the Legal Affairs and Royal Bhutan Police on the matter relating to cases.

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 position has the responsibility of both case and administrative supervision over the staff of 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 too much of mental exertion
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