ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB IDENTIFICATION

1.1

Position Title:   

Driglop 

1.2  

Position Level:                       P4

1.3
Major Group:

Arts, Culture & Literary Services Group

1.4   
Sub-Group:


Arts & Culture Services

1.5

Job Code No.:

03.280.03

1.6       Job Location (Complete as appropriate): 

Ministry: MoHCA; Department: DoC; Division: AFD; Section: Driglam  Namzha; Unit: Driglam___X________.
1.7 Title of First Level Supervisor (Official title of the Supervisor): Chief   of   the Division 
________________________________________________________________________

2.
PURPOSE,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: This position works towards the preservation and promotion of our National Etiquette. The individual in this position will cater the need of the ministries/agencies during the ceremonial and other functions.

	Duties and Responsibilities
	% of time

	· Make arrangements of Zhugdrel Phunsum Tshopai Tendrel during National Assembly 

· Conduct training on Driglam Namzha during National Graduate Orientation

· Conduct training of the attendants (Drangzhabs) and supervise during the Zhugdrel as well grand luncheon hosted by His Majesty the King for his subject

· Supervision and ceremonial arrangements for National Day celebrations graced by His Majesty

· Conduct Driglam training for fresh teachers graduated from NIE, Samtse and Paro; to Dzongkhag officials, Drangza to Monk Drangzhabs of the Central Monastic Body and the Rabdeys; to the Royal attendants and security personnel.

· Supervision and participation in all Tendrel Ceremonies for high level Official meeting.

· Chagdri arrangements in the Dzongkhags and institutions during official visit by His Majesty the King and the Prime Minister.

·  Arrangements during the presentation of credential to His Majesty the King by foreign ambassadors and call on by other foreign dignitaries.

· Arrangement for Tendrel ceremonies during officials functions organized by the resident international organizations in Thimphu

· Arrangements during special functions such as Consecration, Royal Marriages etc.

· Impart Driglam Namzha training to line Ministries

· Investiture ceremonies of HH, the Je Khenpos, Lams and Lopens
· Make complete arrangements during official conferment of scarf during appointment of Dasho Dzongdags, Rabjams and Dungpas by the Hon'ble Prime Minister.

· Training of the officials receiving scarf.
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3.
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work describe - Level of knowledge, skill and ability):
3.1
Education: Bachelors (ILCS preferred) 

3.2
Training: Certificate course on Driglam Namzha.
3.3
Length and type of practical experience required: Minimum of 4 years of experience in P5 level  OR equivalent experience. 

3.4
Knowledge of language(s) and other specialized requirements: Fluent in Zhungkha, English, and other local dialects.  Knowledge / skills in editing & reviewing research works, and ability to impart training to other staff members in the field of traditional etiquette at the Dzongkhag level. Needs skill to operate computer. 

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

This position is the supervisor at the site and will be completely held responsible for meticulous arrangements. The position demands a high degree of logistic and managerial skill.

5.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect the work on the work of others or the functions of the organization):
A well-established traditional etiquette section would enhance the decision making process of the government. The religio-social activity is a link between the past, present and the future. The Culture and tradition of the country preserved in written form can hardly support unless it is put in to practices. Therefore, the quality of the work of this position would have significant impact on the socio-cultural development of the nation. 

6.

INSTRUCTIONS AND GUIDELINES AVAILABLE
6.1
Instruction (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):

The Chief of the Division would exercise necessary controls over the work. 

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):

· Government rules and regulations

· Mandates of the Ministry

· Debthar Norbui Threwang by Dasho Zimpon

· Thongwa Juedpai Laglen

7. 
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the organization other than contracts with superiors):
As and when required by any other organizations and external agencies across all  

Sectors; their services is also catered to Dzongkhags, Civil services, Students,  

Graduates.

8.
SURPERVISION OVER OTHERS (Describe responsibility for supervision over other employees, including the nature of supervisory responsibilities and categories and number of subordinates):
The position would extend supervision to all categories of staff in the traditional etiquette. The position must ensure that the programs and plans are implemented efficiently and effectively, so that the routine services are rendered up to the standard.  

9.
JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc. and/or any risk or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
Entails physical and mental exertion. 

