ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 
JOB DESCRIPTION
1.1 
Position Title:

Deputy Chief Information and Media Officer

1.2 
Position Level:

P2

1.3 
Major Group:        
ICT and Media Services group 

1.4 
Sub Group:           Media Services

1.5 
Job Code No.:

11.550.02

1.6 
Job Location: 

Ministry: ______________; Department: _________________; Division: ____________;

Section: _______________; Unit: ___________________

1.7 
Title of First Level Supervisor: Chief Info-Com and Media Officer

2. 
PURPOSE, DUTIES AND RESPONSIBILIES (Describe the main 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 percentage of time spent on them, or in order of relative importance):

Purpose: Carry out and provide input to the Chief in performing management activities and providing direction and guidance in strategic operations and planning of the Information and Media organization. 

	Duties & Responsibilities
	% of Time

	A. Policy

· Assist in developing policies, procedures and strategies governing the planning and delivery of services throughout the organization.

· Assist to oversees, monitors, and adheres to departments/units budget, goals, and schedules which complies with agency-wide fiscal responsibility.

· Assist Researches, compiles data, and write reports. 

· Assist in developing and delivery of quality projects from inception to close-out on time and within scope and budget

· Assist the development of policies in the area of information and media and translation of these policies where appropriate into projects and work plans.

· Assist in coordination and facilitation of the implementation of regional projects and work plan.

· Assist in supervising the writing of research papers, briefs and reports, discussion materials and provide appropriate policy recommendations;

· Assist in encouraging investment & innovations in the information/media industry.

· Assist in investigating the authenticity of the media materials produced and review the content.

· Assist in recommending publications and documentations of approved media materials produced.

· Assist in reviewing and advising on documentary films, publications and other media materials.

B. Managerial

· Coordinates and conducts media and editorial board briefings and press conferences

· Present information regarding the department programs in a proactive, complete, and media-sensitive manner

· Draft and edit response with respective departments for response to the media.

· Co-ordinate stories from various departments and contribute news articles to be sent for publication/web portal.

· Coordinates public information relative to new or developing programs; writing or reviewing articles and statements; and advising executive management on public-relations aspects of such programs

· To issue invites to press and prepare for possible Q & As.

C. Administrative

· Assist in Planning financial and staffing needs

· Supervise subordinate staff

· Interact professionally with various levels of Authority, employees and outside representatives
	


3.
 KNOWLEDGE & SKILLS REQUIREMENTS(Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
3.1 
Education: Bachelors preferred in Communication/ Public Administration and Media related Studies or 3 year degree program.

3.2 
Training: Information Management, Public relations, Development studies and other management skills.

3.3. 
Length and type of practical experience required: Minimum of 4 years as Sr. IM Officer or equivalent experience.

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

· Thorough knowledge of journalistic principles and techniques for disseminating information to the public through a variety of media.

· Thorough knowledge of the methods of planning, writing, and editing publications.

· Communicate effectively orally, and in writing 

· Write clear, concise reports, articles, and speeches in easily understandable language

· Experience in managing and directing projects and programs.

· Experience in designing & implementing projects which leverage the power of computer technologies.

· Ability to work productively in teams consisting of people with different technical backgrounds.

· Ability to think conceptually, strategically and critically.

· Proven organizational, management and communication skills.

· Good HR skills and team building.

4. 
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The DCIMO is responsible for managing and directing projects; he/she is responsible for many different and unrelated processes across a broad range of activities requiring decisions where analysis into new areas is required. Proven ability to write a variety of documents including project descriptions, case studies, project reports, etc. and to write concisely and compellingly. Impacts the initiation of a project. Affects the analysis of data and methodologies used.  The subordinate officers and staff look on to him for direction.

5. 
SCOPE & 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 DCIMO works in a team, undertaking research work and provides technical and management support in coordinating and implementing projects.

6. 
INSTRUCTIONS & GUIDELINES AVAILABLE

6.1 
Instructions
(Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):

The DCIMO receives instructions from the Specialist/ Chief on matters related to all activities within the organization. 

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):

All RGOB Rules and Regulation, Policies and Guidelines and Bhutan ICM ACT and Department Mandate. 

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 DCIMO will interact with the organization staff on a daily basis depending on his job responsibilities.

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): 
Supervises over the SIMO.

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):
Involves no physical exertion. Susceptible to eyestrain, back discomfort, and hand and wrist problems, such as carpal tunnel syndrome. 
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