ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1
Position Title:  

Dy. Chief Extension Officer 

1.2 
Position Level:

P2

1.3
Major Group: 

Agricultural & Livestock Services Group 

1.4
Sub Group:


Extension Services  

1.5 
Job Code No.:

01.140.02   

1.6
Job Location (Complete as appropriate):

Ministry: _____X_____; Department: _________, Division: __________; 
Section: ____________; Unit: __________________.

1.7    Title of First Level Supervisor:  (Official title of Supervisor). Chief Extension Officer or Head of Department.

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:Monitor the performance of Dzongkhag extension programmes and suggest methods for improvement and also coordinate with projects and Central Programmes within MoA which are involved in extension or extension-related activities 

	DUTIES & RESPONSIBILITIES
	% of Time

	· Represent the Extension Division in different technical forums as and when required 

· Monitor the performance of Dzongkhag extension programmes and suggest methods for improvement

· Liaise with the RECs in the RNR RCs on their work programmes and guide and facilitate their role in M&E and information flow

· Coordinate with projects and Central Programmes within MoA which are involved in extension or extension-related activities 

· Advise/assist Extension Programme Officers in the Division to monitor and evaluate on-going extension programmes

· Carry out any other official work assigned by the supervisors


	10%

10%

15%

15%

15%

15%




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

3.1
Education: If University Degree is required, indicate appropriate field of study and level of degree.

Bachelors degree in Agriculture, Horticulture, Forestry, Animal science, Veterinary medicine or Agriculture extension/Rural development, as appropriate. 

3.2

Training:

A specialization training in agricultural extension, communication, education or rural development. 

3.3
Length and type of practical experience required:

A minimum of 4 years work experience as EPO, Research Officer, Sr. Extension Officer in extension or research at field or RNR RC level plus supervisory and administrative experience or equivalent experience.

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

· Proficient in speaking, reading and writing Dzongkha and English;;

· Physically fit and able to walk into and live in rural areas;

· Skills in participatory extension methods

· Knowledge of range of planning, M&E techniques 

· Working knowledge of computer applications

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


The work requires both managerial and technical coordination of work in the relevant sectors in all dzongkhags. Frequent travel to dzongkhags and geogs is required.

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.
This post is integral to the efficient management of the decentralised system of extension.  Should provide a permanent and tangible link between the MoA Extension Division management in Thimphu and the extension functions of the RNR sectors at Dzongkhag level.

· The job scope of this post will require to liase directly with the RNR sectors in the Dzongkhags as well as maintaining direct contact with the RECs at the regional RCs, with projects, central farms and agencies.

· The independent mandate given to the RNR sectors at Dzongkhag level requires reinforcing through the functional Divisions of the MoA.  The EPO’s post will provide this support in the areas of sectoral extension programmes, planning, implementation, monitoring and evaluation.
6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

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


· Work will be governed by the overall mandate of the Sections.

· Instructions will be given by the Chief Extension Officer on specific tasks to be carried out.

· The supervising officer will monitor work performance. 


Will be required to submit regular progress reports.
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.
On first appointment, staff will be given a job description that has to be followed.

Work will be guided by the annual work plan, which he/she will be required to develop at the beginning of each fiscal year. 


The Five Year Plan documents and the National Extension Policy will also serve as guidelines for his/her work.

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 post will liase, on a national basis, with all relevant sector heads and focal persons in the Dzongkhags. 
· Should be in regular contact with the RNR RCs, various projects and programmes, Departments and non-departmental agencies under the Ministry.
· Should also have contacts with international and non-governmental agencies as required.

8.
SUPERVISION OVER OTHERS:  Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates.


The post will have some degree of supervisory role on extension and technical matters over the Dzongkhag RNR sector heads. 

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 nature of the job is mostly office-bound. However, regular travel to the dzongkhags and regions will be required.

………
