ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION  DESCRIPTION

1.
JOB IDENTIFICATION:

1.1
Position Title: 



Dy. Chief Planning Officer
1.2    Position Level:                                       P2

1.3    Major Group:



Planning & Research Services Group
1.4
Sub-Group:



Planning Services
1.5    Job Code No.:



16.710.02 

1.6    Job location (Complete as appropriate): 

Ministry:          X     Department:          X     Division: _____X____: Section: ___X___: Unit: ____X___.

1.7   Title of First Supervisor (Official title of the Supervisor): Head of Division/Chief Planning Officer

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: Provide professional services in the formulation of long-term strategic plan, Initiate formulation of guidelines for development plans and coordinate the Monitoring and Review Exercises. Ensure that long-term development objectives of the country are being met. 

	Duties and Responsibilities
	% of time

	· Initiate/coordinate preparation of long term strategic plan like the National Visions and Goals with concrete milestones to develop the country;

· Formulate guidelines for preparation of Five Year Plans and annual Plans;  

· Supervise/coordinate the Mid term Review Meetings and follow up actions on policy recommendations;

· Carry out research and evaluation studies;

· Review and validate the progress reports;

· Participate in annual plan and budget discussions; 

· Undertake correspondence with sectors/dzongkhags and line agencies related to development plan programmes and projects;

· Supervise and guide sub-ordinates within the organization;

· Perform related work as required and any other as assigned. 
	


3. 
QUALIFICATION REQUIREMENT (Minimum requirement for performance of work described (Level of Knowledge, Skills and Abilities):

3.1    Education: Bachelors 
3.2 
Training: Advanced training in development studies (Development Management or Economics or Public Policy & Administration) and General Management Training.
3.3  Length and type of practical experience required: Minimum 4 years practical experience ideally as the Sr Planning Officer or equivalent experience.

3.4
Knowledge of language(s) and other specialized requirements: Conversant in both English and Dzongkha; local dialects will be an added advantage. Be fully conversant with government policies, sectoral plans & programmes, and rules, regulations and procedures. Have good knowledge of analytical tools such as cost benefit analysis, resource gap models, logical framework, project cycle etc. Be able to suggest appropriate policy recommendations in realizing the development goals and objectives. Should be able to supervise and guide subordinates. 

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

This being a highly professional area requires high level of competency in carrying out planning and budgeting services independently including the formulation of plans, monitoring/evaluating and reviewing of plan programmes and policies. The work also entails lots of analytical inputs and ingenuity. Further, an extra initiative is expected from the holder of this particular position and has to take certain decisions.  

5.  SCOPE AND EFFECT OF THE WORK (Describe the purpose, breadth of work performance, and the effect the work has within and outside the employee’s organization):
The work involves carrying out of research and evaluation studies on programs/projects and recommending policy measures to the higher authorities. This position requires skills to facilitate close inter-sectoral/Dzongkhag coordination, which is provided through meetings, discussions and correspondence. Research activities and monitoring/evaluation needs to be carried out to see the impacts of plans/programmes in order to suggest reorientation of the planning approaches including the policies of various sectors. The officer is also required to participate in meetings as committee, board or task force members both within and outside the country. The work requires close coordination within the organization and constant contact with other sectors and Dzongkhags.

6. 
INSTRUCTIONS AND GUIDELNES AVAILABLE:

6.1 Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):
Instructions are available in the form of sectoral/individual job descriptions and the goals and objectives of the organization.  The supervisors provide written instructions for the discharge of the duties. Review of work is done on a periodic basis.
6.2 Guidelines (Indicate with written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

The officer performs his/her duties in accordance with what has been spelt out in the Planning, Monitoring and Evaluation Manuals, Annual Work Plan. However, s/he may be called upon to work as per the written instructions that are issued by the supervisor. The employee may use his/her judgment to interpret and to follow-up on the task based on the general/written guidelines mentioned above. 
7. THE WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):

Within the organization, internal meetings are conducted frequently to appraise the senior officers on the activities being under taken by them. Outside the assigned organization, the employee has to co-ordinate with various Sectors and Dzongkhags on plans and developmental activities. 

8. SUPERVISION OF OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):Supervision is exercised over subordinates like Sr. Planning Officer, Planning Officer, Assistant Planning Officer and other general support staff. S/he is responsible in supervising and coordinating the formulation, implementation and monitoring of plans and programs.
9. JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc. and his/her any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
The task involves mainly deskwork, particularly in studying and analyzing the sectoral project proposals and preparation of reports. It also entail in long working hours with the computer. During plan review and plan formulation stage when s/he will have to undertake extensive travel, particularly for the preparation and monitoring of five year plans.
