ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION

1.1
Position Title:

Dy. Chief Statistical Officer

1.2    Position Level:              P2

1.3   Major Group:

Planning & Research Services Group
1.4   Sub-Group:

Research Services
1.5   Job Code No.:

16.730.02

1.6   Job Location (Complete as appropriate):
National Statistical Bureau

1.7 Title of First Level Supervisor (Official title of the Supervisor): Chief Statistical Officer

2 PURPOSE,DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in describing order of percentage of time spent on them, or in order of relative importance):

Purpose: 

Carry out the technical work in accordance with the directions of the Chief Statistical Officer 

	Duties & Responsibilities
	% of time

	· Liaise and coordinate and prepare data collection frequency and prepare the execution plans 
	20

	· In accordance with the technical guidelines, design and construct data collection formats, schedules and questionnaires, construct socioeconomic and demographic indicators
	20

	· Process, edit and supervise the data collection for updating the sampling frames 
	10

	· Prepare Data quality specifications – clerical editing specs, computer edit specs.
	10

	· Computation of statistical coefficients, measures of variability and get the coefficients of variations for the data under study and tabulate them
	10

	· Instruct the subordinates and supervise them, prepare budget, Involve in conducting statistical trainings
	10

	· Compile tables and descriptions of publications, review and do consistency and validation checks for the reports and regular statistical publications
	10

	· Conduct field operations and design quality controls
	10


3.
QUALIFICATION REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):

3.1    Education: Masters 

3.2    Training: Advanced Training in Survey/Census and Statistical Methods.
3.3    Length and type of practical experience required: Minimum of 4 years of experience as Sr. Statistical Officer or equivalent experience.

3.4    Knowledge of language(s) and other specialized requirement: 
· Fluency in written and spoken Dzongkha and English languages

· Should be hard working and committed

·  Practical and theoretical knowledge of statistics and statistical tools

4. COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
· The job demands proficiency in statistical methods, analysis and forecasting techniques

· Should be proficient in Surveys and Census Methods

· Knowledge and proficiency in Statistical Operations and Research Methods

· Good knowledge on IT and Statistical Packages

· Ability and endurance to work for long hours 

· Must possess knowledge of protocol and etiquette of the country.

5.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect of the work has on the work of others or the functioning of the organization. Answers as follows):
· Development of sound statistical frame, methodologies, techniques 

· Execution of Statistical Operations following set statistical standards

· Enable to collect good quality data through skills and close supervision

· Build proficiency in all aspects of a statistical operations

· Quality of work will benefit the organization in gaining experience and professionalism

· Enable the stakeholders to get sound and reliable technical backing in statistical researches

6. INSTRUCTIONS AND GUIDELINES AVAILABLE

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

· Division and assignment of work given by the Chief Statistical Officer

· A time schedule of work assigned is prepared that is approved in a meeting

· Constant personal contacts help the supervisor to keep track of progress

· Verbal instructions and Office Memos supplement the time schedule of activities

· Final date for submission to superiors help keep work within time schedule

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):
· Mandate of the National Statistical Bureau that specifies the responsibility of each division 
· Ad-hoc instructions based on the need decided by the Board of National Statistical Bureau
7. WORK RELATIONSHIP (Indicate the frequency, nature and purpose of the contacts with others within and outside the assigned organization (other than contacts with superiors):

· Constant coordination between different Ministries, Departments, Dzongkhags, the public and international organization in relation to the data and statistical information

· NSB is a service provider, so needs good relationship and interactions at all levels 

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

· Supervise the work of the Statistical Officers on their technical competency

· Quality and timeliness of work

· Check Statistical Procedures and Techniques

· Statistical Concepts, Definitions and Classifications

· Supervise activities of the statistical cells in the PPDs of the Ministries and Agencies.

9. JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):

· Long hours of work infront of the computer.

· Supervisory work of the subordinates on technical aspects is tedious

· Has to travel to long distances in the villages to supervise the quality of the work of the staff. 

· Needs to travel to Dzongkhags and Geogs and remote villages to oversee the statistical activities. 

