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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title: 
Dzongdag 

1.2 Position Level:          EX3
1.3 Major Group: 
Executive Services Group
1.4 Sub-Group:

Executive Services
1.5       Job Code No.:
05.340.10
1.6
Job Location: (Complete as appropriate):
Ministry: Ministry of Home Affairs; Department: Dzongkhag; Division: __________; Section: __________; Unit: _____________.

1.7   
Title of First Level Supervisor (Official title of the Supervisor):  Secretary 
2. 
PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement about the outcomes and expectations of the position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose:
This position provides executive management for the Dzongkhag in order that the District’s development programmes and projects are smoothly carried out.

	Duties and Responsibilities
	% of time

	· Approve / recommend projects and programs specific to the Dzongkhag that are oriented towards socio-economic development of the Dzongkhag concerned;

· Coordinate, supervise and monitor the programs, projects and activities of the various sectors within the Dzongkhag;

· Evaluate the social, economic, environmental impact of the projects and the programs implemented in the Dzongkhag;

· Ensure timely submission of pertinent reports to the central ministries;

· Initiate and coordinate formulation of the Dzongkhag Five Year Plans;

· Arrange and facilitate Plan Reviews by the authorities 

·  Maintain   proper law and order in the Dzongkhag in coordination with the Law enforcing agencies;

· Attend to the personnel and administration needs of the Dzongkhag staff;

· Ensure proper utilization of the financial and other resources and timely submission of the required reports to the concerned authorities; 

· Facilitate conducive and congenial environment in the Dzongkhag for smooth implementation of the programs and projects.

· Direct and Monitor relief works during natural calamities and emergencies.

· Oversee the custody, care and utilization of all ‘Chadri’ items 

· Receive, care, accompany and see off important visitors to the Dzongkhag including religious leaders and the guests of the Government

· Promote and maintain good relations with autonomous corporations/ agencies and business communities

 
	To be completed


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

3.1 Education: Bachelors. 
3.2 
Training: Advanced training in Development Management, Local Governance & Policy and Public Administration.

3.3 
Length and type of practical experience required: Minimum of 4 years of relevant experience in P1 level OR equivalent experience.

3.4   Knowledge of language(s) and other specialized requirements: Should have good command over written and spoken Dzongkha as well as English. Must have thorough knowledge of national policies, rules, regulations and procedures. The incumbent should possess good interpersonal relationship, negotiation skills and leadership qualities.  
4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):

The work of a Dzongdag encompasses several unrelated functions such as management, administrative, technical and financial matters. These functions require specialized and different competencies and hence call for significant intellectual and mental processes. 

The program and plan formulation responsibility of the Dzongdag requires extensive analysis of the Dzongkhag’s needs taking into consideration of the requests made by the people in various parts of the Dzongkhag and adapting the requirements to the national policies and the resource availability. Often independent judgment of the situation and the impact of the plans and programs are exercised. 

The Dzongdag is also the pivot of all the program activities of the different sectors. The duties of the Dzongdag require being efficient and effective in integrating these interests. This may also entail defining new processes and systems to facilitate proper and smooth implementation of the Dzongkhag /sectoral activities. 

The work typically consists of broad functions and processes involving concurrent pursuit of a number of outcomes requiring decisions on undefined issues and requiring extensive analysis.

5.
SCOPE AND 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 Dzongdag is the head of the District and has the executive duty in the Dzongkhag. Every developmental program and project would be channeled through this position. The position shall be responsible for its formulation, implementation, monitoring and evaluation. The position should also ensure a very conducive environment, technical, legal, administrative and managerial, is established in order that the development programmes and projects are smoothly carried out.

The position has a direct bearing on all the overall development of the Dzongkhag as well as the well being of the people since the Dzongdag is primarily responsible for identifying the needs and formulating plans and programs for the Dzongkhag. The work of the Dzongkhag would influence the functions of the people involved in the direct implementation of the developmental programs.

The work of all the sector heads would depend on the Dzongdags’ interpretation and the pace created by the Dzongdag. As the Dzongdag is the direct supervisor of the section heads of the Dzongkhag, their work would be largely determined by the direction, instruction and supervision provided by the Dzongdag. 

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

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

The position receives policy guidelines from the Cabinet, the CCM, Secretary, Ministry of Home Affairs, and the Planning Commission. However, in all aspects of the job the position should exercise own independent judgment and or take decisions in consultation or without consultation of the subordinate staff. The work in general is carried out independently based on the government Policies and Rules.   Manuals and guidelines are usually available.

The work is evaluated through annual reviews and mid term reviews of the achievement of plan targets.   

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):


Policy documents, Administrative and Financial Rules and Regulations and other guidelines are available. Government instructions issued from time to time are to be followed. The employee in this position is required to interpret Rules and Procedures, adopt suitable strategies for implementation of the programmes. 

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 position requires contact and working relationship with several organizations and agencies outside of its own organization. As the position responsible for the socio economic development of the Dzongkhag, the work relationship should be maintained with other government agencies in the Dzongkhag such as the police, Business communities, civil societies, corporations and the public citizens. 

The positions should also be in frequent contact with the line ministries in the central government. This contact is mainly to receive instructions and guidelines, to appraise the development in the Dzongkhag, submit pertinent reports etc.

The position also requires the employee to be the political representative of the Government if there is a requirement for interaction with organization or foreign persons. 

The position involves frequent interaction with the different sections of the Public citizen to solicit co-operation in the development endeavor of the Dzongkhag and to advocate the policies of the national government.

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

The position has the responsibility of supervision over the Dzongkhag Staff, including the sectoral heads attached to the Dzongkhag and needs to provide directives on implementation of programmes and Projects. The number of officials being supervised may vary depending upon the size of the Dzongkhag but on an average the incumbent is required to supervise the work of 20 to 25 senior and middle level officials. 

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):
In most normal job settings, the job environment is physically comfortable. However, the position is also required to travel to certain areas where development activity is located. Such travel may call for some discomfort in terms of the physical exertion, as there may not be motorable road. 

