ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION:

1.1 
Position Title:

Dzongkha Coordinator

1.2 
Position Level:

P4
1.3  
Major Group:

Art, Culture and Literary Services Group
1.4 
Sub-Group:

Literary & Translation Services

1.5
Job Code No:

03-290-09

 

1.6
Job Location (Complete as appropriate):

Ministry:
 ………………..; Department: ………………; Division: ……………….; Section: ……………….; Unit: ……………………….

1.7 Title of first level supervisor (Official title of the Supervisor): Head of the Organization   

2. DUTIES & 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:  The main purpose of Dzongkha Coordinator is to strengthen and support the development of Dzongkha as a lingua franca of Bhutan and to help further enhancement of the Bhutanese identity. 
	Duties and Responsibilities
	% of time

	· Take a leadership role in disseminating and developing Dzongkha as per plan and policy directives determined by the Annual Dzongkha Development Authority Conferences and Board meetings

· Setup of a sub-committee within one’s unit to monitor and gather timely feedback on the discharge of his/her functions and ensure its regularity 

· Formulate, in consultation with one’s immediate supervisor, and discuss in the Sub-committee, one’s own activity plans and send the copies of the minutes to DDA.

· Prepare and process budgetary releases for Dzongkha development and promotional activities that are proposed and resolved by the Sub-committee

· Take full responsibility to ensure that matters resolved by the Sub-committee bear tangible results

· As a representative of DDA in the area, offer judicious counsel and effective measures on matter concerning Dzongkha development 

· Select individuals for courses and training with the aim to promote the use Dzongkha and to enhance capability in Dzongkha amongst the civil servants serving under his/her jurisdiction in consultation with human resource officers of concerned ministries, departments and corporations

· Overcome challenges and provide support in the use of Dzongkha by being innovative within his/her area

· Take action for tasks mandated by the directives and circulars from the Dzongkha Development Authority

· Liaise with Dzongkha Development Authority on all matters concerning Dzongkha through the concerned ministry or department and other agencies

· Propose and submit to DDA any views, aspiration and agenda items that are generally felt beneficial for the promotion and development or Dzongkha through one’s corporate head, for incorporation in the agenda ultimate inclusion in the Government policy

· Submit regular reports, after suitable evaluation, on the successes and difficulties of the implementation of Government policy on the use of Dzongkha, to one’s organizational head and DDA

· Any others as assigned by the one’s immediate supervisor
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3.
QUALIFICATION REQUIREMENTS (Minimum requirement for performance of work described – Level of knowledge, skill and ability):

3.1    Education: Bachelors Degree in Dzongkha

3.2    Training: Advanced training on language

3.3    Length and type of practical experience: Minimum of 4 years experience in a relevant field. 

 3.4  Knowledge of language(s) and other specialized requirements: Fluency in Choekey   and Dzongkha, and other languages. 

4. 
COMPLEXITY OF WORK (Describe the intricacy of task, steps, process or methods involved in work; difficulty and originality involved in work):
The position of the Dzongkha Coordinator is crucial in establishing a knowledge pool, which would determine the interest on development and use of Dzongkha. H/she is the pivot of all information regarding Government plans and policies for development and promotion of Dzongkha. The duty of Dzongkha Coordinator demands a high degree of analytical skill. The position has to design and develop new systems and processes related to sustainable use of Dzongkha as a dynamic and lively facet of the Bhutanese culture. 

The Dzongkha Coordinator must also conduct in-depth analyses of how each Bhutanese and all civil servants will be sufficiently motivated to not only learn and stay updated with the latest Dzongkha terminologies in one’s field. H/she should be smart enough to understand the systems and processes of his/her job to identify problems and create alternative designs. The success of the national language policy in the country would largely depend on this position.

This position calls for an incumbent to identify the needs through a survey, adapt a centrally designed program for teaching or develop customized courses for Dzongkha advancement within his/her area. This job demands different skills and competencies which again warrants analytical and synthesis ability. The job is hence complex. 

This position also demands an excellent knowledge of Choekey and English as an enabling force for him/her to understand the peculiarities and generalities of his/her job as a language developer and promoter.

5.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect the work on the work of others or the functions of the organization):
The interest of the population in Dzongkha would significantly depend on the availability of an official who can, not only provide timely information and assistance but would also consolidate the activities related to development and advancement of Dzongkha. 

The scope of the Dzongkha Coordinator would directly have bearing on all government plans to promote and develop Dzongkha as a lingua franca of Bhutan.

6.
INSTRUCTIONS & GUIDELINES AVAILABLE
1.8 Instructions (Describe controls exercised over the work by the Superior: how work is assigned, reviewed and evaluated):
Instructions received from the supervisor would be not only of administrative but also of professional nature. However, technical management and development of the Dzongkha, as national language would be carried out using his/her own knowledge, skill, experience and judgment in consultation with DDA and relevant government and corporate agencies. 

1.9 Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):
The guidelines for the functioning of Dzongkha Coordinators would be mainly based on both the general and specific policies and plans of DDA, which will be performed in close consultation with the immediate supervisor. 

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 Dzongkha Coordinator must maintain frequent contacts with the Dzongkha Development Authority in close consultation with the concerned Dzongkhag, Department and Ministry. Such contacts would be useful to share information, experiences and resources. It will prove to be useful for gaining timely feedbacks for the programs undertaken. 

Contact must also be established with other Dzongkha Coordinators to exchange ideas, information and experiences related to their functions.

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

As the Dzongkha Coordinator works in close coordination with so many officials of the arms of the Royal Government, he/she will only oversee their activities. But the position would not extend to close supervision by him/herself, in the true sense of the term. 

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):
The work environment of a Dzongkha Coordinator is both indoor and outdoor and involves physical, mental and social risks and discomforts. 

