ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION:
1.1 Position Title: 
              Dzongkhag Legal Officer
1.2       Position Level:                        P4

1.3   
Major group:
                          Legal and Judiciary Services Group
1.4
Sub-group: 
                          Legal Services

1.5
Job Code No.:

  13.610.04

1.6
Job Location (Complete as appropriate)
Ministry: ____; Department: Office of Legal Affairs; Division: Legal Services; Section: Domestic Affairs; Unit: ______________ 

1.7
Title of First Level Supervisor (Official title of the Supervisor): Sr. Legal Officer

2.
PURPOSE, DUTIES AND RESPONSIBILITIES: (Describe the main PURPOSE, 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).
	DUTIES AND RESPONSIBILITIES
	% of time

	· Render legal services to various sectors in the Dzongkhag with respect to questions, regulations, practices, or other issues falling within legal domain on the instruction of the Dzongdag; 
· Assist the Dzongkhag administration to draft delegated legislations or by-laws; 

· Advise Dzongkhag administration, Dzongkhag Tshogdu, Gewog Tshogde, and other government offices on legal matters on the instruction of the Dzongdag; 

· Disseminate information on laws to Dzongkhag to create legal awareness in consultation with or on advice of Dzongdag or the Office of the Attorney General;

· Appear before the courts for prosecution on behalf of the Office of the Attorney General when necessary;

· Appear before the courts for civil litigation on behalf of the Dzongkhag administration or the OAG;

· Be a legal advisor to the investigation team or committee as may be necessary;

· Compile laws;  

· Represent the Dzongkhag administration at meetings including workshops, conferences, and seminars relating to legal matters; 

· Perform election duties as a member to election dispute settlement body; and

· Perform any other official tasks assigned by supervisors.
	15%

15%

10%

10%

10%

10%

10%

5%

5%

5%
5%


3.
KNOWLEDGE & SKILLS REQUIREMENTS:
(Minimum requirement for performance of work described (Level of Knowledge, Skills and Ability). 
 3.1     Education: Bachelors Degree in LL.B.
       3.2      Training: Should have successfully completed the Post Graduate Diploma in National law (PGDNL).  
 3.3     Length and type of practical experience required: Entry
             3.4  Knowledge of language(s) and other specialized requirement: Proficiency in written and spoken Dzongkha and English. Knowledge of other dialects of the country or other country would be an added advantage. Should have specialized in Administrative Law.

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 analytical ability to provide effective legal opinions/views on domestic issues.
· The work requires sound knowledge of national laws.
· The work demands integrity, ethics and professionalism. 
· The work requires proper planning, concentration, commitment and originality.
· The work requires thorough research/comparative studies.
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 organization).
The position requires providing legal services to the government or autonomous agencies on legal issues pertaining to national laws, particularly on contract laws and other legal issues. The work performed is self-contained. The performance by this position would enhance efficiency and effectiveness of the.
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 minimal instructions/directives from the division head. The work is assigned as per the general guidelines. Upon completion, the work is accepted with limited.

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).

· Policies of the Royal Government.

· Royal decrees, rules and regulations.

· Terms of reference of the Office of Legal Affairs.

· National and related international laws.

· Guidance from the division head.
· National Assembly Resolutions.

7.
WORK RELATIONSHIPS: (Indicate the frequency, nature and purpose of contacts with others within an outside the assigned organization (other than contacts with superiors).
A part from other divisions of the Office, the position requires to interact with different agencies of the government in order to render services or to obtain information. 

8.
SUPERVISION OVER OTHERS: (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of sub-ordinates).
The position has limited supervision over the officials under him and provides directives and guidance on legal opinions.
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).
· Physical exertion while conducting legal awareness.

· Physical exertion while collecting national laws and relevant legal documents from the concerned agencies.

· Physical exertion while going for fieldwork.

· Working late hours on normal days.
· Working on weekends and holidays.

