ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION



1.1
Position Title:

Dzongkhag Statistical Officer

1.2    Position Level:         
P4

1.3    Major Group:

Planning & Research Services Group

1.4    Sub-Group:

Statistical Services
1.5    Job Code No…

………………………………….

1.6   Job Location:

Dzongkhag Statistical Section
1.7 
Title of First Level Supervisor (Official title of the Supervisor): Senior Statistical Officer/Division/Section Head
2. 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 Sr. Statistical Officer

	Duties & Responsibilities
	% of time

	a. Prepare, coordinate and implement the statistical work plans to support the evidenced-based policy and decision making process of Dzongkhag and Gewog Administrations, Dzongkhag Tshogdu and Gewog Tshogdu;
	10

	b. Collect, validate, update, and maintain the:

(1) Gewog Level Database (GLD);

(2) Annual Dzongkhag Statistics (ADS);
(3) Dzongkhag At a Glance (DAG); 
(4) Gewog at A Glance (GAG); and

(5) Monthly retail price data (CPI);
	40

	c. Coordinate, monitor and conduct the Quarterly Household Expenditure Survey and produce Annual Dzongkhag GDP;
	20

	d. Disseminate statistical information to sectors and other users for reference;
	5

	e. Provide technical backstopping to Dzongkhag Sectors and Gewogs by assuring sound definitions, concepts and classifications on matters related to statistics;
	5

	f. Serve as a focal point for dissemination of Dzongkhag and Gewog level information;
	5

	g. Coordinate, monitor and control statistical activities at the Dzongkhag and Gewog levels;
	10

	h. Any other official tasks assigned by the supervisors.
	5


3. QUALIFICATION REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):
3.1 Education: BSc. Statistics
3.2 Training: 
3.3 Length and type of practical experience required: Entry/Minimum of 4 years of experience as Asst. Statistical Officer or equivalent experience.
3.4 Knowledge of language(s) and other specialized requirements: 
a. Fluency in Dzongkha and English;

b. Theoretical knowledge in statistical packages, databases, spreadsheets, and other computing software; and

c. Skills on computer and digital tablets for surveys and aptitude for research activities.

4. COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
a. The job requires strenuously long hours of working with the computers and digital tablets;
d. Requires technical and analytical skills and practical experience in statistical operations, goal setting and evaluation of programmes; and
e. Ability and commitment to work for long hours.
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):

a. The purpose is to provide quality, timely statistical data

b. The data will be useful for all ministries, organizations and agencies

6. INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions (Describe controls exercised over the work by the supervisor: how work is assigned, reviewed and evaluated):
a. Division and assignment of work given by the superiors;

b. Verbal instructions and Office Memos; and

c. A time schedule of work is assigned by the superiors.

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):
a. Division of work and activities are given in the mandate of the National statistical Bureau; and

b. For specific needs the Government issues guidelines to the National Statistics 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)

a. Coordinate with the sectors in the dzongkhags and Gewogs for statistical data; and
b. Needs to supervise enumerators during filed operation and must coordinate with them to generate quality data.
8. SUPERVISION OVER OTHERS (Describe responsibility of supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):

a. Supervise the work of the Assistant Statistical Officers, Statistical Investigators and enumerators during field operations; and
b. Quality and timeliness of work.
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)

a. Long hours of work in front of the computer and digital tablets;
b. Computations and analysis of statistical data; and
c. Has to travel in the villages for data collection.
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