ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  

Dzongrab 

1.2 
Position Level:                       P2

1.3
Major Group: 

General Admin & Support Services Group

1.3
Sub Group:


General Administration Services 

1.4 
Job Code No.:

09.460.06   

1.6
Job Location (Complete as appropriate):

Ministry: ----------------Department: _________, Dzongkhag-------X---------        Division: __________; 
Section: ____________; Unit: __________________.
1.7   
Title of First Level Supervisor:  (Official title of Supervisor) Dzongda 
_____________________________________________________________________________

2.
DUTIES AND 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.

	Duties and Responsibilities
	% of Time

	· Initiates formation of sectoral plans and coordinates compilation of the Dzongkhag plan for further consideration by the Dzongdag.

· Coordinates Dzongkhag Yargay Tshogchung (DYT) in the capacity of its secretary.

· Engages as the Chairman of the Dzongkhag Tender Committee and process procurements.

· Discharges the administrative and financial responsibilities and capacity of the drawing and disbursing of Officer.

· Co-ordinates and supervises all socio-cultural activities in the Dzongkhag.

· Liaises and maintains public relations with different agencies, in the context of implementing the Dzongkhag policies and plans.

· Any other task assigned by the Supervisors 
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3. 
KNOWLEDGE & SKILLS REQUIREMENTS:  Minimum requirements for performance of work described (Level of Knowledge, Skill and Ability). 

3.1 Education  

Bachelor’s Degree in any discipline.

3.2 Training 

Post Graduate Diploma in Administration and Management

3.3 
Length and type of practical experience required: Minimum of 4 yrs experience in position level P3 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. 

· Knowledge of civil service and financial rules and various civil service procedures.
4.
COMPLEXITY OF WORK. Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work.

The responsibilities of a Dzongrab consist of many administrative, financial and liaison functions. This position enables the Dzongdag to take appropriate and well considered decisions on various matters. The work therefore involves analysis of facts and submission of recommendations on future activities and decisions. It also demands coordination with various sectoral personnel to facilitate convergence of objectives.

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 the organization.

The position of the Dzongrab Gom facilitates proper planning and executing the developmental activities successfully. It plays an important role and supports the Dzongdag in carrying out the affairs of the Dzongkhag smoothly. 

The position has a direct bearing in fulfilling the development needs of the people of the Dzongkhag.

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 Dzongdag provides instructions based on which all responsibilities delegated are carried out independently. A healthy mechanism of check & balance is maintained through the requirement of submitting periodic feedbacks and progress report to the Dzongdag.

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.


The “Functional responsibilities of Dzongkhag staff” issued by the Ministry of Home Affairs form the basis for charging the responsibilities of Dzongrab Gom. In addition the Dzongdag also issues necessary guidelines to meet the specific and peculiar needs of a Dzongkhag. 

The employee being the second highest in the Dzongkhag Administrative hierarchy is required to interpret rules and regulations and submits recommendations to enable the Dzongdag to take decision. 

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 frequent interaction, and coordination within and outside the Dzongkhag. The incumbent is involved in multi- sectoral activities and as such regular contacts are to be maintained for collection and dissemination of information related to works.

The position also is required to provide feedback on the developments within the Dzongkhag to the Dzongdag and also to other authorities and as such he is required to maintain wide contacts even with public. 

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


The position is required to supervise the work of the personnel attached to the Dzongkhag. It also involves counselling on various matters and evaluation of their performance. 


It may also be required to guide and support the field staff in the peripheries of the Dzongkhag.

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.


The incumbent in the position is required to under take visits to developmental sites and far flung localities, to assess the progress of development activities, hold public meetings, attend social and cultural activities etc. It often involves travel on foot, as the road network does not cover the entire Dzongkhag. 


The official is also required to work in extreme climatic conditions depending on the Dzongkhag.

