ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.  JOB IDENTIFICATION:

1.1       Position Title:

Education Monitoring Officer
1.2       Position Level:

P2

1.3       Major Group:

Education and Training Services Group

1.4       Sub-Group:

Education Support Services

1.5       Job Code No.:

04.310.06

1.6       Job Location: (Complete as appropriate):

Ministry: Education


Department: School Education

Division: Education Monitoring and Support Services

Section………………………...

Unit…………………………...

1.7       Title of First Level Supervisor (Official title of the Supervisor):   Chief Curriculum Officer.


2.   PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

Purpose: 


The purpose of Education Monitoring Officers is to monitor the policies and programmes implementation and performance of the education personnel and provide professional guidance and support services for the enhancement of performance of education personnel in the delivery of quality wholesome education, in the areas of their specialisation. The EMOs are to assist the Chief in appraising the Ministry on the performance of schools, study reports and above all the health and standard of wholesome education annually.

	Sl. #
	Duties and Responsibilities
	% of time

	1
	Assist the Chief to develop policy guidelines and educate the Education Monitoring Officers, DEOs, focal persons and head teachers of schools through meeting and workshops.
	

	2
	Assist the Chief in planning, monitoring and implementing the EMSSD’s plan and to the Dzongkhags, cluster schools, schools and individual levels.
	

	3
	Develop the monitoring tools for different areas of monitoring work i.e. managerial responsibilities, instructional responsibilities, students support services and co-curricular activities, etc. of school /institutions and their programmes.
	

	4
	Test the monitoring tools and familiarise the personnel in the use of tool for effective monitoring and supporting works.
	

	5
	Visit schools and institutions monitoring and providing supports, write reports and appraise the Director and the Ministry on the status of schools/institutions and their programmes.
	

	6
	Facilitate School Base In-service programmes for schools or school clusters for focal person as and when the needs arise during the visits.
	

	7
	Review monitoring and support services regularly to bring innovation to our monitoring and support services of the education system.
	

	8
	Help in analysing the results of monitoring and support services /studies and recommend the Ministry on the avenues for new educational policy /directives formulation and on quality of education.
	

	9
	 Assist in writing duty statements of the Focal Persons and monitor their work. 
	

	10
	Provide feed back sessions after each visit of school clusters or Dzongkhag.
	

	11
	Carry out impact studies of EMSSD and organise Staff development programme for EMSSD and Focal Persons.
	

	12
	Facilitate National Base In-Service Programmes of other Divisions during the school vacations.
	

	13
	Carry out the responsibilities assigned by the Chief, as per the work plans.
	


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

3.1 Education: Bachelors Degree with teacher training
3.2 Training: Monitoring & Evaluation; Research Methods
3.3 Length and type of practical experience required: Minimum of 4 years of relevant experience in Position Level P3 or equivalent experience.
3.4    Knowledge of language(s) and other specialized requirements:

The EMOs should have:
· Should have good command of both English and Dzongkha. 

· Managerial and instructional leadership, 

· Knowledge and skills of monitoring and review, 

· Person of integrity and inspiring professional leadership with creativity and resourcefulness.

Knowledge

· Must have knowledge and skills of a successful teaching, 

· Mastery of subject knowledge and methods/skills or 

· Advance Diploma /master educational management theories and successful experiences in schools/institutions for at least five –seven years, 

· Sound knowledge of educational philosophy, human psychology and sociology, Knowledge of curriculum and assessment or evaluation theories and procedures, 

· Knowledge and skills of monitoring and support service of educational institutions and programmes, knowledge and skills of writing report and carry out simple research work related to education, 

· Knowledge of National Education policies, BCSR rules and regulations, knowledge of Bhutanese Culture and Traditions.

Skills 

· Effective communication skills (Dzongkha & English), 

· Managerial & executive skills, good inter personnel relationship, 

· Observation, data collection, writing, analytical and evaluative to make sound judgement, 

· Sound technical skills related to planning, implementing, monitoring and evaluating plans and programmes and 

· Sound leadership skills, and identifying creative and resourceful solution to problems. 

4.
COMPLEXITY OF WORK: (Describe the intricacy of tasks, steps, processes or methods involved in work; difficulty and originality in work):
Monitoring involves professional interacting with people of wide range of experiences and expertise who are highly sensitive. Thus the Education Monitoring Officers (EMO) need to be tactful while monitoring the performances of education personnel. Above all, the EMOs must have in-depth knowledge of what they are to monitor. 

Monitoring involves careful observations of what is being done, how things are done and why they are done in that manner, requiring accurate collection of data, which are later judiciously analysed identifying problems, raising issues of concern, putting forth ones thinking and interpretation of policies and directives, commenting on the quality and quantity of the various works produced by the teachers involved and suggesting to them to make, where necessary, further improvement. It also involves trying to convince unyielding teachers the need for change in their work habits or attitudes if they are found to be incompatible with the norms and code of conduct. The monitoring work is professionally and morally challenging for the monitors and is stressful.

The Monitoring involves a lot of travelling often inaccessible to motor roads, hostile climatic conditions and mountainous terrain. To the field people, the officers of the EMSSD present the Ministry of Education. Often the Officers have to tolerate the frustrations of the heads and teachers pertaining to the shortfalls of the Ministry of Education and its Departments. 

5.  SCOPE AND EFFECT OF WORK (Describe the breadth of work performance and the effect the work has on the work of others or on the functions of the organization):

The Education Monitoring and Support Services Division (EMSSD) is one of the key professional bodies establish not only to monitor but to provide professional support services in enhancing the performance of the education personnel in the delivery of education. Thus the EMOs have vital roles to monitor all aspects of management of educational institutions and their programmes, and support and guide in their function towards achieving the educational goals and the aspirations of the Royal Government.

The EMOs also assess the performance of the educational institutions, policies and plans implementations by institutions and appraised the Ministry of Education and recommend change of policies and plans if needed for betterment.

Effect of the position is to fulfil the above objectives:

The EMOs’ effective monitoring and support services: 

· enhance greater accountability efficiency and transparency in the performances of education personnel.

· ensure optimum utilization of critical human and material resources/quality control;

· enhance teachers’ professionalism through support mechanism.

· bring about over all school management efficiency and society at large; and

· enhance quality provision of wholesome Education to the Bhutanese children.

6.    INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 Instruction: (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):
The Chief after seeking approval of the Director of Education studies and formulates the instructions and disseminates through regular in-house meeting of the EMSSD. 

The annual performance targets and plans discussed but individually planned, monitored, reviewed and assessed collaboratively.

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 Decentralised Education mMonitoring and Support Services (DEMSS) Guide  developed by the EMSSD, 

· EPGI and Minutes of Annual Education Conferences,

· Study reports on the performance of DEMSS,

· Resolutions of the various boards meetings and the ad hoc directives of the Ministry of Education.

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with other within and outside the assigned organization (other than contacts with superiors) :

The EMOs are constantly in touch with DEOs, Principals of High Schools and tertiary institutes, Head teachers of all types of schools and teachers and non-teaching staff working in the educational institutions while carrying out monitoring and support services and also while following up of the recommendations through reports.

The EMOs have regular meetings with the officers of Ministry to share findings of the school visits and feedback their policies and programmes.

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):

The EMOs monitor, evaluate and guide the performance of Principal, Head teachers, teachers, other staff members of all schools both government and private. However, the number of employees being supervised may differ from year to year as the number of employees of schools are not same. The EMOs visit approximately 50 to 70 schools ( 50 to 70 heads) in a year covering about 500 to 1000 teachers.

9.
JOB ENVIRONMENT (Describe physical demands 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 EMOs are required travel most of the time during academic year - frequently on foot and risk footpath and hostile terrain and they have to be away from their families.

Monitoring involves studying document, observations and recording, collecting information as evidences and interviewing wide range of people for long hours which is stressful.

Travelling and working on week ends and government holidays, standing, walking and talking for long hours with or with proper working conditions depending on the school situations can be physically demanding and emotionally and socially distressful. 

