ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:            Election Officer II
1.2       Position Level:
P5
1.3
Major Group:  
Legal, Judiciary & Legislative Services Group

1.4      Sub-Group:
             Election Services  






 

1.5 
Job Code No.: 
13-613-09
1.6
Job Location: (Complete as appropriate):



Ministry: Election Commission, Department: Election; Division: 

1.7
Title of First Level Supervisor (Official title of the Supervisor):   Chief Electoral 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:  [insert a brief statement that reflects the overall intent of this position.  If possible, try and link this to the organization’s vision and mission statements.]

	Duties and Responsibilities

	Under the direct supervision of the Chief Election Officer, the Election Officer shall be responsible to:
· Assist the Chief Electoral Officer in the discharge of his/her functions.

· Participate in compilation of rules and regulations and election procedures.

· Analyze the progress of preparatory activities for the election.

· Ensure constant data collection and assessment of numbers of voters in the municipalities for appropriate ballot paper and EVMs distribution.

· Assist AFD in providing advice on reliable and secure procurement, transportation and storage of ballot papers and election materials.

· Visit Dzongkhags Offices to know local potential problems that may impact parties and candidates ability to compete at the elections.

· Supervise security arrangements for elections.

· Coordinate the placement and functions of Observers.

· Supply election materials to the Dzongkhag Electoral Officers.

· Collect election data and forward it to the research and analysis officer.

· Publication of the reports received from the research and analysis officer and

· Any other related duties and responsibilities assigned by the chief election officer.




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

3.1 Education: Bachelors with PGCDM
3.2 Training
3.3 Length and type of practical experience required: Entry      
3.4  Knowledge of language(s) and other specialized requirements:


Should have good command over written and spoken Dzongkha as well as English.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

The position should be responsible for the smooth conduct of elections to ensure free, fair and democratic elections.

The position is responsible to assist the Election Commission and also to coordinate and supervise all work for ensuring free, fair and democratic election under the authority of the Commission. 

Election Officer II will be required to deal with the eligible voters closely. He will be required to take the logistic arrangement to the polling stations during the time of elections. The position should posses high quality of leadership and communication skills as well.

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 organisation):

This position operates as the l Electoral Officer II of the Commission.
The position will coordinate and supervises all work for ensuring free, fair and democratic elections under the authority of the Commission. The position ensures that the elections are conducted in free and fair manners.

6.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation (other than contacts with superiors):

    The duties attached to the position involve frequent interaction with the Heads of Departments under the Commission, Political Parties, Public, Dzongkhags and international agencies that are collaborating in the process of election.

7.
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 Election Officer  II shall supervise, monitor and evaluate the work of the Department of Election including the election staff posted in the Dzongkhags as well as the eligible voters.

8.
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.  Will the person be required to travel in this position?  If so, how often?):
     
The job does warrant physical exertion which demands walking, standing and involves risks and discomforts like exposure to hazards such as exposure to radiation, extreme weather and other hostile working conditions especially during the time of elections.

