ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION:

1.1 Position Title:  

Executive Asst. I

1.2 Position level:

P5

1.3 Major Group: 

General Administration & Support Services
Group
1.4 Sub Group:

Secretarial Services 

1.5 Job Code No.:

09.490.07  

1.6 Job Location (Complete as appropriate):

i. Ministry: _____X_____; Department: -----
Dzongkhag___  Division: _____
Section: _____ Unit: _______

1.7 Title of First Level Manager:  Minister, Cabinet Secretary or Secretary.

1 PURPOSE, DUTIES AND RESPONSIBILITIES: (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position.  Duties should be presented in decreasing order of relative importance):

Purpose: Directly assist the Minister or Secretary in carrying out all the matters pertaining to the office affairs. 

	Duties and Responsibilities
	% of Time

	· Reviews and analyses documents/papers submitted and prepare briefs.

· Drafts official correspondence/documents.

· Assists in analyzing and evaluating various official matters and submissions.

· Follows-up on the implementation of various decisions/directives conveyed.

· Detailed translation work as and when required.

· Maintain records/files of the correspondences/ documents.

· Attend to any other administrative job as required.
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3.
KNOWLEDGE & SKILLS REQUIREMENTS:  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability). 

3.1
Education  

A Bachelors degree.

3.2
Training 

Training in Basic Management and Training in Public Policy Planning. Training in computer operation desired.

3.3 Length and type of practical experience required:

Should have 4 years of experience as Executive Asst. II OR equivalent experience.

3.4
Knowledge of language(s) and other specialized requirements:

Should have good written and spoken Dzongkha and English. Should have good communication skills, knowledge of rules and regulations, and drafting skills. Should have adequate knowledge on National/government policies, acts, conventions, rules and regulations and be fully conversant with policy implications of the government decisions and directives, sectoral plans and progarmmes.  Should have the ability to edit and review the translated texts and papers. Should be able to supervise and guide subordinates.

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 ability to coordinate and interact smoothly. It requires dealing with important and complex issues. High degree of sensitivity is required given the nature of matters handled.  

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 job is to assist/advise in official matters. The post is critical for the smooth and efficient functioning of the office.

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions:  Describe controls exercised over the work by the Manager; how work is assigned, reviewed and evaluated.

The position receives instructions and the work is carried out as per the directives received from the Manager. The work is reviewed and evaluated by the Manager based on performance.  

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 post requires functioning independently based on the guidance from the Manager and written guidelines like Policy documents and various Rules & Regulations. The incumbent is required to interpret, adapt and devise new guidelines at times.

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 job requires maintaining regular contacts with other employees within and outside the organization at higher levels to communicate the instructions/decisions of the Manager and for other various purposes. Contact with international agencies at a higher level may be required. 

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



The job requires general supervision over other administrative staff of the office.  This can be both at an informal and formal level.

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)


No physical exertion is required and is not exposed to any risks.  However at times the job  can be quite demanding with deadlines which may result in stress.

