ROYAL GOVERNMENT OF BHUTAN

                ROYAL CIVIL SERVICE COMMISSION
            POSITION DESCRIPTION

1.
JOB IDENTIFICATION:

1.1      Position Title: 
Fumigator II
1.2 
  Position Level:            S4
1.3      Major Group:

Library, Archives & Museum Services Group

1.4      Sub-group: 

Archives & Cultural Properties Services

1.5
  Job Code No.:

14.630.19
1.6      Job Location (Complete as appropriate): 

   Ministry:
 MoHCA; Department: Department of Culture; Division: National Library & Archives; Section: Library & Archives; Unit: Fumigation 

1.7
  Title of First Level Supervisor (Official title of the Supervisor):  Archivist.

______________________________________________________________________________

2.
DUTIES & 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):
Purpose: This position is responsible to make the Fumigation unit functional under the supervision of Archivist/Head of Archives. He/she is responsible to carefully treat the documents with chemicals in order to kills insects & disease carrying germs and their eggs, and other harmful micro-organisms which cause damages to the documents. He/she must also make chemical tests for some materials before treating them, because some materials prone to re-act with the chemicals and thus cause undesirable effects on the documents. 

	Duties and Responsibilities


	% of time

	· Receive the documents, clean them, sought them, arrange them, treat them in fumigation chamber, properly seal them in air tied boxes after treatment, transport them in the repository and hand over to the repository In-charge for preservation. 

· Maintain machine and equipments properly.

· Make sure that the chemicals used are in right proportion as per the requirement ensure that required materials are ready in stock.

· Maintains a good relation with the records organization/owners and within the organization.

· Carry out any other assigned by the Supervisor. 
	50

       10

       10

      10

       10

       05




3.
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work describe - Level of knowledge, skill and ability):
3.1
Education: Class XII passed.

3.2
Training: Pre-service OJT - 1 yrmonths .
3.3
Length and type of practical experience required: Fresh entry 
3.4
Knowledge of language(s) and other specialized requirements:  Zhungkha, English, and other local dialects with some knowledge in computer use.   

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):
The whole set of machines and equipments are imported and very costly. The Fumigation In-charge needs to take them great care. The archival documents to be treated in fumigation chamber are usually   rare, valuable and sensitive. Documents should be taken great care. Some of the items are highly sensitive and privacy must be well maintained. Precaution must be taken in handling the chemicals and its effects on health.

4.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and effect the work has on the work of others or the functions of the organization):
Once the documents are well treated in the fumigation chamber as per the required specifications and time duration, all the documents are free from damage causing insects and worms, and cane be stored in repository for permanent preservation. 

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE
6.1 Instruction (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
Instructions from Archivist/Head of Archives are given directly through phone, meetings, and letters. Work is evaluated through archives, reports, audits, meetings, etc.

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):

· Government rules and regulation documents;

· Legal Depository Act; 

· Library & Archives Rules and Regulations; 

· Fumigation rules.

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

Nature and purpose of the contacts with other are negotiations, exchanges, and cooperation on related subjects. Instructions, supervisions and advisory within the organisation.

8.
SURPERVISION OVER OTHERS (Describe responsibility for supervision over other employees, including the nature of supervisory responsibilities and categories and number of subordinates):
Supervision is exercised over subordinate staff.

9. 
JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc. and/or any risk or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
   Have risk of exposure to dusts and chemicals. Eyestrain, limps strain etc.

