ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION  DESCRIPTION 
1.  JOB IDENTIFICATION:

1.1 Position Title:  

Fund Manager (Election) 

1.2  Position Level:

P2

1.3 Major Group:

Finance & Audit Services Group


1.4 Sub Group: 

Finance, Accounting & Budget Services


1.5 Job Code No.:

06-360-17

1.6 Job Location (Complete as appropriate):

Ministry:Election Commission; Department: 


; Division:

Public Election Fund Division; Section: 
____; Unit:
______. 
1.7 Title of First Level Supervisor (Official title of the Supervisor): Director
2. Purpose, DUTIES & RESPONSIBILITIES  (Describe the main 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 positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: Manage the Public Election Fund and monitor utilization of funds as well as scrutinizing of income and expenditure returns of registered political parties and candidates for ensuring clean, free and fair elections and referendums.

	Duties and Responsibilities
	% of time

	· Formulate Public Election Fund Act and other related guidelines of the Election Commission;

· Manage Public Election Fund in line with provision of the Act;

· Forecast the annual requirement of fund & recommend to Parliament;

· Developing detailed guidelines and procedures on fund utilization and maintenance of records by the political parties and candidates.
· Approve and release funds to the registered political parties and candidates within the limits prescribed as per the Public Election Fund Act; 
· Ensure timely submission of annual returns to the Division;
· Prepare the submitted records for public scrutiny;
· Plan and organize the conduct of examination and audit of books of accounts maintained by the political parties and candidates;

· Liaise with observers with regard to campaign expenses during elections.

· Act as resource person for giving training on Public Election Fund;  

· Develop annual work plan for the Public Election Fund Division;

· Assign responsibilities and distribute work to the Division;

· Exercise day to day control and supervision of the Division Staff;

· Carry out annual performance review and evaluation of the Division staff;

· Perform any other task that may be assigned by the Election Commission from time to time.


	· 


· 
3 KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 
Education: B. Com/B.A (Economics).

3.2 Training: Training in Financial Management and Administration & Management Programme (AMP) and other advance training in finance.

3.3 
Length and type of practical experience required: Minimum experience of 4 yrs at P3 Level in relevant field or equivalent experience
3.4  Knowledge of language(s) and other specialized requirements: Good      command over written and spoken Dzongkha and English. Advance computer knowledge in office management and good managerial skills.

4. COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Managing and conducting elections is the most complex task a country undertakes in a peace time. Unlike in other countries, the election campaign and expenses will be state financed. The position requires close involvement in the formulation and execution of public election fund act and also training of stakeholders. Therefore, it requires a relatively high degree of technical knowledge and management perspective with emphasis on fund management and monitoring. Auditing is also one aspect of the Public Election Fund Manager. Therefore, it is required to have good auditing skills and knowledge. Substantial management and administrative skills is another requirement and should also possess strong leadership qualities. Since the nature of the task is undertaken for the first time the position also demands ability to work under pressure and undertake good crisis management within the given time frame.
5 
SCOPE AND EFFECT OF WORK (Describe the breath of work performance, and the effect the work has on the work of others or the functions of the organization):

The scope of the work is very wide as the state financing allows level playing of all interested and qualified political parties and candidates in the country without having to depend on private source of funding. Therefore, the position involves disbursement of funds in a non-discriminatory manner and to ensure strict compliance in the use of funds by the politicians. The work also has direct supervision on management of funds by the politicians and their performance in elections. Without funding by the Government there may not be clean, free and fair elections.
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 Fund Manager is in-charge of the Public Election Fund Division and therefore responsible and accountable for its activities. The work is performed as per the provisions in the Election Act and the Public Election Fund Act and as per the duties and responsibilities assigned by the Election Commission. However, he/she also performs task as and when required by the Chief Election Commissioner and the Director.

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):

Guidelines available are the Constitution, The Election Act and the 
Public Election Fund Act after being enacted. The position also needs to abide by Code of Conduct and Ethics of BCSRR 2006 which is very important for every civil servant. The works are also performed as per the general or specific instructions issued from time to time in the form of circulars and instructions.

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 involves frequent contact and inter-action with the political parties and the candidates and plays an important role in advising the political leaders regarding the utilization of the fund. Inter-action with other Departments/Divisions in the Commission is also very high as the works are closely related to each other.
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):
Delegates and distributes work to the staff within the Division and exercises a general broad supervision and monitoring of the Public Election Fund. The position also has supervisory function over political parties and candidates with regard to utilization and management of funds disbursed to them.

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 work does not entail any physical discomfort or risk in the normal discharge of duties and responsibilities. However, the position is required to have managerial and negotiation skills as it involves dealing with politicians and should be in a position to work round the clock especially during election period. 

