ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  Gewog Admin. Officer II




1.2 Major Occupational Group :
General Administration & Support Services Group
 

1.3 Sub-Group:
General Administration Services



 
1.4 Position Level:
P5

 

1.5 Job Code No.: 
09.460.35



1.6
Job Location: (Complete as appropriate):



Ministry: ____________; Department: ___________; Division: ___________; 
Section: ______________; Unit: _______________.

1.7 Title of First Level Manager  (Official title of the Manager): 
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 organisation’s vision and mission statements.]

	Duties and Responsibilities

	· Provide administrative support services to the Gup.

· Ensure compliance to Government Administrative rules, regulations and procedures. 

· Ensure compliance to Government Financial rules, regulations and procedures. 

· Train GYT & community members.

· Advise and guide the GYT chairperson and GYT on national, sectoral plans, policies, priorities and programs. 

· Assist and guide the GYT chairperson and GYT on Dzongkhag and Gewog plans, policies, priorities and programs and draw up the Five Year Plan and annual plans in accordance with the decisions of GYT. 

· Advise and guide the GYT chairperson and GYT on developments within the country and Dzongkhag. 

· Assist the GYT chairperson in coordinating GYT meetings. 

· Coordination with Dzongkhag Administration. 

· Monitor the  plan implementation in the Gewog. 

· Prepare and submit monitoring/progress reports to Dzongkhag Administration and GYT, as required. 

· Prepare and submit annual report to Dzongkhag Administration and MoHCA. 

· Supervision of all dzongkhag staff posted in the Gewog.

· Supervision of Gaydrung and Gewog accountant. 

· Correspond with central agencies, DYT, GYT, Dzongkhag Administration as per the instructions of the Gup. 

· Ensure proper filing of correspondences. 

· Ensure accurate record keeping of all documents. 

· Endorse all applications for government services and programs after verification by Gup. 

· Inventory management, including record of all equipment/furniture procured or received by the Gewog / GYT, including office supplies and stationary. 

· Accord administrative approvals, as may be required and applicable with the Gup. 

· Ensure compliance to Bhutan Civil Service Rules and regulations, 2002. 

· Ensure compliance to RGOB’s Financial Manual. 

· Ensure quality control of geog physical infrastructure projects with the support of the Dzongkhag engineering section.




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

3.1      Education: 

Bachelors. 

3.2      Training:  

Training in relevant field

3.3 Length and type of practical experience required:

Minium of 4 yrs experience as Gewog Admin. Officer III or equivalent experience.
3.4 Knowledge of language(s) and other specialized requirements:

Should have good written and spoken Dzongkha and English. Knowledge of the BCSR, Financial Manual and fair idea of policies and rules/regulations would be advantageous.  

Should have good coordination and organizing skills. 

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

The work requires coordination and interactions with Dzongkhag Administration, Gewog functionaries, communities and with civil servants. The job requires following administrative and financial procedures and methods as per the prescribed rules and regulations. The position requires dealing with people of the Gewogs on administrative matters and therefore, it is quite complex. The incumbent should be able to communicate and manage people at Gewog level which requires communication skills and ability for social mobilization and advocacy.   

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):

Being the key administration at the Gewog, the Gewog Administration Officer will have to manage the civil servants at the Gewog in order to provide quality services for the community. 

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 position requires functioning without much of supervision being geographically distant from Dzongkhag Administration. Instead the Gewog Administration Officer are expected to assist and support the Gup in their administrative services. 

6.2
Guidelines (Indicate what written or unwritten guidelines are available and the extent to which the employees may interpret, adapt or devise new guidelines):


The Gewog Adm’s Term of Reference, BCSR, policy documents and financial manual are the guidelines available for the position. The position should interpret and implement matters administration. 

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

The position has to interact with the Gewog level functionaries and even with the community at large. The position also communicates with other organizations.  

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 Gewog Administration Officer has to supervise and monitor the work of Gewog Accounts, Gedrungs and other extension staff placed at the Gewog. He/she supports, evaluates and assists the Gup in the Gewog level administrative services.  

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.  Will the person be required to travel in this position?  If so, how often?):

The Gewog Administration Officers are placed at geographically distant Gewogs, therefore the position demands quite a lot of travel in the far flung Gewog.  
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