ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Human Resource Officer
1.2 Position Level:

P4
1.3 Major Group:
Human Resource Development & Management Services Group 

1.4 Sub-Group:


Human Resource Management Services
1.5 Job Code No.:

10.510.04
1.6 Job Location (Complete as appropriate):
Ministry: ___________; Department: ___________; Division: Human Recourse Management; Section: _________;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Senior Human Resource Officer.
2 PURPOSE, 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: Coordinate, Implement, & Monitor the progress of HR Development & Management Plans in consultations with other relevant officials.

	Duties and Responsibilities
	% Of Time

	· To help implement HR initiatives in the areas of recruitment, organizational development, professional development, performance and change management in alignment with organizational strategy.

· Recommend appropriate Human Resource and Employment policies in relation to national economic policies, particularly fiscal and monetary policies, Sectoral development plans, education policies, salary/wage and incentive policies and technological policies;

· Assess skilled human Resource needs of the organization within a specified time frame and recommend appropriate programs and policies on the following:

i) Manpower planning models, systems and procedures

ii) Job analysis, selection procedures, appointment policies, procedures and career planning;

iii) Training and development programs;

iv) Post creation and staff strength.

· Maintain an up to date information on staff welfare and provide them for resource planning & decision making in HR Development and employment;

· Coordinate for recruitment and selection of candidates for employment and pre-service training.

· Monitor the performance and effectiveness of the existing staff and initiate activities for its continuous improvement.

· To co-ordinate and promote management of staff relations, peer to peer as well as upwards and down the management hierarchy.

· To advise management on all HR matters.

· To coach, mentor and appraise direct reports within the HR Division.
	20%

10%

10%

5%

10%

10%

15%

10%

10%


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

3.1 Education: Bachelors         

3.2 Training: Human Resource Planning and Development/Employment and Analytical skills. 

3.3 Length and type of practical experience required: Four years of experience as Asst. Human Resource Officer or equivalent experience.

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

Computer knowledge. Research methodologies.  Must have aptitude for research and developmental works. Management skills. Good communication skills in Dzongkha and English as well.  Must have strong interpersonal skills.

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
· The task involves data sampling and other statistical intricacies to be managed and worked out. The work should be carried out independently to a large extent.

· Great diplomacy, tact and confidentiality must be exercised at all times as situations involve handling employee relations in a manner that is fair and consistent.

· The work typically consists of several different and unrelated processes requiring decisions to be made sometimes without all the information available.

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 position is to facilitate effective performance of the employees. Therefore, success of the HR Division is determined on the incumbent’s ability to coordinate, implement and monitor the training assessment for various programs. The position, therefore, contributes directly to the functions of the organization. 

The work typically consists of dealing with a variety of conventional problems, questions or situations affecting the design or operation of systems or equipment.  Unusual situations are usually referred to the supervisor.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Minimum supervision and control. The employee shall work under the instructions of the Senior HR officer or an appropriate senior manager.
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):
HRD Master plan and Five Year Plan documents and other government policies and documents. The head of the organization and the Human Resource Division may issue verbal as well as written instructions from time to time. BCSR 

The work typically consists of recurring assignments without specific instructions but within general guidelines, with finished work reviewed.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Extensive contacts with the employees, job seekers, education department and training institutions to exchange information on labor market and career.

Personal contacts are with employees within the same agency or with the general public with the primary purpose to obtain, clarify or give factual information.  At times, the interactions are also to control, motivate and influence.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
The employee shall be required to supervise AHROs, office secretaries and data managers. 

9 JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):
Work is normally sedentary and imposes no special physical demands other than some walking, standing or light lifting with little risk or discomforts that can be controlled by observing standard practices.
Dealings with people with different personalities could result to intimidation/Threats/ arguments.
