ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

JOB IDENTIFICATION
1.1  
Position Title: 
ICT Technical Associate I
1.2  
Position Level:
S1

1.3  
Major Group:
Information & Communication Technology Services Group
1.4  
Sub- Group:
IT Services

1.5  
Job Code No.:
11.540.06

1.6  
Job Location:


Ministry: ______________; Department: _________________; Division: ____________;



Section: _______________; Unit: ___________________
1.7  
Title of First Level Supervisor:  Senior Technical Associate

1. PURPOSE, DUTIES AND RESPONSIBILITES (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 position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose: This is the entry level class in the Associate series.  This class is distinguished from the Officer level by the performance of the more routine tasks and duties assigned to positions within this series.  Employees at this level are not expected to perform with the same independence of direction and judgment on matters allocated to the Officer level.  Since this class is typically used as a training class, employees may have only limited or no directly related professional work experience.  Employees work under general supervision while learning job tasks.
	                                         Duties & Responsibilities
	% of Time

	A. Managerial

· Plan and coordinate the delivery of an IT security awareness training program for end users at all levels in the organization;

· Update the organization’s contingency or disaster recovery plans to respond to new security requirements and present updates plans to the Senior Technical Associate for review and approval.

B. Administrative

· Maintains a record of all hardware/software procured and a document of security issues the organization faced/faces.

· Performs other duties of a similar nature or level.
	


Security Administrator

· Assist in the development and implementation of network security architectures and technologies;

· Perform installation of operating system security software and hardware;

· Identify and specify information systems requirements associated with migrations to new environments;

· Perform routine troubleshooting and maintenance of the network security;

· Develop specifications to ensure compliance with security requirements at the system or LAN level.

Network Administrator

· Analyze network efficiency by conducting network tests and running diagnostics to forecast performance thresholds; 

· Monitor and report on network traffic, usage and performance;

· Assist in determining appropriate architecture, topology, and transmission requirements for installing voice, data and/or video applications;

· Develop basic interface programs;

· Performs routine network maintenance.

Systems Analyst

· Assist in collecting information to analyze and evaluate existing or proposed systems;

· Prepare detailed flowcharts and diagrams outlining systems capabilities and processes in terms which managers or non-data-processing personnel can understand;

· Assist in preparing specifications for programmers to follow e.g. detailed descriptions of records, files and documents used in processing;

· Participate on a team designing, testing, and implementing software.

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

        3.1
Education: Cl. XII with Diploma (DIMS) / In-service with Diploma



3.2 
Training: Training  related to specific field of work.


          3.3
 Length and type of practical experience required: Minimum of 4 yrs as ICT Technician Associate II or equivalent experience.




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

· Computer operating systems and systems programming;

· Principles, practices, hardware and software related to the establishment and maintenance of LAN’s and WAN’s;

· Procedures for installing, configuring, upgrading, troubleshooting and repairing applicable software, hardware and peripherals;

· Strong interpersonal and communication skills.

4. 
COMPLEXITY OF WORK  (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
Work consists of related steps, processes or methods with choices relatively obvious based on information provided.

5. 
SCOPE & EFFECT OF WORK (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

The Technical Associate deals with a variety of conventional problems, questions or situations affecting the design or operation of systems or equipment.

6. 

INSTRUCTIONS & GUIDELINES AVAILABLE

6.1 
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):

    

Receives instructions from the ICT Officer/Asst. ICT Officer

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):

   


As per the organization

7.

 WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
   
Works closely with the Asst. ICT Officer

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): 
 


Supervises the ICT Technicians

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):
Involves some physical exertion such as long periods of standing, walking, or moderate to heavy lifting 

May be subjected to minor electrical and static electrical shocks

Susceptible to eyestrain, hand and wrist problems such as carpal tunnel syndrome 

