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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

JOB IDENTIFICATION
1.1  
Position Title: 
ICT Technician
1.2  
Position Level:
S3

1.3  
Major Group:
Information & Communication Technology Services Group
1.4  
Sub- Group:
Information Technology
1.5  
Job Code No.:
11.540.07

1.6  
Job Location:



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



Section: _______________; Unit: ___________________

1.7 
Title of First Level Supervisor:  Senior Technician

2.
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: Under supervision installs, maintains, troubleshoots and upgrades computer hardware, software, personal computer networks, peripheral equipment, etc. 
	                                       Duties & Responsibilities
	% of Time

	· Diagnose and repair hardware problems, set up, configure and test equipment. Perform preventative maintenance and install upgrades;

· Troubleshoot and respond timely and accurately. Install and configure hardware and software;

· Responsible for maintaining, implementing, configuring, and repairing all computer systems and related peripheral systems and equipment;

· Install, configure, and maintain a variety of computer equipment including computer terminals, printers, modems, personal computers and data communication equipment;

· Determine source and nature of computer malfunction using diagnostic and application software. Adjusts repairs and replaces malfunctioning equipment;

· Serve as a principal source of information on equipment problems;

· Maintain inventory of supplies and equipment;

· Performs other duties of a similar nature or level. 


	


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



3.1 
Education: Non Class XII with Certificate 



3.2 
Training: Certificate course in the field of Information Technology.




3.3
 Length and type of practical experience required:  





Existing civil servants.




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

· Computer hardware, software and peripherals such as central processing units, servers, monitors, cables, network systems, printers, plotters and modems;

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

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

1.  
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
Provides basic troubleshooting and very routine tasks

2. 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 Technician performs routine tasks which is vital for a smooth daily functioning of the infrastructure of the organization.

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 Technical Associates

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 guidelines of 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) :
 

Ongoing involvement outside immediate unit



Work is subject to general review on an occasional basis.

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 Technician supervises the Assistant Technician and the Assistants.

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):
There is an occasional possibility of safety risks, conflicting demands, time pressures, deadlines, or emergencies. The incumbent may be subjected to regular sustained concentration. Considerable physical effort or a high degree of fine finger or hand dexterity is required.

May be subjected to minor electrical and static electrical shocks

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

