ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION
1.1
Position Title

: Immigration Inspector II
1.2
Position Level

: S2
1.2
Major Group

: Human Resource Development & Management

1.3
Sub Group

: Immigration Services
1.4
Job Code No

: 10.501.08

1.5
Job Location (Complete as appropriate):

Ministry: MoHCA; Department: Immigration; Division: Inspection, Section……………..;
Unit………………………
1.6
Title of First Level Supervisor (Official title of the Supervisor): Senior Immigration Inspector

2.
PURPOSE, DUTIES AND 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: This post would be responsible for carrying out field inspection and identify illegal immigrants. Prepare inspection reports and documentation of illegal immigrants detected and repatriated at regular intervals.
	Duties and Responsibilities
	% of Time

	· Monitor the movement of illegal immigrants in the country by carrying out inspection.

· Carry out ad hoc and clandestine inspection at construction sites, various government and private organizations which engage foreign workers.

· Coordinate settling of all offence cases pertaining to illegal immigrants.

· Apprehend illegal non-Bhutanese labour and levy fines.

· Prepare monthly inspection reports, documentation on illegal immigrants detected and repatriated at regular intervals.

· Ensure effective and timely repatriation of illegal immigrants.

· Maintain data on the illegal immigrants.

· Any other related duties 
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3.
KNOWLEDGE & SKILLS REQUIREMENT
(Minimum requirement for performance of work described (Level of knowledge, Skill and ability):
3.1 Education: Class XII passed
3.2 Training: Vigilance training 
3.3 Length and type of practical experience required: 4 years of working experience as an Asstt. Immigration Inspector.
3.4 Knowledge and type of language(s) and other specialized requirements: Well versed in both English and Dzongkha (written & Spoken); be able to communicate in Hindi and other local dialects

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


There is clear-cut and direct instructions related to tasks, however, sometimes he is required to take spot decision regarding repatriation and imposition of fines.
5. SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect the work has on the works of others or the functions of the organization): 

The work involves effective vigilance and ensuring that there are no illegal immigrants/workers within his/her jurisdiction.
6. 
INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 Instructions (Describe controls exercised over the work by the superiors; how work is assigned, reviewed and evaluated): 
He receives clear cut instructions from Senior Immigration Inspector. 

6.2 Guidelines (Indicate which written or unwritten guidelines are available and the extent to which the employees may interpret, adopt or devise new guidelines): Immigration rules and regulations are available and he/she needs to implement them while on duty. Needs to refer Immigration Hand Book, Citizenship Act of Bhutan and Nationality Act in order to perform the day to day responsibilities.

7. 
WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors): Needs to keep constant vigilance and contact the employers of foreign workers in private organizations and individuals to check if the recruitment is in conformity to immigration rules and regulations. Needs to coordinate and keep contact with Ministry of Labour and Human Resources.

8.
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates): Coordinate inspection tasks with other immigration offices and supervise around 4-5 subordinate immigration inspectors.

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 to chemicals, infections, radiation, extreme weather and other hostile working conditions): Have to travel to any part of the country whenever necessary to curb the illegal immigrants and therefore, involves lot of field works even during odd hours. Have to deal and confront with various people during the time of duty.
