ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Immigration Officer
1.2 Position Level:

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

1.4 Sub-Group:


Immigration Services 
1.5 Job Code No.:

10.501.04
1.6 Job Location (Complete as appropriate):
Ministry: Home and Cultural Affairs; Department: Immigration; Division: ________; Section: _________;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Senior Immigration 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: The Immigration Officer would be responsible for coordination and implementation of immigration activities in the concerned dzongkhags and also responsible for maintaining reports of entry and exit of non-Bhutanese by land and air at particular period of time.
	Duties and Responsibilities
	% of time

	· Coordinate in implementation of immigration activities with the Regional Immigration Officers and Immigration Officers of concerned dzongkhags and the entry points

· Receive application for restricted area permit, analyze and categorize same and put up to higher authority for approval

· Evaluating and process route permits of foreign nationals visiting Bhutan and recommend for extension 

· Conveying approval of LRC, Department of Labour, Ministry of Labour and Human Resources to the concerned regional immigration offices

· Monitor the movement of foreign nationals by land and air 

· Generate and maintain updated data and submit monthly report on non-Bhutanese in the country

· Any other related duties
	40%

25%

10%

10%

05%

05%

05%


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:  

·  Advanced computer training knowledge

· Exposure to foreign immigration laws 

· Supervisory training (specific training to be identified)

3.3 Length and type of practical experience required: Four years of experience as Asst. Immigration Officer I or equivalent experience
3.4 Knowledge of language(s) and other specialized requirements: 

· Well versed in both English and Dzongkha (written & Spoken)

· Knowledge on immigration rules and regulations

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 work involves interpretation of immigration rules and regulations and convincing the general public.
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 would considerably influence the work of the organization. It deals with the variety of conventional problems or situations that affect the immigration principles and foreign nationals related issues.
6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Receives broad and general instructions and directives from his immediate supervisor. He carries out his work in accordance with immigration rules and regulations.

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):
The immigration guidelines are available. Needs to refer Immigration Hand Book, Citizenship Act of Bhutan and Nationality Law to perform day to day duty.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Involves contact with the employing agencies, individual, foreign nationals, Ministry of Labour and Human Resources and Royal Bhutan Police.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Supervise Asstt. Immigration Officers and nearly about 6-8.

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):
The position involves working during odd hours and taking unpleasant decisions. The position would also require going for occasional tours.
