ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION
POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:


Joint Commissioner (Revenue)

1.2
Position Level:


P2
1.3
Major Group: 


Audit & Finance Services Group

1.4
Sub-Group:



Revenue Services

1.5
Job Code No.:


06.380.11

1.6
Job Location (Complete as appropriate):

Ministry: Ministry of Finance; Department:
 Revenue & Customs; Division: _________; Section: ___________; Unit: ___________.

1.7 
Title of First level Supervisor (Official title of the Supervisor): Commissioner/Regional Commissioner
2. 

Purpose, DUTIES & RESPONSIBILITIES  (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 positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: The purpose of the job is to assist the Commissioner/Regional Commissioner in implementing and achieving the planned activities and stated goals and also include review, recommend and streamline procedures and system.. At the regional level, the purpose could include daily monitoring, supervision, reporting and advising the Regional Commissioner on policies, procedures and system. The position shall be the head of section in the head office or at the Regional office.

	Duties & Responsibilities
	% of Time

	· Assist the Commissioner/Regional Commissioner in formulation and interpretation of revenue, direct and indirect taxation rules and regulations;

· Plan and coordinate assessment and collection of taxes and duties in the region and issue clarifications on related issues;

· Draw annual work plan and program on the Tax, Customs and Excise activities and for Revenue Accounting; 

· Study, analyze and propose revenue forecasts at the Regional Level and National level; 

· Validation, compilation and publication of revenue, tax and trade data at the National level;

· Design and develop training workshops and spearhead all types of training and awareness workshops and act as resource person/depute for all regular in-country courses including inter governmental seminars and workshops..

· Detect, investigate and recommend prosecution for breaches of direct and indirect tax laws including breaches of revenue collection and deposit procedures through timely audit of agencies and RRCOs.

· Review appeal cases at the regional level and submit report to Headquarter for final decision;

· Coordinate and liaise with various Revenue Agencies, Ministries, Departments and Organizations on matters of revenue audit, collection and deposit.

· Assist the commissioner in human resource and other personal matters

· Help towards achieving the national revenue targets and ensure that actions, plans and programme are in coordination with other department and agencies.

· Assist in the compilations of excise duty refund claims

· Any other assigned task. 
	


3.
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education: B. Com/B. A. (Economics). 
3.2 Training: Advanced training in Tax & Customs Administration/ Commercial Accounting/ Public Finance / Financial Management.

3.3 Length and type of practical experience required:  Minimum experience of 4 years as Dy. Commissioner or equivalent experience.

3.4 Knowledge of language(s) and other specialized requirements: The person should possess effective communication skills, diplomacy and high degree of dedication. Have good command over both written and spoken Dzongkha and English; local dialects are an added advantage. Be conversant with direct/indirect taxation revenue accounting and auditing system in the country as well as other international countries norms and practices.  Should have good skills in computer applications and operations. 
4. 
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Work involves over-all administration of assessment and collection of taxes and duties. It has to be administered in such a manner that encourages voluntary compliance/declarations and facilitates movement of goods, passengers, vehicles and aircrafts in a smooth manner.

Public confidence and trust in the integrity and efficiency of the system should be maintained at all times by applying rules and regulations fairly, uniformly and courteously. 

Maintaining information network with other agencies is crucial for this job. Relying merely on books of accounts or Revenue Accounting Manual is not enough for effective accounting/audit. Refining of data and scooping for complete information; to filter reports and other information is a requirement. Therefore, external information has to be sought which is an additional responsibility. Sometimes search of premises have to be conducted based on tip-off received from informers. However, at times, searches are not successful putting the authorities a very embarrassing situation. Therefore, it is very difficult to find reliable informers.

It involves supervising the planning of assessment of taxes. Require studying and recommending simplified procedures at the entry and exit points, acquiring information from various sources on the valuation of goods, validation of compilation of data, conduct or organize intensive training programme in specialized subjects like valuation and classification, techniques of assessment, revenue accounting and auditing, etc. 

In cases of assessment and revenue auditing, prioritizing is one of the main constraints; on the one hand, revenue consideration have to be kept in mind, on the other hand, clearing assessment backlogs and resource constraints. Both issues have to be addressed carefully at planning stage. 

In case of valuation of goods, bringing out valuation guideline is very difficult as there are more than 5,000 commodities and each commodity has different size, model, types etc. Validation of data involves studying and analyzing for compilation of correct and accurate data. It involves contact with the concerned importer or exporter for acquiring information.

The third stage is to oversee report writing, collection recovery and follow up actions by the subordinate staff. Have to confront critical issues, which are often undefined and unrelated in the normal course of work. It demands thorough understanding of the subject and requires new techniques and criteria or new information, concepts and theories to be adopted. Work entails certain depth of analysis and has to consistently work on improvement of the system.

Also to make and encourage the public and taxpayers aware of the rules and regulations, to make them understand and comply with existing policies, mass public awareness programme has to be carried out.

5. 
SCOPE AND EFFECT OF WORK (Describe the breath of work performance, and the effect the work has on the work of others or the functions of the organization):
To assist the Commissioner/Regional commissioner in liaison with other agencies of the Royal Government and external agencies. Also assist the Commissioner/Regional Commissioner in ensuring that policy implications are minimal as it has potential for affecting work of other people, and enhance equity in society. Hence, success or failure of this particular function has direct bearing on not only fulfilment of national revenue targets and goals, but also more importantly on the capacity of the revenue and customs administration to collect taxes and duties efficiently and effectively at minimum cost in a fair manner. The official is required to play an important role in providing information related to policy making and therefore proper guidance and instruction have to be imparted besides ensuring upgrading their knowledge and skills.

6.
INSTRUCTIONS & GUIDELINES AVAILABLE: 

6.1 
Instructions (Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):
The Joint Commissioner has fixed responsibilities along with specific authorities, which are delegated by the Commissioner/Regional Commissioner. Most of the time the work assigned is time bound. The Joint Commissioner is required to plan and complete the work within the stipulated time. After the assigned job is carried out it is reported to the Commissioner/ Regional Commissioner. The Commissioner/ Regional Commissioner reviews and evaluates the job and conveys approvals or directions for further steps of actions to be taken. 

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 Income Tax Act 2001 and the rules thereto, Income Tax Manual, Sales Tax, Customs and Excise Act and rules thereto, Customs Tariff and Sales Tax Schedules , Revenue Accounting Manual, are the guiding laws and regulations based on which the job is carried out. The Annual General Meetings of the Department also sets targets and programs to be carried out during the year. Also any other directives issued by the Government from time to time.

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of    contacts with others within and outside the assigned organization (other than contacts with superiors):

Contacts with taxpayers are almost on a daily basis. The purpose is mainly to implement, explain/interpret rules and regulations and advise on direct and indirect tax related matters. There are also frequent contacts with outside agencies for public education programme, workshops and seminar and the media to inform on rules,. regulations and changes of policies

Nature of job entails interaction with other administrations of the same department, various categories of taxpayers, importer and exporter. Has interaction with various agencies of the Royal Government, private organizations and diplomatic missions, bilateral and multilateral agencies within the country as well as with external agencies such as the Internal Revenue Services, Customs & Excise administrations of other countries, international organizations like WCO / WTO and regional organization like SAARC.

The purpose of the contact with other administrations of the same department is to share information which will be useful for assessment and collection of income tax and to exchange intelligence information on movement of un-authorized and prohibited goods and also in the area of mutual cooperation. 

Required to maintain personal contact with different persons from other offices. He is also required to go to the field level to coordinate different activities. He would also have to have teaching skills, as he would be required to impart in country training or act as resource person on related subjects such as tax, customs, revenue accounting and auditing.

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):
Supervision over others is partly managerial and partly advisory in nature. The number of employees supervised will be from 40-50 and is likely to increase in the future with the introduction of Personal Income Tax. The nature of the supervision is in terms of assessment, coordination & planning, directing, report writing, reviewing work in the field and maintaining general office decorum at work. 

9. 
JOB ENVIRONMENT (Describe physical demands 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):
Since job involves direct contact with public, frequent tours are conducted. Frequent inspection of subordinate offices; check posts and airport and other revenue collecting agencies are also carried out to prevent misappropriation of government revenue, timely accounting, etc. Such measures are most of the time opposed by the defaulters and grievances taken personally exposing to high physical risk affecting the morale of the civil servants. 

Physical exertion, exposure to hazards and hostile conditions are encountered under following situation and circumstances:

9.1 Physical exertion: Regular field inspection and touring far-flung places beyond motorable road etc.

9.2 Discomfort like exposure to hazards such as exposure to chemicals infection, radiation etc.: For assessment & collection of taxes and conduct search, often have to visit factory, construction sites, chemical industries sometime without safety measures exposing to all sorts of health hazards.

9.3 Hostile working condition: Situations such as search and inspection leading to seizure and confiscation of goods often leads to defaulters not extending co-operation resulting in physical threat and abuse of the civil servant.  Situation would also require litigation with defaulters in the court of law. 

Collection of taxes means asking individuals to part with money. Contact is at a very personal level exposing to high risks of being compromised and similarly, non-compromise results in various forms of personal threats. Therefore, the position has to operate in a very hostile environment.

