ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMISSION

POSITION DESCRIPTION
1.
JOB IDENTIFICATION
1.1
 Position Title:

Jr. Instructor I

1.2
 Position Level:

S1

1.3
 Major Group:

Education and Training Services Group

1.4
 Sub-Group:

Training/Tertiary Teaching Services

1.5
 Job Code No:

04.330.02
1.6      Job Location (Complete as appropriate): Vocational Training Institute
Ministry:
; 
Department:  

Division: _______;

Section:
___________;
Unit: ____________.

1.7
Title of First Level Supervisor (Official title of the Supervisor): Head of the Department / Section 

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: Conduct theoretical and practical training, at least, till diploma level or the equivalent level, coordinate training courses, and assist in the administrative responsibilities.  
	Sl. #
	Duties and Responsibilities
	% of time

	1.
	Conducts theoretical and practical training in one’s discipline, at least till class Diploma or equivalent level.
	50

	2.
	Develops and provides guidelines for teaching/training curricula.
	10

	3.
	Carries out basic research, designs training materials/programs and evaluates them.
	10

	5.
	Mentors Associate Instructors and Assistant Instructors, supervises their work and guides the trainees/students in the learning process.
	10

	6.
	Evaluates performance of trainees and maintains records and reports of programs
	10

	7.
	Participates in relevant meeting/discussion and coordinates extra-curricular activities.
	5

	8.
	Carries out any responsibility as assigned by the Head of the Institute.
	5


3. 
KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described - Level of knowledge, skills and ability): 

6.1  Education: Class XII with Diploma

6.2 Training: Training of Trainers

6.3 Length and type of practical experience: Minimum four years of experience and satisfactory performance in the post of Junior Instructor II OR equivalent/relevant experience.
6.4 Knowledge of language(s) and other specialized requirements: Knowledge of English and Dzongkha languages. Local dialects preferred in those disciplines where the work needs contact with the local people.
4.
COMPLEXITY OF WORK (Describe   the   intricacy of   tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

Instructor needs to be well versed with practical aspects of the subject area in addition to having sound theoretical knowledge. The practical training aspects/demonstration demands sound dexterity, psychomotor and mechanical skills in all the technical training areas.

Instructor is also required to be involved actively in developing curriculum and training materials for the training courses. This will require, at least basic skills in research and curriculum development   

Instructor is also required to coordinate training courses and shoulder administrative responsibilities which will require him/her to solve problems of the trainees/students.

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

Instructor is required to: teach/train at least till diploma level, carry out basic research, provide guidance to the junior faculty and assist management in the day-to-day administrative works.     

Quality of work of the Instructor will have direct impact on the quality of training imparted and quality of services provided by the trainees in the respective organizations. 

The quality of work performed by the Instructor will also affect the work of other professional colleagues in the functional and administrative areas. 

6.    INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.5 Instruction (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):

The work is assigned by the head of department/section based on the work plan of the Institute. The performance is supervised by the head of the department/section on a periodic basis.

Annual evaluation of the works shall be carried out as per the BCSR guidelines.

6.6 Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

Written guidelines comprise of policy manual of the institute, institute’s calendar of activities, directives of the head, sector policies, curriculum guide, etc.

Generally, an Instructor has to follow the prescribed guidelines and does not have much freedom to change such guidelines without approval of the head of the department/section.

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

The work will require frequent contact both within and outside the institute/organization. Contact within the Institute/organization will include:

· Trainees during training/teaching and while instructing and guiding them.

· Junior instructors and peers for mentoring and coordination/discussions on training matters.

· Outside institutions/academic associations to interact and share information in one’s field of study. 

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 work of Associate Instructor and Assistant Instructors

· Supervises trainees during training sessions/field trips/On-the-Job-Training/extra-curricular activities;

· Supervises trainees in the residential facilities as hostel warden/matron, etc. (if assigned such a responsibility).

· Supervises supporting staff, if attached, under the supervision of the Instructor I.

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):  

Instructor has to face the risk of exposure to chemicals, accidents, toxic substances, radiation, wastes, and dusts etc. and will be required to lift moderately heavy items. He/she needs to travel to field level to conduct training, to supervise trainees or to collect data and information. One has to travel to remote areas of the training institutes are located in such places.

Needs to travel to field to conduct training, supervise training works (OJT) or to collect data and information on training areas.

