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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Land Record Asst III
1.2 Position Level:

S4
1.3 Major Group:

Architecture & Engineering Services Group
1.4 Sub-Group:


Land Record Services

1.5 Job Code No.:

02.230.09
1.6 Job Location (Complete as appropriate):
Ministry: Agriculture; Department: Survey & Land Records; Division: Land Registration; Section: __________; Unit: ___________.

1.7    Title of First Level Supervisor (Official title of the Supervisor):  Asst.  Land Record 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: Thram Data Capture, updating and maintaining all related land records.
	Duties and Responsibilities
	% of Time

	· Writing of new Sathram 
	

	· Writing of Sathram Drashu and Lagkher
	

	· Maintain files, registers and ledgers of Sathrams
	

	· Prepare and maintain progress report of Dzongkhags and the HQ.
	

	· Keep records of completed and pending cases of land transaction/registration by Dzongkhags and Geogs
	

	· Type letters and note sheets
	

	· Laminate/Scan old documents and Kapa forms
	

	· Indexing Sathrams of respective Units and maintain them in order
	

	· Receive incoming mails/documents and record them 
	

	· Receive revenue deposits and issue  receipts
	

	· Search and furnish documents/records to the Superiors as and when asked
	

	· Prepare/draft letters related to land transaction/registration
	

	· Any others 
	


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

3.1 Education: Cl .XII/In-service  with Certificate
3.2 Training: Training  in relevant field

3.3 Length and type of practical experience required: Minimum 4 yrs experience as Land Record Asst. IV or equivalent experience.

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

· Good command over written and spoken Zhungkha & English; 

· Operate computer both in Zhungkha and English;

· Knowledge of other dialects of the country would be an added advantage.

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
· Consist of clear-cut and directly related tasks; little or no choice in deciding what needs to be done; actions to be taken or responses to be made are apparent. 

· Require constant supervision, as compromise on accuracy is intolerable.

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):
· Involve performance of specific routine operations related to land transaction and registration. 

· Work product or service has impact to the Section with timely provision of information. 

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Supervisor makes specific assignments, with clear, detailed instructions; or assignments are covered by specific, detailed guidelines which must be followed; and supervisor is available to answer questions, work is closely controlled by nature of work itself or by close review by supervisor.

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):
Among others, the following are the main available guidelines - Thrimzhung Chenmo, Land Act 1979, Inheritance Act 1980, Forest and Nature Conservation Act 1995, Forest Rules & Regulations, Movable & Immovable Property Act 1999, Company Act 2000, Royal Decrees, National Assembly Resolutions, Government circulars/directives, Land Compensation Rate 1996, Road Act 2004, Guidelines on Land Registration & Transaction and New Sathram Compilation, Surveying and Mapping guidelines and many other host of relevant laws, Land Information Systems (LIS). The functions are to be discharged within this purview strictly.

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

Personal contacts are with employees within the Division primarily to give or receive factual information. Other contacts are with members of the general public in situations where the purpose of the contact pertains to land transaction and registration.

8.SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
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.

The work requires continuous writing or working in very uncomfortable positions without proper facilities for long periods. It also involves exposure to potentially dangerous situations under extreme weather conditions or other such conditions, which cannot be controlled during fieldwork. The work involves high risks or discomforts. It entails continuous walking and carrying of records and field equipments (approximately 15 to 20 kgs).
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