ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1   Position Title: 


           Law Clerk III

1.2   Position Level:                                      S3

1.3   Major Group:



Legal & Judiciary Services Group
1.4   Sub-Group:



Legal Services  

1.5   Job Code No.: 



13.610.07



1.6   Job Location (Complete as appropriate):

Organization: Office of Legal Affairs; Division:          Section:          Unit: ________.

1.7   Title of First Level supervisor (Official Title of the Supervisor): 

2.
DUTIES AND RESPONSIBILITIES: (Describe the main duties and responsibilities, indicating what is done and how it is done).
Purpose: The purpose of the Law Clerk is to provide assistance to the Legal Services team in the form of all administrative and legal matters.

	Duties and Responsibilities
	% of time

	· Manage documents relating to cases/court proceedings, drafting, and legal service.

· Accompany Prosecutors to the court;

· Read, interpret and draft correspondence, especially in                                                                                      Dzongkha;

· Type charges, statements, etc. in English as well as in Dzongkha; 

· Help Translate legal documents;

· Provide general support including office management, record keeping and correspondence;

· Maintain information storage and retrieval services including the law library and other legal research facilities and tools, a database of statutes and subsidiary legislation, and a database of treaties and other international agreements; 

· Any others as assigned.


	


3.
KNOWLEDGE & SKILLS REQUIREMENTS: (Minimum requirement for performance or work described (Level or Knowledge, Skill and Ability): 

3.
KNOWLEDGE & SKILLS REQUIREMENTS:
(Minimum requirement for performance of work described (Level of Knowledge, Skills and Ability). 
 3.1      Education: Non- Class XII with certificate.
       3.2      Training: 
 3.3      Length and type of practical experience required: Entry.
       3.4  
Knowledge of language(s) and other specialized requirement: Should have good command over written and spoken Dzongkha as well as 

                  English. Dzongkha computer skill is required.

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

The position involves translation of legal documents and drafting of statements and affidavits. A high level of accuracy is required in the work undertaken.  The work is reasonably straightforward, as supervisors direct the majority of tasks.

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 organization):


The position is required to support many officers within the legal services group and therefore, requires the person to be able to prioritize effectively.  A high degree of accuracy is required in both translations and research, as decisions will be based on the work of the Law Clerk.

6.

INSTRUCTIONS AND GUIDELINES AVAILABLE: 


6.1
Instructions:(Describe controls exercised over the work by the Superior;    how work is assigned, reviewed and evaluated): 

    
The position receives constant instruction from the superiors. The work is   assigned to him and reviewed by the superior.

      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 position will be guided by the superior

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


The position involves frequent interaction with bench clerks, witnesses and representative of the principle organizations. 

8.
SUPERVISION OVER OTHERS: (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of sub-ordinates):

      None

9.
JOB ENVIRONM: (Describe physical exertion required, such as ENT walking, standing, lifting heavy objects, etc., and / or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme whether and other hostile working conditions):
The position will occasionally accompany superiors during the field verification and investigation or research. The incumbent is required to walk and take care of equipments and paraphernalia.

