ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION
1.1 Position Title: 


Museum Guide I

1.2 Position Level:


S3

1.3 Major Group: 


Library, Archives and Museum Services Group

1.4 Sub-Group: 


Archives and Cultural Properties Services




1.5Job Code No:


14.630.16

1.6 Job Location:


Kawangjangsa, Thimphu

Ministry:_MoHCA; Department: DoC; Division: Folk Heritage Museum Museum  Section: Museum Guide                              Unit:

1.7 Title of first level supervisor (official title of supervisor):

2.
PURPOSE,DUTIES & RESPONSIBILITIES (Describe the purpose, 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 position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose: Ticketing and guiding the visitors in and around the museum

	Duties and responsibilities
	% of time

	· Print the entry tickets
· Guide the VIPs and visitors in and around the museum 

· Provide detail information of the Museum

· Distribute brochures.

· Maintain records of the entry tickets.

· Deposit the revenue accrued in Bank.
· Any other tasks assigned
	5
80 (2,3,4)

10

5

	
	


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

2.1
Education: Class XII with Certificate
2.2 Training:  Museum related training/workshop
2.3 Length and type of practical experience: 

 Minimum 4 yrs experience as  Museum Guide II or equivalent experience

2.4 Knowledge of language(s) and other specialized requirements: Should be fluent in Dzongkha and English - both written and spoken and other languages.

4.    COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
· Should have knowledge of the entire artifacts

· Should have very good communication skills

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

· Should know the exact dates, facts and figures of the artifacts 

6.   INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1
Instruction (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The senior officials concerned will give the work both written as well as verbal instructions

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):

· Government rules and regulations; and

· Museum Rules & Regulations.

7 
WORK RELATIONSHIP Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):
Work relationship with VIPs and visitors is very important

8   SUPERVISION OVER OTHER 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):

There is no supervision over others

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):
This work is mostly entertaining the visitors through good guidance.

