ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1
Position Title:  
Office Assistant

1.2 
Position Level:           O1

1.3
Major Group: 
General Admin & Support Services Group
1.4
Sub Group:

Secretarial Services 

1.5
Job Code No.:
09.490.02   

1.6
Job Location (Complete as appropriate):

Ministry: _____X_____; Department: X Dzongkhag  ___X______,Division: _____X_____; 
Section: _____X_______; Unit: _______X___________.

1.7      Title of First Level Supervisor:  (Official title of Supervisor). Any Officer 
_____________________________________________________________________________

2.
DUTIES AND 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.

	Duties and Responsibilities
	% of Time

	· Maintain official documents and retrieve them as and when required.

· Dispatch/receive letters and other official documents/items plus receive visitors as and when required.

· Maintain record in computer/register of the documents dispatched/received.

· Maintain copies of the dispatched letters.

· Attend to telephone calls and facilitate access to the officers.

· Any other tasks assigned.
	40

         20

10

 10

 10                    10


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

3.1
Education  
Cl. X with Min. 3 months IT course
3.2
Training 
Pre-service OJT - 6 months
3.3 Length and type of practical experience required:

No previous experience is required.    

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

Should be able to read, write and understand Dzongkha and English. 

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

The work is simple and does not have any complexity.

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.
Any negligence in this post would result in delay in dispatching and distributing letters to the concerned officers, which would affect the functions of the staff of the organization as a whole.

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 does not require any instructions, as it is a well-defined routine job.  The work is evaluated based on the performance.    

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 job does not require any guidelines and is carried out as per the guidance of the administrative officer.

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

Minimum contacts is required with the outside agencies, however, contact within the organization is required for daily functioning. 

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



Would have to supervise a few support staff wherever applicable. 

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.

No physical exertion is required and is not exposed to any risk. 
