ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:

1.1
   Position Title:  
Principal (Vocational)



1.2 Position Level:
P2
1.3 Major Group:
Education and Training Services Group

 

1.4
Sub-Group:

Vocational Education & Management  Services
1.5    Job Code No.: 
04-301-01
1.6   Job Location (complete as appropriate) 

Ministry/Agency…

Ministry of Labour and Human Resources Department: 

Department of Human Resources

Institute: VTIs/ IZCs

1.7 Title of First Level Supervisor (Official title of the Supervisor): Director

2. PURPOSE, DUTIES AND 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: The purpose of this position is to direct the overall management and administration of the Vocational Education and Training Institutes.

Note: Principal for Institutes offering a minimum of certificate/diploma/graduate level programmes
	Sl. No.
	Duties and Responsibilities
	% of Time

	I.
	 General Planning and Direction

· Plan and execute the development activities of the Vocational Education Training Institute ((intake level of trainees for training institutions can vary from class X and above including certificate to diploma level or the equivalent level)

· Formulate the Institute Development Plan, Five-Year Plan, Annual Plan, Financial Plan, and carry out other day-to-day planning tasks

· Plan, organize and facilitate professional development of the staff for their quality input into teaching and institute development 

· Participates in development, implementation and maintenance of policies, objectives, short-and long-range planning; develops and implements projects and programs to assist in accomplishment of established goals.

· Ensure to maintain the training standard at the level of ISO certification and Asia Pacific Assessment and Accreditation Commission (APAAC)
· Liaise regularly with the Director/Secretary/Head of Ministry and keep them informed of current/ future projects of the Institutes.

· Liaise regularly with the other Public and Private training institutes/ Organizations for the joint training programme and to maintain the standard of the training.

· Accord financial sanction and Administrative approval for activities in accordance with the rules
	40

	II.
	Monitoring & Evaluation

· Monitor & evaluate the programs, projects and activities of the institute

· Carry out performance assessment of the Staffs/Instructors including trainees on a periodic basis

· Direct assessment/evaluation of the training programs/ R&D/ Outreach Activities

· Review the Institute’s Rules and Regulations and set appropriate standards and proper procedures for smooth functioning of the Institute
	20

	III.
	Training and Development

· Direct and conduct training at the supervisory level training program

· Review and implement the Curriculum as per labour market response in consultation with the industries/ Department of Labour/ Department of Employment/ Department of Occupational Standards

· Integrate, inculcate and promote traditional and cultural heritage value in the VET programmes 

· Make VET accessible to various segment of population to assist in mitigating poverty thereby, trying to attempt in maximizing GNH

· Diversify the training programmes as per the need of the Labour Market and Govt. Policy 

· Improve the Quality of training linking through Bhutan Vocational Qualification Framework.

· Host exhibitions and coordinate Skills competitions with the relevant agencies to improve quality of skills and campaign the dignity of labour
	20

	IV.
	Public Relations and Liaison

· Preside over the important meetings, conference and seminars

· Liaise with the outside organizations/donors and stakeholders through proper channels

· Mobilize resources for the Institute, in consultation with the Director/ Secretary/ Head of the Ministry 
· Interacts and collaborates with trainees, parents, and the community to build a strong and conducive environment that maximizes trainees learning, academic performance, and social growth. 

· Conduct Tracer Study and advocate on the institutes training programme to promote dignity of labour (5 Zorig Commitment)
	20


	V
	Effective deployment of staff and resources

· work with the Ministry and RCSC to recruit high quality staff;

· ensure that all staff understand their respective roles and responsibilities;

· Deploy and develop staff to make most effective use of their skills, expertise and experience and to ensure the effective management of the institute in the absence of the Principal/Director.

· Manage and organise the use of the institute infrastructure efficiently and effectively;

· Manage and organize relevant groupings of trainees to ensure effective teaching and learning takes place and that trainees’ personal development needs are met;

· Establish priorities for expenditure and monitor the effectiveness of spending within the financial regulations of the institute;

· Monitor the use of resources with a view to achieving value for money, within the institute’s financial context.

· Create an ethos in which all staff recognize their accountability;
	20

	VI
	Leading and Managing Staff

· Develop positive working relationships with and between staff;

· Implement and sustain effective strategies for the management of all staff;

· Plan, evaluate and support the work of groups of staff, delegate appropriately and clearly and evaluate outcomes;

· Enable staff to develop expertise in their respective roles through the identification of needs, ensuring an effective programme of access to continuing professional development;

· enable performance management systems to operate effectively and to engage with appraisal requirements of the Principal/Director and relevant staff;

· sustain personal and staff motivation.
	


	VII.
	Day-to-day administrative and other responsibilities

· Draw and disburse with authority on the Institute LC/PLC/IDF accounts

· Execute full exercise on the procurement and other activities

· Preside over the important functions/meetings of the institute

· Take full initiatives in the institute’s overall administration/ financial matters

· Carry out any other responsibilities as directed by the Department/Ministry
	20


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

3.1 Education: Minimum of Bachelors Degree in relevant discipline
3.2 Training: Training of Trainers (ToT)/Training Methodology, Leadership; Administration & Management/ VET Management
3.3 Length and type of practical experience: Minimum four years of active service in a relevant post of Position Level P3 or equivalent experience.

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

Good knowledge of Dzongkha and English languages 

Ability required: He/she should be able to formulate, develop, deliver and direct training & development programs at the vocational training institute in the areas of management/administration/, technical/scientific and other related areas. 

Skills required: He/she must posses sound administrative, managerial and leadership skills.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
…………………………….. has to spend majority of his/her time to the management/administrative work of the Institute besides conducting selective number of training courses. 

As the trainer and manager/administrator of such institute he/she formulates and implements development plan of the Institute, directs overall planning of the institute and is accountable for all the works carried out in the institute.

Although, the Institute rules and regulations guides ……………… in the day to day management/administrative and academic matters, he/she also confronts unique nature of problems time to time in the management/administrative matters which require innovative solutions or unique approaches to dealing such problems.

He/she needs to resolve amicably the conflicting interests of the different individuals/parties and maintain harmony for the smooth functioning of the Institute. The job involves long hours of discussions with the faculty on the academic matters and supervision of administrative matters. 

Not all of these tasks handled by ………………. are routine in nature; many new situations require new way of handling problems and providing solutions. This will require sourcing of information, proper analysis and different actions most of the time depending on the situations.

One needs to be visionary and transformational while leading the Institute in the desired direction.

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):
The job of ………………… involves planning, directing, and carrying out vital administrative and professional programs and directly related to the overall achievement of missions, vision, and objectives of the supervisory level training institutions.

The work of the ……………. will have direct impact on the quality of training programs imparted in the institute, team building among faculty and staff, institutional culture and image of the Institute.  

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

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


………………… carries out works in line with the direction of the Director/ Secretary/ Head of Ministry.  ……………………….. does not need close monitoring in the day-to-day work. His/her work shall be reviewed and evaluated by the Director/ Secretary/ Head of Ministry. 

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 written guidelines include: Royal Government Policies and Guidelines, Board’s Direction, Sector’s Guidelines, Institute’s Charter, Institute Policy Manual, RCSC Rules and Regulations, Financial Rules and Regulations, HRD Rules and Regulations, etc.

Within the above guidelines and rules, a …………. can devise guidelines and operation plan for the overall smooth functioning of the Institute, in consultation with the Board/Sector concerned.

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
The work will require frequent contact both within the institute and outside.

Contact within the Institute/organization will include:

· Contact with Director/Secretary/Head of the Ministry for consultation and direction setting.

· Contact with faculty for consultation/discussions.

· Contact with administrative staff on day-to-day administrative matters.

· Contact with trainees on training related and administrative matters. 

Contact outside the assigned organization shall include:

· Government officials and government organizations to discuss policy, managerial/technical and strategic matters.

· Private organization to discuss training needs and employment opportunities

· Outside institutions/academic associations for collaboration and association with such bodies.
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 directly the Teaching staffs, Administration & Finance, Projects, Sections and Units.

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):
The job of a ……does not involve much physical exertion. However, since ………….. is the decision maker on the Institute’s matters, he/she can also face, sometimes, the risk of confrontations and oppositions from trainees, staff and people affected by such decisions.

He/she needs to resolve amicably such conflicting interest of the different individuals and maintain harmony for the smooth functioning of the Institute. The job involves long hours of discussions with the faculty on the academic matters and supervision of administrative matters. Such works requires him/her to work even on after office hours, weekly off days, government holidays and winter/summer break. 

