ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION FORM

1.
JOB IDENTIFICATION:

1.1
Position Title: 


Record Asst. I 

1.2
Major Occupational Group: 
General Administration and Support Services Group 


1.3
Sub-Group: 



Property Record Services




 

1.4
Position Level:


S3 

1.5
Job Code No.: 


09-460-20

1.6
Job Location: (Complete as appropriate):


Ministry: Finance; Department: National Properties; Division: Properties Division; 


Section: Record Section; Unit: _______________.

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








       Division

2.
PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

PURPOSE:
To maintain the records of all government properties in line with the provisions of the Property Management Manual.

	Duties and Responsibilities
	% of Time

	· Collection of property data

· Compilation of property data

· Crosschecking of property data

· Preparation of Inventory Registers

· Updating of computer records

· Maintain files and registers on property records

· Provide property data as and when required

· Preparation of reports on property inventory

· Any other task assigned from time to time
	


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

3.1
Education: Cl. XII with Certificate in related field
3.2
Training:  Property Management Manual familiarization.

3.3
Length and type of practical experience required:


Minimum of 4 years as Record Assistant II or equivalent experience.  

3.4
Knowledge of language(s) and other specialized requirements: Good command over written and spoken Dzongkha and English. Fair knowledge in computer operation.

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

Consists 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.

Requires constant supervision as compromise on accuracy is intolerable.

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

Involve performance of routine operation in property management.

Work product or service has impact to the section and the Department as a whole 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 assignments, with clear, detailed instructions, which must be followed. 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 what written or unwritten guidelines are available and the extent to which the employees may interpret, adapt or devise new guidelines):

The Property Management Manual under the Financial Rules and Regulations 2001 – functions are to be discharged within this purview strictly. (However, they may take the initiative to suggest improvement of the record inventory and propose changes in the Management Manual from time to time.)

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

Personal contacts are with the employees within the division primarily to give or receive information. Other contacts with the Administration Officer/property Officers of all the government user agencies pertaining to property records.

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):

These positions do not entail any 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.  Will the person be required to travel in this position?  If so, how often?):

The work requires continuous writing and computer handling for recording data over long period of time.

Collection of data and measurement of government buildings involves exposure to outside elements such as sun, rain, winds, etc.

