ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION
POSITION DESCRIPTION

1.
JOB IDENTIFICATION:

1.1
Position Title:  
Registrar of Companies

1.2       Position Level:           P2

1.3
Major Group: 
Legal  Judiciary & Legislative Services
Group

1.4
Sub Group:

Registration Services


1.5 
Job Code No.

13.620.05

1.6
Job Location (Complete as appropriate): Thimphu

Ministry: Trade & Industry; Department: Industry; Section: Company Registry or Intellectual Property Division; Unit: __________________.

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

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: Administer the functions of the office; formulate policies, guidelines, plans, programs and strategies as appropriate. Execute plans and programmes approved by the RGoB and ensure responsible corporate governance. Also implement, enforce and monitor the provisions of the relevant Acts and the regulations thereof. Discharging all statutory functions of the Registrar as per the relevant Act.
	Duties and Responsibilities:
	% of Time

	· Manage office activities including supervision of subordinates, financial planning, work planning, securing budget for implementation of activities, information management and provide technical and advisory support to the Head of the Department.
	

	· Enforce the provisions of the relevant Act.
	

	· Formulate policies, guidelines, plans and strategies to promote and facilitate corporate form of business in the Kingdom.
	

	· Review and propose amendments to the relevant Act.
	

	· Review and implement rules and regulations to facilitate implementing the relevant Act.
	

	· Institute procedures to hear, settle and compound any cases related to the contraventions of the provisions of the relevant Act.
	

	· Issue and execute circulars to implement the new amendments, rules and regulations, guidelines and procedures from time to time.
	

	· Evaluate, direct and supervise the work of the subordinates under the office
	

	· Conduct investigation as and when necessary to protect interest of public and the shareholders
	

	· Prosecute cases in the Royal Court of Justice
	

	· Provide legal advice to the Royal Government, companies and others
	

	· Perform statutory functions of the Registrar as per the Act
	

	· Represent the Office in any other matters
	


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

  3.1
Education: Bachelors degree   preferably in Commerce, Law and Accountancy. 

              3.2   Training: PGCDM/PGCFM and Diploma or Certificate in corporate law, accountancy or any   management    training. 

              3.3        Length and type of practical expertise requirement: Minimum of 4 years experience in P3 level in related job. Good mediation skills well versed in Court and other procedures and well versed in business procedures and guidelines of MTI or equivalent experience.

              3.4       Knowledge of language(s) and other specialized requirements: Should have good command over Dzongkha and English and computer knowledge. Knowledge of other languages would be an additional advantage. Should possess sound analytical ability and have good coordination and organizing skills.

4.     COMPLEXITY OF WORK: (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work) 
The work consists of broad functions and processes of both administrative and professional nature. The work involves substantial amount of research, study, creativity, originality and attitude for detailed analysis of issues. The job also involves dealing with complex issues sometimes falling outside guidelines where one has to use one’s judgment in the assessment of the need, implications and execution. Task involving national concerns are assigned with verbal instructions from the Ministry and Department. Routine and duties with lesser degree of significance is carried out independently.

5.      SCOPES 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 work involves preparation of development plans, formulation, coordination and implementation of policies and programs related to the relevant law and issues. As such the quality and accuracy of work will have significant impact on the sector as well as related agencies. The task well performed or well-formulated policies could benefit all the concerned agencies and translate into sound decision-making and vice-versa.

6.
INSTRUCTION AND GUIDELINES AVAILABLE
6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
The head of the department assigns the work in terms of broadly defined objectives. The incumbent plans and carries out the work independently in accordance with instructions, policies, rules and regulations and accepted principles or practices. Guidance/advice is available for consultation on other than routine duties.

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)

Generally, written guidelines comprises the national legislation and policy guidelines in particular the following sector specific documents; Rules and regulations for establishment and operation of industrial and commercial ventures in Bhutan, Companies Act of the Kingdom of Bhutan, 2000; relevant Acts relating to Intellectual Property, FDI Policies and rules and regulations, Five Year Plan documents and other sectoral policies, Acts and rules governing Companies.

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 works involves lots of interaction both within and outside organizations. Most of the interactions are with the registered companies, Royal Audit Authority, Department of Revenue & Customs, Royal Monetary Authority, Royal Securities Exchange of Bhutan Limited, Royal Court of Justice and other Authorities and Ministries, government agencies, financial institutions, donor agencies and private sector promoters in relation to incorporation, enforcement, monitoring and implementing the provisions of the companies act. Co-ordination with external agencies, consulting firms and visiting consultants is also required.

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):

Plan, assign, direct, supervise and coordinate the functioning of the whole office.

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 work assignments are generally performed in an office setting but some travel may be required.

