ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 
JOB DESCRIPTION:

1.1 
Position Title:

Research Assistant II

1.2    Position Level:             S2

1.3    Major Group:

Planning & Research Services Group


1.4
Sub-Group:

Research Services 

1.5
Job Code No.: 

16.720.07
1.6
Job Location (Complete as appropriate):
Ministry: _________; Department: __________; Division: Research; Section: __________; Unit: _____X________.




1.7 
Title of First Level Supervisor (Official title of the Supervisor): Asst. Research Officer
2. 
PURPOSE,DUTIES & Responsibilities (Describe the main 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):    

	Duties and Responsibilities
	% of time

	· Conduct data entry using statistical software, transliterate documents and carry text and data processing.

· Provide secretarial support for researchers-type proposals, manuscripts and reports, and carry out research related correspondences

· Perform routine coding of specific factual information; and prepare research publications 

· Assist in administration of research grants and contracts; compile project budget data and periodic financial status reports. 

· Elementary collection and analysis of data including use of library and other reference material.

· Coordinate administrative support functions for research programs

· Use audio-video equipments for research related activities


	50

25

15

10


3. 
Knowledge and skills REQUIREMENT (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):
3.1    Education: Class XII with Diploma
3.2   Training: 

3.3    Length and type of practical experience required: Entry.

3.4   Knowledge of language(s) and other specialized requirements: Be good in spoken and written English and Dzongkha. Require knowledge on research techniques, use of field/laboratory equipment, ability to identify data needs and preliminary synthesis of data.  

4. 
COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
The incumbent must be able to carry out research related tasks assigned to him or her by the other researchers. The tasks involve typing, data entry, transliteration, audio-and video recording, etc. The incumbent must also help in format setting and other publication related tasks.

Arrange for field visits such as interviews, questionnaires and appointment, help in survey, etc.

5. 
SCOPE & 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):

6. 
INSTRUCTION AND GUIDELINES AVAILABLE 

6.1
Instructions (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The superior provides day-to-day advice and instructions in carrying out work in the most appropriate manner.

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):

In addition to written guidelines and research protocols, the incumbent will carry out the assignments as found most appropriate out of his or her own judgment. In case of unusual and unfamiliar situations, reference is made to his/her superior for guidance.  The unwritten instructions are also available as and when required.

7. 
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
8. 
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities, classification and number of subordinates):

9. 
JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):

The incumbent has to travel widely including remote villages and forest and sometimes under extreme weather and geographical conditions. 
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