ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.  JOB IDENTIFICATION:

1.1       Position Title:

Secretary of Examinations

1.2       Position Level:

EX3
1.3       Major Group:

Executive Services Group

1.4       Sub-Group:

Executive Services

1.5       Job Code No.:

05.340.32
1.6       Job Location: (Complete as appropriate):

      Ministry: Education;   Secretariat: Bhutan Board of Examinations

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

The Secretary of Examinations provides overall supervision and management of all administration matters within the Bhutan Board of Examinations (BBE)

	S/No
	Duties and Responsibilities
	% of time

	1
	Direct all the activities of the Secretariat of the Bhutan Board of Examinations.
	15

	2
	Oversee general administration of BBE including finance and budget matters.
	10

	3
	Develop plans and policies for the Bhutan Board of Examinations 
	10

	4
	Direct the conduct of various Public Examinations :

i. The LSSCE (8) Examination

ii. Institute of Language and Cultural Studies (ILCS) 10 and 12 Public Examinations.

iii. The BCSE (10) Examination

iv. The BHSEC (12) from 2006
	10

	5
	Provide professional and academic advice in the areas of evaluation, measurement and assessment to all academic sections and units.
	10

	6
	Co-ordinate evaluation activities, under the direction of the Chairman of the Board, with relevant agencies.
	5

	7
	Maintain a close relation with the Council for the Indian School Certificate Examinations, New Delhi, the Association of Indian Universities, New Delhi, the Council of the Board of Secondary Education, New Delhi and other Examination Board in India and abroad.
	10

	8
	Act as a consultant to the Ministry of Education on Classroom Continuous Assessment from time to time.
	5

	9
	Carry out pupil performance analysis based on examination results each year and disseminate the information to various stakeholders through publication of reports.
	5

	10
	Supervise the coordination and carry out  major projects
	10

	11
	Certify and issue statement of marks for all examinations
	5

	12
	Act as a Member Secretary to the BBE Board
	5


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

3.1 Education: Bachelors degree with teacher training; Masters Degree preferred.

3.2 Training: Leadership & Examination Management, Research Methodology, and Educational Measurement & Evaluation.

3.3 Length and type of practical experience required: Minimum of four years of relevant professional experience in Position Level P1 equivalent experience.
3.4  Knowledge of language(s) and other specialized requirements: Should be conversant in Dzongkha and English, and have good knowledge of management and administration. Ability to plan strategically and manage an extensive program in national level educational assessment. Must have a sound knowledge in the conduct and management of public examination. Need skills in areas of evaluation, measurement & assessment of academic performance and item analysis. Should be able to provide intellectual leadership for the staff; lead and motivate team, ensure continuous training and development of staff. Communicate effectively and persuasively, orally and in writing. Be able to establish plans and priorities and implement them effectively.
4.
COMPLEXITY OF WORK (Describe   the   intricacy of   tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

The Secretary of Examinations must be in a position to formulate, execute and evaluate the programs of the Bhutan Board of Examinations Secretariat and manage the office effectively. This will include providing intellectual, strategic and operational leadership in planning and implementing activities related to all the national level examinations in the country. This will also include the management of the secretariat’s human resources, administration and operations, in line with ministry’s policies and procedures, including effective internal controls.   As the Secretary of Examinations, he has the overall authority in decision making in all the maters related to Bhutan Board of Examinations Secretariat.           

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):

        The primary purpose of the work is to:

· Conduct a fair assessment so that the students get the maximum opportunities  to perform their best at the national examinations and provide them with evaluation results that give a true picture of their performance.

· Support schools in the promotion of quality school based summative assessment system that guarantees the monitoring and evaluation of the standard of education among pupils.

The true picture of student achievement is reflective of the standard of education in the country. The quality assessment brings out the true outcome the learner is capable of doing.

6.    INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):

Specific instructions are received from the Bhutan Board of Examinations Board and the Ministry.  The work plans are prepared in close consultations with the Ministry.  The plans are frequently presented and updated in work plan reviews and meetings.  The progress reports are presented twice a year during the financial year.  There are monthly coordination meetings and yearly Board meetings to discuss various policy issues related to assessment.

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):


Comprehensive guidelines have been developed for the development of assessment instruments, moderation of instruments, conduct and evaluation of examinations.  For policy matters, Educational Policy guidelines are issued from time to time.  Clear cut instructions are sent to schools for registration of candidate, use of syllabuses and other materials.

i) Guidelines for the conduct of Public Examinations in Bhutan Provisional Edition 2004.

ii) A Report of Pupil Performance


Bhutan Certificate of Secondary Education (BCSE-X) December 2003.

iii) A Report of Pupil Performance


Lower Secondary School Certificate Examination (LSSCE-8) December 2003.

iv) A Report of Pupil Performance


All Bhutan Class VI Examination December 2003.

v) National Education Assessment in Bhutan


A Benchmark study of students achievement in literacy and numeracy at class VI, 2003 June 2004 (Technical Report)

vi) National Education Assessment in Bhutan.


A Report on National Education Assessment in Bhutan.  Summary 
of findings    and recommendations June 2004

vii) Rules and Regulations for the conduct of Public Examinations, Bhutan Board of Examinations, Thimphu 2002.

viii) Developing Educational Objectives for Instruction and Evaluation,


Bhutan Board of Examinations 

ix) Examination Marking Guidelines – Provisional Edition.

x) BBE Brochure

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

The works involves close contact with the staff in the Bhutan Board of Examinations for providing direction and professional support.  Link with 
all other departments and divisions in the ministry is also extremely important.  It demands continuous contact with the Principals and teachers of schools.

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):

The Secretary of Examinations supervises the work of Controller and Assistant Controller of Examinations, Subject Specialists and other Support staff such as the data managers and analysis.  Currently there are 15 staff in the Bhutan Board of Examinations secretariat.

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):  

Visit schools and Dzongkhags occasionally to inspect the centers during the time of Examinations as an Inspecting Officer and also to provide professional support to schools and teachers.

