ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Senior Draftsperson
1.2 Position Level:

S2
1.3 Major Group:

Architecture & Engineering Services 

1.4 Sub-Group:


Architecture Services

1.5 Job Code No.:

02.190.05
1.6 Job Location (Complete as appropriate):
Ministry: __________; Department: _____________;
Division: ____X______; Section: ____X______; Unit: _____X________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Asst. Architect

2 PURPOSE, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. 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 post is to produce technical documentation for construction. This is the first level at which a draftsperson will have supervisory responsibilities and will need to be able to work far more independently. 

	Duties & Responsibilities
	% of time

	· Prepare more advanced architectural, engineering, topographical drawings as per instructions.

· Discuss issues of drawings with supervisors.

· Duplicate, and file drawing sets.

· Assist supervisors during site surveys.

· Oversee the work of the Draftspersons

· Other miscellaneous works
	Will be determined by specific job location.


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

3.1 Education: Class XII with Diploma ( Architecture)/Inservice 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: Good Knowledge of both Dzongkha and English.

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
This job simply requires the drafting of designs prepared by the supervisors. It requires good technical drafting skills, spatial thinking and speed without constant directions from the supervisors.

Duties involve related steps, processes or methods; various choices involved in deciding what needs to be done from a few easily recognizable situations; actions or responses involve different sources of information and different transactions.

The Senior Draftsperson must be able to work with less instructions or guidance and also has the responsibility of guiding and assigning works to junior draftspersons.

5 SCOPE AND 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):
The primary role is to translate a design into proper documents for implementing the design. The drawings need to be executed with speed and accuracy. 

Work involves solving a variety of conventional problems, questions, or situations in conformance with established criteria. Errors at this stage can translate into expensive mistakes at the construction site if not corrected.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated):
The supervisor will assign tasks in the form of sketches or existing drawings or verbal instructions. All drawings will be reviewed on the basis of accuracy, neatness, readability and aesthetic appearance. Errors or changes will be remarked and returned for corrections.

Supervisor makes specific assignments, with clear, detailed instructions; or assignment are covered by specific, detailed instructions which must be followed; and 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 which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):
Technical drawing is a well-established profession and standards and guidelines for drawing, labeling, symbols, layering, line-types etc have been well-established. However, the precise guidelines adopted by an organization will depend on its own needs. 

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
For the most part, apart from contacts with the supervisor, the senior draftsperson will work independently or with other drafts people. To obtain drawing materials the storekeeper maybe contacted.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
The senior draftsperson will supervise subordinates. Plans, assigns, direct and reviews work of 3-5 subordinate employees.

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):
For the most part, the draftsperson will work in an office environment. Physical exertion will be minimal except when accompanying Architects to the site to provide assistance on site. There may be strain on eyes and hands when working on detailed drawings.
PAGE  
3

