ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

JOB IDENTIFICATION
1.1  Position Title: 
Senior ICT Officer

1.2  Position Level:
P3
1.3 Major Group:
Information & Communication Technology Services Group

1.4 Sub- Group:

Information Technology

1.5 Job Code No.:
11.540.03
1.6 Job Location:


Ministry: ______________; Department: _________________; Division: ____________;



Section: _______________; Unit: ___________________


 
1.7
Title of First Level Supervisor: 
Deputy Chief ICT Officer

2. 
PURPOSE, DUTIES AND RESPONSIBILITES  (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):

Purpose: The Senior ICT Officer (SIO) shall undertake research work, write policy papers and provide technical and management support in coordinating and implementing projects and/or programmes.
	                                  Duties & Responsibilities
	% of Time

	· A. Policy

· Facilitate the development of regional policies in the area of ICT and translation of these policies where appropriate into regional projects and work plans;

· Provide substantive input into the development of regional policies and priorities with respect to ICT project matters;

· Coordinate the development of appropriate guidelines and classification systems;

· B. Managerial 

· Co-ordinate and facilitate the implementation of regional projects and work plan;

· Supervise the writing of research papers, briefs and reports, discussion materials and provide appropriate policy recommendations;

· Participates in negotiations for software purchases with vendors; oversees the maintenance of licenses resulting from such purchases. 

· C. Administrative

·    Maintains detailed documentation of all work performed, sufficient to allow independent generation of the same process and the results.


	· 


System Analyst

· Responsible for designing computer information systems, modifying systems to improve production or work flow, or expanding systems to serve new purposes;

· Research and develop new approaches to database design and analytic methods;

· Consult with case managers in defining the analysis to be performed and makes suggestions as to the most efficient means of performing that analysis;

· Provide time/cost estimates for scheduling/budgeting purposes when required;

· Prepare charts and diagrams that constitute a representation of the new system in terms which managers or non-data processing personnel can understand;

· Prepare specifications for programmers to follow;

· Coordinate the development of test problems to debug the system and participates in trial runs of the systems.

System Administrator

· Perform system administration on the networks of the organization;

· Develop, install, test and provide documentation for operating systems and for associated applications;

· Provide technical lead and /or supervise Assistant system administrators;

· Evaluate new technologies for desktop computers and work with other technical staff to determine hardware and software needs;

· Evaluate product of upgraded or new technology and software, identifying strengths, weakness and potential benefits to the organization;

· Coordinate proposals for acquisition, development and implementation of systems.

Network Administrator

· Design and maintain physical network architecture and infrastructure;

· Configure and optimize network servers;

· Develop and implement network system and user security requirements;

· Analyze network workload, monitor performance and diagnose problems;

· Develop backup and recovery procedures;

· Install, test, maintain and upgrade network operating systems software;

· Evaluate the productivity implications of upgraded servers and analyze the computer and information needs of the organization.

Database Administrator

· Review, develop, and design data models using standard diagramming techniques, in conjunction with application development teams; create logical data models and translate into physical database structures that integrate with existing or proposed database structures;

· Monitor relational databases to optimize database performance, resource use, and physical implementations of databases; address a variety of database integration issues including migration between disparate databases, integration, maintenance/conversion, capacity planning issues, and new applications;

· Monitor and maintain database security and database software;

· Maintain availability and integrity of databases through multiple access schemes; facilitate sharing of common data by overseeing proper key and index management and data dictionary maintenance;

· May evaluate and recommend testing and evaluation of new procedures, software, and hardware;

· Monitor and manage database backups, logs, and journals; install, maintain, and upgrade database software; restore and/or recover data as required;

· Provide advice to applications programmers in the effective use of database languages; advise on troubleshooting, exception processing needs, and other data management issues. 

Systems Programmer

· Review and analyze system specifications to determine whether all required elements have been included;
· Analyze, define and document requirements for data, workflow, logical processes, hardware and operating systems environment, interfaces with other systems, internal & external checks, controls and outputs;
· Use programming language to code computer instructions from the systems documentation. Utilize any special programming techniques necessary to achieve the most effective program;
· Test & debug computer programs;
· Modify existing programs to conform to system changes or to make improvements in the existing program;

· Advice & work with user departments to resolve specific problems or make changes in programs, computer applications, alternative programming approaches, etc. 
GIS Analyst

· Perform complex, integrated computer programming, data analysis, and software development for GIS applications, to include maintenance of existing systems and research/development for future enhancements;

· Provide complex and integrated computerized GIS analysis of scientific problems; design complex geospatial application and Internet Mapping solutions;

· Analyze project proposals, identify omissions and errors in requirements, and conduct feasibility studies; recommend optimum approach and develop GIS application designs for approved projects;

· Guide users in formulating requirements; advise on alternatives and on implications of new or revised GIS software and applications;

· Document, design, code, and test GIS models, Internet Mapping solutions, and GIS applications; design and carry out GIS procedures, both simple and complex; and perform programming for data creation, analysis, conversion and transfer, graphic production, and project reporting;

· Prepare training materials and give presentations to users; interface with and serve as liaison to clients regarding special requests and operational issues as they arise; ensure that GIS products are delivered within a timeframe acceptable to the client, and solicit feedback for improvement of future services. 

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



3.1 
Education: Bachelors in Information Technology/Computer Science/Electrical &  

Electronics Engineering




3.2 
Training: Information Technology Management, Advanced Technologies.

      3.3 
Length and type of practical experience required: Minimum of 4 years as an ICT Officer or equivalent experience.

3.4 Knowledge of language(s) and other specialized requirements:

· Experience in managing and directing projects and programs;
· Experience in designing & implementing projects which leverage the power of computer technologies;
· Proven ability to write a variety of documents including project descriptions, case studies, project reports, etc. and to write concisely and compellingly;

· Ability to work productively in teams consisting of people with different technical backgrounds;

· Ability to think conceptually, strategically and critically;

· Proven organizational, management and communication skills.

4. 
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The SIO is responsible for managing and directing projects; he/she is responsible for many different and unrelated processes across a broad range of activities requiring decisions where analysis into new areas is required.

5. 
SCOPE & 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 SIO works in a team, undertaking research work and provides technical and management support in coordinating and implementing projects.

6. 

INSTRUCTIONS & GUIDELINES AVAILABLE

6.1
Instructions  (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


The SIO receives instructions from the Deputy Chief / Chief ICT Officer on matters related to all IT activities within the organization 

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):




As indicated in the guidelines formulated by the organization.

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 SIO will interact with the organization staff on a daily basis depending on his/her job responsibilities.

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):




Supervises the ICT officers

9. 

JOB ENVIRONMENT  (Describe physical exertion 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):


Involves no physical exertion

Susceptible to eyestrain, back discomfort, and hand and wrist problems, such as carpal tunnel syndrome 

