ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION
POSITION  DESCRIPTION

1. JOB INDENTIFICATION

1.1       Positions Title:
Specialist (Geology) 

1.2 
Position level: 
ES3

1.3   
Major Group:  
Architecture & Engineering Services Group
1.4
Sub-Group:

Geology & Mines Services 

1.5
Job Code No:

 02.210.12

1.6
Job Location (Complete as appropriate):




Ministry: Trade & Industry; Department: Geology & Mines; 
Division: Geology/Survey of Bhutan; Section: __________; 
Unit: __________.

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

2. 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):
	Duties and Responsibilities
	% of time

	· Oversees the planning, design, estimating, and supervision of field work/ projects.

· Supervises the preparation and review of geological reports and field programmes.

· Supervises the preparation revision, updating and destruction of the organization’s standards on details and specifications, estimating and preparation of project specifications.

· Prepares budgets by projecting resource needs and determines funding priorities for the division.

· Establishes field programme budgets and monitors expenditures for conformance to those budgets.

· Writes analytical reports.

· Co-ordinates the functions of various sections under the Division.

· Monitor progress schedules.

· Takes responsibility for overall management (technical, financial and administrative) of the Division.

· Co-ordinate different donor-assisted projects.

· Reviews and comments on the TA inputs under externally finances projects.

· Provides technical guidance to all subordinate staff.

· Prepares annual work plans of the Division and allocates funds and personnel according to this plan.

· Supervises and approves the preparation and evaluation of technical bids and tenders.

· Supervises and approves the preparation of analysis of rates and cost index.

· Issues technical sanction within delegated financial limits.

· Acts as member of Departmental Level Tender Committee.
	Will be determined by specific job location


3 
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described - level of knowledge, Skill and Ability):
3.1 Education:
Masters, Ph.D preferred
3.2 Training:
Training in Research Management
3.3 Length and type of practical experience required:
Minimum of 4 years experience as Chief Geologist OR equivalent experience.

3.4 Knowledge of language(s) and other specialized requirements
Should have good command over written and spoken Dzongkha as well as English. Knowledge of other dialects of the country would be considered an added advantage.

4 COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work): 

Duties involve many different and unrelated processes and methods applied to a broad range of activities or substantial depth of analysis, decisions include major areas of uncertainty into new areas.  Work requires originating new techniques and establishing criteria or new information.
5 SCOPE AND EFFECT OR 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):

Work involves insolating and defining unknown conditions or resolving critical problems.  The work product or service affects the work of other experts, the development of major aspects of administrative or scientific programs or missions or the well being of a substantial number of people.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE
6.1 Instructions
(Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):
Supervisor sets overall objectives and determines the resources available.  Employee and supervisor jointly develop deadlines and work to be done.  Employee plans and completes work independently keeping supervisor informed of progress.  The work is reviewed upon completion for effectiveness in meeting objectives.

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):

Guidelines are scarce or of limited use; employee uses initiative and resourcefulness in deviating or developing new approaches.

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

Personal contacts are typically with high-ranking officials outside the employing agency or with representatives of foreign governments, international organizations or news media.  The purpose of contacts is to explain, justify, defend, negotiate or settle matters involving significant or controversial issues.  Work at this level usually involves active participation in conferences, hearings or presentations involving problems or issues of grant consequence or importance.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):

Provides managerial direction, through subordinate supervisors to a large number of professional and/or administrative employees working in related area. Supervision exercised is over more than 50 technical and non-technical staff.

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):

The work is typically sedentary and imposes no specific physical demands in work performance other than some waling, standing or lifting light objects.  The work environment involves only minor risks or discomforts of everyday circumstances, which can be controlled by normal observation of regulations.

