ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION
POSITION DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1
Position Title:   

Sr. Archivist


1.2
Position level:


P3

1.3
Major Group:


Library, Archives & Museum Services 







Group

1.4  
Sub group:


Archives and Cultural Properties Services

1.5   Job Code No.


14.630.14

1.6
Job Location (Complete as appropriate): 

Ministry:
 MoHCA; Department: Department of Culture; Division: National Library & Archives; Section: Archives; Unit: 

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

2.
PURPOSE, DUTIES AND 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 position of Archivist is at the main execution level which translates the plans and programs into practice. It leads other subordinates in different sections and units within the organization to carry out the archival activities as designed and planned by the Head of the Division, so as to achieve the desired goal of archival mission.  

	Duties and Responsibilities


	% of time

	· Manage to carry out survey/identification of archival documents, appraisal, acquisition, preservation, analysis, and description, leveling arrangement and out reach programs.

· Execute to document the orally transmitted sources of information in forms            of audio, video, written and photographs which otherwise are at critical situations to loose them forever.

· Organize workshops/seminars on archives & records managements both at the centre and in Dzongkhags and Geyogs.

· Assist to create conducive environment for the scholars, researchers and                                                                    other information seekers, in order to make good use of the archival documents for betterment of the nation.

· Make sure that the archival documents collected are well preserved under suitable climatic control & humidity systems, and well protected under proper security systems.

· Assist to execute disasters protection programs for rare, most valuable and sensitive documents.

· Assist to ensure continuous collection, updating and weeding of archival collections in the repository.

· Assist to ensure information storage/database, retrieval and easy access.

· Make sure to maintain good relations between the superiors and                                        subordinates in order to achieve the desired goal of National Archives.

· Publish research findings and archival documents for reference service.

· Carry out any other assigned by the Supervisor.
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3.
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work describe - Level of knowledge, skill and ability):
3.1
Education: Bachelors Degree /Equivalent experience in Archival Management

3.2
Training: Training in Archival Science and Information Management
3.2 Length and type of practical experience required: Minimum of 4 years relevant experience as Archivist or equivalent experience.
3.3
Knowledge of language(s) and other specialized requirements:  English, Choekey,  Zhungkha,  and other local dialects. Appraisal and analytical skills.    

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

 The responsibility of Archivist is multifaceted and truly demanding. This position, other than require to be highly qualified in Archival Science, one must also have good knowledge in other areas like- Religion, Culture, History, Political Science, Archaeology, Anthropology, Museum Science, Library Science, Research Methodology and Administration. As such, the Archivist must be truly knowledgeable in establishing a knowledge bank, which must determine the intellectual development of the users.

This position is the main executing body of all the archival information sourcing and management for all types of users. His/her position is responsible for making all kinds of information not only available but also easily accessible to all the information seekers. The duty of the Archivist demands a considerable degree of analytical skill. The position has to assist in designing and developing new systems and processes related to archival management to suit the needs of the clients. 

The archivist should execute in conducting analysis of different archival systems and processes to identify problems and create alternative designs for different organizations whose needs of information may be different and at varying levels. 

This job demands different skills and competencies which again warrants analytical and synthesis ability. The job demands knowledge and skill to collect and restore rare historical fragile documents.  The job is hence complex. 

This position also demands an excellent knowledge of Choekey to enable him/her to classify or catalogue Choekey texts to make user-friendly as the international documentation system is not applicable in absence of name of author, publisher, year, misleading title, multiple subjects in the same volume etc.

5.
SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect the work on the work of others or the functions of the organization):
The intellectual capability of the population would significantly depend on the availability and the accessibility to information. The archivist is responsible for creation of an archival knowledge bank, which is not only extensive but is easily accessible to its users. The easy access of the information in the archive would greatly determine the intellectual level of the population or segments of the population, which in turn would determine the productivity of the population in the country.

A well-established archives would help the decision making process of the management.  The culture and tradition of the country should also be preserved. Therefore, the quality of the work of this position would have significant impact on the socio culture of the nation.

This position also demands considerable experience in the storage and security of old and unique texts.

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

Instructions from Head of Division are given directly through phone, meetings, and letters. Work is evaluated through collection of important documents, user services, reports, audits, meetings, etc.

6.1 Guidelines (Indicate, which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

· Government rules and regulations;

· Legal Depository Act; and

· Archives Rules and Regulations.

7 WORK RELATIONSHIPS (Indicate the frequency, nature and purposed of contacts with others within and outside the organization other than contracts with superiors):
Exchange and cooperate on related subjects outside the organization. Instructions, supervision, and advisory roles within the organization.

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

Some supervision of others may be required.

9.
JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc. and/or any risk or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions): 

The job entails eyestrain, and physical & mental exertion. The incumbent is also exposed to dust and chemicals. 

