ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

 JOB IDENTIFICATION
1.1  
Position Title: 

Sr. Communication Officer
1.2 
Position Level:

P3

1.3 
Major Group:            
Information & Communications Technology Services
1.4 
Sub- Group:               
Development Communications Services
1.5 
Job Code No.: 

11.530.03

1.6 
Job Location:


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



Section: _______________; Unit: ___________________

1.7 
Title of First Level Supervisor: Deputy Chief Communication 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 purpose of this position is to provide direction and guidance in strategic operations and regulatory services in communication sector.
	Duties & Responsibilities
	          % of Time                                       

	· Review the proposed tariff structure for any communications services and other value added services.

· Formulate rules and regulations based on the national policies for communications service providers

· Guide and monitor the communications officers in their day-to-day activities.

· Establish and maintain communication linkages.

· Commits and realigns resources to meet key priorities. 

· Establish and communicate clear standards and expectations such as annual work-plans.

· Constant study of the standardization and certification procedures of communications equipment and suggest on the improvement needed.

· Oversee standards of professional practices, like recruitment and training of staff.

· Review and advice on the interconnection frame work for the ICT service providers.

· Analyze and comment on the quality of services provided by the operators.

· Ensure effective implementation of planned activities.

· Any other job assigned by the Supervisor


	


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



3.1 
Education: 





Bachelors in Communications/ Engineering/ law/ Economics or other related fields




3.2 
Training: Communications Management and other management/regulatory trainings

            3.3.       Length and type of practical experience required:


Minimum 4 years as Communication officer or equivalent experience.




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


Should have knowledge on the regulation of communication services, strategic management of staff, apt in decision making. 





Have very good command of English and Dzongkha.
4.  
COMPLEXITY OF WORK    (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
   The quality and quantity of work output of the subordinate staff s will depend greatly on the efficiency of this individual. He should be able to make good judgment of the proposed plans, inspect work quality and allocation of resources. 
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):

    
Implementing the organizations strategy to focus on meeting both short- and long-term goals as reflected in the operational performance targets. The individual interacts with other sections and departments regulate the communications sector efficiently.

6. 

INSTRUCTIONS & GUIDELINES AVAILABLE

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

     
Works under general direction and instructions in the form of either written or verbal by the head of 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):





Organizational policies, national communications policies, regulations and legislations

7.  

WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
 
Meets with the sub-ordinate on regular basis and contacts outside the organization to harmonize the regulations with the policies of other organizations.  
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 and reviews the progress of work of the communications officers and also guides the staff during the development of programs.

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):
Some physical exertion involved as he/she will be required to travel extensively to   conduct field appraisals but subject to major mental engagement and thus susceptible to pressure related problems, eyestrain, back discomfort etc. 

