ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Sr. Desk Officer
1.2 Position Level:

P3
1.3 Major Group:
Foreign Services Group 

1.4 Sub-Group:


Embassy & Missions Services

1.5 Job Code No.:

07.390.09
1.6 Job Location (Complete as appropriate):

Ministry: Foreign Affairs; 
Department: BD/MD;



   Division: ______________; 
Section: _________; 
Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Minister Counselor/Head of Division
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: Provide professional support to the Head of Division to meet the objectives and functions of the Division to fulfill the Foreign policy objectives of the Ministry of Foreign Affairs/RGOB. 

	Duties and Responsibilities
	% of Time

	· Draft/review/update briefs on Bhutan’s relations with countries/organizations under purview and prepare talking points for meetings between senior officials and foreign counterparts.

· Study and assess implications and propose national positions or initiatives on issues of relevance in areas within purview in order to safeguard, promote and protect foreign policy objectives.

· Represent RGOB at and participate in internal or external meetings, consultations, briefings, etc of relevance in areas within purview, ensuring accurate representation of RGOB views and concerns and implementation of the outcomes

· Monitor, analyze, assess and report on outcome of meetings, consultations, briefings, new developments etc. in areas within purview in order to take appropriate follow up actions.

· Coordinate visits of foreign delegates to Bhutan and Bhutanese delegations abroad and take necessary follow up actions.

· Drafting and review of statements and interventions to be delivered by Bhutanese delegations on matters pertaining to areas of responsibility

· Draft record of discussions between superior officials and foreign/international agency delegates and take necessary follow up actions.

· Liaise with internal as well as external agencies for coordination of development assistance.

· Develop, enhance and maintain cordial working relations with bilateral and multilateral counterparts in Bhutan.

· Any other tasks as and when assigned.
	20%

10%

10%

10%

10%

10%

10%

10%

5%

5%


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

3.1 Education: Bachelors
3.2 Training: Training in diplomacy 

3.3 Length and type of practical experience required: Minimum of 4 years work experience in Foreign Service in Position Level P4 or equivalent experience

3.4 Knowledge of language(s) and other specialized requirements: 
· Good command of both written and spoken English.  Should be conversant in Dzongkha.  Knowledge of additional foreign language would be an asset.  

· Should be familiar with conduct and participation in negotiations including knowledge and practice of standard parliamentary procedures. 

· Excellent communication skills and interpersonal relationships. Good attitude towards work and ability to work in teams. 

· In depth knowledge of the RGOB policies and procedures. 

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
Deal with broad array of either bilateral or multilateral or regional or international issues specific to the Division. Regardless of time constraints and pressures of multiple issues competing for attention, must closely analyze, examine, review, evaluate, propose appropriate course of action t be taken by the Division.   

Deal with longstanding bilateral or multilateral issues requiring consistency, continuity, and in depth assessment and knowledge of the past as well as encompassing new and emerging developments in the light of ever evolving national, regional and global trends.

Coordinate with national or regional or international agencies, bilateral or multilateral meetings and programme. Submit proposal and prepare country positions on for various bilateral or multilateral or international issues on a diverse range of political, social, cultural, environmental, health educational issues demanding high analytical and communication skills.

Originality and innovation is critical for effective discharge of its functions and support for strengthening its Divisional role.

High standards of integrity and intellectual versatility are required to effectively carry out its job responsibilities.

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):
Work performance will have direct impact in meeting the objectives and functions of the Division and Department and in some measure fulfillment of the Foreign Policy objectives of the Ministry of Foreign Affairs/RGOB.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
While the Head of Division determines the broad areas of responsibility, and may assign specific tasks, personal initiative largely defines responsibilities and volume of work.  

Specific projects, objectives, and deadlines may be planned in consultation with the Superiors, but means and approaches are independently devised, completed, and then reviewed.  

Directives may also come from the Ministry on what goals should be achieved.  Due to the fluid nature of circumstances and changing scenarios, frequency of activities is dependent on situational factors.

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):
Information maintained in files, written notational instructions, basic policy papers, verbal instructions and discussion with colleagues are the routine guidelines available in addition, official reports, senior officials statements. 

Bilateral or Regional or International Conventions and Treaties, International customary law, Various Rules of Procedures and Basic Documents of UN & International Organizations, periodicals and journals. 

Will have to interpret or propose new guidelines and procedures suited to Bhutan within the existing bilateral or multilateral or international organizations guidelines and norms.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Frequent contacts are with colleagues of other diplomatic missions and Embassies or international organizations and other line Ministries. Persons contacted are generally of a similar level although under some circumstances they are at different positions and of varied ranks. 

Job requires to develop, foster, enhance and maintain close working relations with others, in order to facilitate work and meet required objectives through cooperation and coordination. 

Various contacts are useful sources of information on new developments and emerging issues related to bilateral, multilateral or international issues.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
· Supervision over Second Secretaries and support staff of the section. 

· First Secretary will be supported by one or more Second Secretaries and support staff who will be supervised both at functional and administrative levels.  

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):
Required to work long hours and under time constraints and often during weekends and holidays at short notice. 

Inadequate or lack of clerical support could be taxing to meet deadlines on preparing varied submissions and reports.

Long hours of work in front of the computer could lead to related physical strains.

Job entails more mental stress and stress than physical discomforts or hazards.

