ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION  DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1
Position Title:  
Senior Extension Officer 
1.2 
Position Level:
P3

1.3
Major Group: 
Agricultural & Livestock Services Group
1.4
Sub Group:

Extension Services 
1.5 
Job Code No.:
01.140.03
1.6
Job Location (Complete as appropriate):

Ministry: _____X_____; Department: _________, Division: __________; 
Section: ____________; Unit: __________________.

1.7   Title of First Level Supervisor:  (Official title of Supervisor). Dy. Chief Extension   Officers,or chief Extension Officer.

2.
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 post will contribute to the representation of the Ministry of Agriculture in the Dzongkhag/Regional Offices and also at the Headquarter and manage the Agricultural/livestock/Forestry component of the geog development plans and ensure the preparation of viable proposals and their agreement for submission to the concerned authorities.

	Duties and responsibilities
	 % of Time

	The post will contribute to the representation of the Ministry of Agriculture in the Dzongkhag to which he/she is assigned.  He/she will undertake the following activities:

· Ensure that the staff under his/her supervision work to implement RGoB policies and work plans.

· Manage the agricultural component of the geog development plans and ensure the preparation of viable proposals and their agreement for submission to the Dzongkhag administration

· Formulate technical agricultural development plans and budgets in an acceptable format for the Dzongkhag based on accumulated geog plans.  Submit these to the relevant authorities and defend content 

· Supervise the implementation of M&E activities at field level to analyse the outputs, outcomes and impact of planned extension activities, including the collection of relevant data 

· Liaise with regional projects and central programmes implementing activities in the Dzongkhag

· Identify farmers’ problems based on EA findings, discuss these with the REC and decide on routes to solutions  

· Decide on optimum extension methodologies to deliver best-bet technical solutions to defined problems and agree their implementation (equipment, budget, co-ordination with media agencies)  with the relevant authorities

· Work closely with the regional Research counterparts in the management and implementation of on-farm trials within the Dzongkhag.  Oversee the PIM&E of  on-farm trials and demonstrations in collaboration with REC, staff of the RNR RC as necessary

· Arrange for the induction of newly appointed staff to facilitate on-the-job orientation and familiarisation with duties and procedures 

· Supervise the administration of a range of activities to identify staff training needs.  Collaborate with Extension Division on the planning of suitable staff training activities and back-up learning materials

· Ensure the preparation of  quarterly and annual progress reports, and their timely presentation to the appropriate authorities  

· Carry out any other official work assigned by the supervisor

· Monitor field works closely

· Propose activities based on benefit to farmers and their change in need with time

· Carryout Dzongkhag level activities eg- cattle show, exhibition, trainings, meetings or workshops etc.
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3.
KNOWLEDGE & SKILLS REQUIREMENTS:  Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability). 
3.1 
Education: If University Degree is required, indicate appropriate field of study and level of degree.
Bachelor degree in Agriculture, Horticulture, Animal science, Animal Production or Veterinary Science 

3.2
Training: 

 Appropriate training in Extension

3.3
Length and type of practical experience required:

A minimum of 4 years work experience as an Extension Officer or as an Assistant District Agriculture Officer or as a Research Officer or equivalent experience.

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


Proficient in Dzongkha and English;


Computer literate in word processing, spreadsheet and database use;


Competence in working with different groups of clients;


Planning, M&E and report writing skills 


Good inter-personal skills


Good coaching skills

4.
COMPLEXITY OF WORK. Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work.
This post is essential to the efficient management of the decentralised system of extension.  The post’s main aim is to provide a permanent and tangible visibility of the MoA Extension Division at the Dzongkhag level representing the functional RNR sectors of the government. 

The post holder is the strategic planner of agricultural or livestock development activities in the Dzongkhag, combining the identified needs from farmers and GYTs with government policy.  This involves the planning, supervision, monitoring and evaluation of extension programmes relating to the main food security crops by agro-ecological domain. Also requires to be proactive in the identification of new economically viable enterprises and in their inclusion in the current farming system.  Should work towards an integrated approach amongst RNR sectors.  There is also a need to be sensitive to the demands of the Dzongkhag administration and the aspirations of the GYT and geog representatives.
The post holder directly supervises the extension agents and provides a link with the Dzongkhag administration. Will report administratively to the Dzongdag and technically to the Chief Extension Officer or Joint Director, Extension Division, DRDS. 
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 requires a high degree of flexibility in responding to diverse needs arising from farmers in different geogs or from junior staff. 
6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

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


· Work will be governed by the overall mandate of the Extension Division.

· Instructions will be given by the Dzongdag and Chief Extension Officer or Joint Director on specific task to be carried out.

· The supervising officer will monitor work performance. 

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.

· Will be required to submit regular progress reports.
· On first appointment, the incumbent will be given a job description that has to be followed.
· Work will be guided by their dzongkhag sector annual work plan, which will be required to develop at the beginning of each fiscal year. 

· The Five Year Plan documents and National Extension Policy will also serve as guidelines for work.

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 incumbent in this post is required to maintain functional working relationships with the management team in the Extension Division and be responsive to the scientists in the RNR-RC. The post will require them to liase directly with the staff in the RNR sectors in the Dzongkhags and the staff within the Dzongkhag administrations.

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


The post holder is responsible for one or more supervisory staff of EO rank based in the Dzongkhag and Dungkhag offices and a group of EAs based at geog level.  The supervision and management of a staff team who vary widely in age and experience working at a distance under difficult conditions of limited resources, isolation and poor living and working conditions is a difficult and sensitive job which requires a high degree of supervisory skill.

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 job in the Dzongkhag demand lots of physical and mental exertion. Because of the location villages within the Geogs, the monitoring of the extension activities and outcalls entail walking, sometimes for days exposing to harsh weather conditions and difficult mountainous terrain.

