ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  
Sr. Policy Advisor



1.2 
Position Level:           P3
1.3       Major Group: 
Planning and Research Services Group
 

1.4 
Sub-Group:

Planning Services




 

1.5 
Job Code No.: 
16-710-08

1.6
Job Location: (Complete as appropriate): Cabinet Secretariat

1.7 
Title of First Level Supervisor  (Official title of the Supervisor): Cabinet Secretary
2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

PURPOSE:  Directly assist the Cabinet Secretary in providing strategic policy inputs to and managing the businesses of the highest executive body(ies) of the Royal Government of Bhutan, i.e., Council of Ministers (CCM) and the Cabinet, in formulation of national policies and provision other strategic policy directions. As the Deputy Head of Cabinet Secretariat, his core functions entail assisting the Secretary in setting new strategic direction and guidance for the Secretariat and taking a lead role in executing them and also supervising, monitoring and evaluating the works of the office in general as well as subordinate officials and staff.   

	Duties and Responsibilities
	% of Time

	· Critically review all CCM and Cabinet papers and provide analysis of policy implications of them, for submission to the Hon’ble Prime Minister, prior to submission to the CCM and Cabinet.

· Critically analyze the policy implications of the decisions and directives of the CCM and Cabinet, and provide policy recommendations to the CCM and Cabinet, for their coherent and smooth implementation. 

· Team up with relevant agencies and research institutes in reviewing national policies that pose significant implementation problems, and advise alternative policy directions.  

· Prepare State of Nation (Annual) Report of the Royal Government of Bhutan for submission to the Parliament (King, National Council and National Assembly), and speeches of Prime Minister for various occasions, both for domestic and international.

· Prepare agenda for and coordination of CCM and Cabinet Meetings and in maintain the records of their discussions and decisions and prepare executive orders and policy directives for dissemination of policy decisions/directives ensuing therefrom, to various Ministries and Agencies of the Government;

· Closely follow-up and monitor the implementations of CCM and Cabinet decisions and directives, and submit quarterly reports to the CCM and Cabinet.

· Liaise closely, especially with bureaucratic heads, various PPD’s and other relevant departments and divisions of different ministries and agencies, and participate in relevant policy related discussions, meetings and conferences to coordinate all policy related matters with ministries and agencies. 

· Translation, drafting and/or editing of translated reports, minutes, executive orders and correspondences in Dzongkha.

· As Deputy Head of the Secretariat, assist the Cabinet Secretary in setting new strategic direction and guidance for the Secretariat and taking a lead role in executing them and also supervising, monitoring and evaluating the works of subordinate officials and staff; and discharge other duties and responsibilities as may be assigned by Cabinet Secretary from time to time.
	20%

20%

15%

10%

10%

     10%

     5%

     5%

     5%


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

3.1 Education: Bachelors

3.2 Training: Training in economics, public policy & administration, and/or development management. 

3.3 Length and type of practical experience required: Minimum of 4 years of relevant experience as Policy Advisor or equivalent experience. 

3.4 Knowledge of language(s) and other specialized requirements: High command of spoken as well as written knowledge and skills in both English and Dzongkha. Should have advanced knowledge in economics as well as corporate matters and have in-depth hands-on knowledge of national policies, acts, conventions, rules and regulations and also be fully conversant with sectoral policies, plans and programmes. Must be able to suggest appropriate policy recommendations in realizing national goals and objectives. Should also have good management and administrative skills to guide and supervise subordinates.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The nature of the task could be described as highly intricate as the inputs directly go into formulation of national plans and policies at the highest level of the Government. Therefore, the work requires a high degree of professionalism and originality in thinking combined with high intuition, foresight and judgment capability. Should be able to conduct critical analysis of the national as well as sectoral plans and programmes and deduce correct conclusions and recommend concrete alternative policy directions and solutions.

5.
SCOPE AND EFFECT OF WORK (Describe the breadth of work performance and the effect the work has on the work of others or on the functions of the organization):
The scope of work is huge and effect national in dimension, as mentioned above, as all the inputs directly go into formulation of plans and policies at the highest level of the Government. The position plays a critical role in facilitating and influencing to set right and strategic policy directions for long-term development of the country. Therefore, the work entails complete dedication to policy studies, analysis and design of alternative policy strategies and directions. The work has direct relationship with and bearing on any policy-decision made by the government. 
6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

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


The supervisor’s instructions and control over the position extends to providing broad scope and quality of policy inputs expected from the officer for decision-making process of the CCM and the Cabinet. Besides routine policy analysis and advisory duties on day-to-day functioning and policy issues of the Government, the position also receives assignments on specific subjects or case-by-case basis, as and when CCM, Cabinet or Prime Minister desires that professional/expert views are required on certain policy issues. The officer does review and evaluation of works on the basis of scope and quality of policy inputs provided.

6.2
Guidelines (Indicate what written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

The position requires working mainly in line with the long, medium and short-term development visions, goals, plans, policies and principles of the Government. This therefore, demands exercise of deep judgment and strategic thinking on the part of the officer in designing and recommending new policy directions for the government. The officer also works in accordance with broad written as well as verbal instructions received from the supervisor. However, as his main job pertains to providing strategic policy inputs, the position largely demands exercise of independent professional knowledge and judgment in discharge of his duties.

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

In day-to-day work, the position requires high interaction mostly with Cabinet Ministers, Members of the Royal Advisory Councilors, Secretaries to the Government, high-ranking officials of the Palace and other high-ranking officials in the three branches of the Government. This is mainly in matters pertaining to weekly CCM meetings and monthly Cabinet meetings. Further, outside the organization, the position requires substantial interaction with researchers, policy-makers and planners, etc. mainly for coordination and consultations on various policy related matters. Within the organization, the main interaction is with Cabinet Secretary and other key officials for coordinating various matters pertaining to CCM and Cabinet meetings and also on other policy coordination issues.

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):

The position requires direct supervision over not only the Policy Advisors, Policy Analysts and Executive Assistants but also all other officials and staff in the office, firstly due to his work knowledge and experience and secondly, as the deputy head of the Secretariat. Supervision and guidance includes intellectual coaching as well as managerial and administrative guidance and supervision.   

9.
JOB ENVIRONMENT (Describe physical demands 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.  Will the person be required to travel in this position?  If so, how often?):
The position generally requires working in secured office and therefore, is not subject to hostile physical environment. However, it requires working under tremendous time pressure and stress to meet important and urgent assignments and deadlines, which makes highly susceptible to grave stress-related health problems such as blood pressure, cardio-vascular diseases, eyestrain, etc. 

The position requires occasional travel with the Prime Minister. While such travel per se does not involve much physical exertion, it often involves a lot of mental pressure due to speech writing and other ad hoc paper works on site.
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