ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

       POSITION DESCRIPTION FORM

1.
JOB IDENTIFICATION:

1.1
Position Title:

Sr. Program Coordinator

1.2
Position Level:                      P3

1.3
Major Group:

General Admin & Support Services Group

1.4
Sub-Group: 


Program Services

1.5
Job Code No.: 

09.480.08    

1.6    
Job Location (Complete as appropriate):

Ministry: Ministry of Finance; Department: Department of Aid & Debt Management; Division: Bilateral/Multilateral/Debt Management; Section: Respective Regions/ Systems; Unit: Respective Donors.

1.7      Title of First Level Supervisor (Official title of the Supervisor):  Deputy Chief Programme Coordinator

2.
PURPOSE, DUTIES & RESPONSIBILITIES (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 positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose:  This post will supervise the overall coordination and management of the section

	Duties and responsibilities
	% of time

	Coordination

· Communicates with stakeholders on important matters; 

· Represents the Department in TPR/Review Meetings;

· Facilitate periodic consultations like aid sensitisation, aid coordination and programme missions;

Project/Financial Reviews 

· Reviews project proposals and submits recommendations to the immediate superiors;

· Ensure timely flow of funds avoiding fund shortages and removing any bottlenecks that may arise;

· Reviews and approves supplementary budget incorporation for programmes and projects committed by development partners;

· Arrange refund of unspent fund to donors and reimbursement of excess expenditure from donors to RGoB agencies;

· Ensure audit certification of project accounts and follow up on any specific observations;

· Prepare year-end reports of external assistance by project and by development partners duly reconciled with DBA’s record;
· Assist in reviewing/preparing the rolling budget.

Debt Management

· Review debt analysis and debt forecasting.
· Any other task assigned.

	


3.
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education: Bachelor’s Degree in a relevant field.

3.2 Training: Should have undergone training in Program/Project   Management/ Debt Management.

3.3 Length and type of practical experience required: Minimum 4 year’s relevant experience as Program Coordinator or equivalent experience. 

3.4 Knowledge of language(s) and other specialized requirements: Good command of written and spoken English and Dzongkha, communication/ negotiation skills, etc. 

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Where problems arise in relation to programme/project implementation, solutions will have to be identified swiftly and problems addressed.

A general awareness and understanding of RGoB and donors policies and priorities is necessary. Work also involves solving a variety of problems at project level including analysis, negotiations and evaluation under direct supervision of the supervisors. Evaluating programmes/project proposals and monitoring programme implementation, reporting and fulfilment of project agreement requirements is a complex job.

When reviewing new project and programmes, detailed independent analysis and decision will have to be taken to determine if the proposals are within the broad framework of the priorities of both the government and the development partners.

Besides, the position will need to be very persuasive and capable in facilitating the flow of funds and reports to programmes/projects/development partners.

5.
SCOPE AND EFFECT OF WORK (Describe the breath of work performance, and the effect the work has on the work of others or the functions of the organization):

Maintaining regular communication with all the stakeholders determines the flow of views and various issues between all agencies and therefore facilitates the cordial development co-operations between the government and the development partners.

Preparing and submission of periodic reports like the annual report on external assistance, debt forecasting, and debt burden has direct affect on many stakeholders. Availability of accurate and reliable reports will facilitate the policy makers to make/take informed policy decisions on the future of development assistance and the type of assistance (grant/debt) that the country can afford to take without undermining its ability to repay debt or risking its foreign exchange reserve.

These reports will also be used by the development partners themselves in assessing their level of assistance in comparison to other development partners in Bhutan. Once the report is published, it will continue to be used as a source of reference by all the stakeholders in and outside the government. 

Reviewing and approving supplementary budget for programmes/projects to be incorporated in the RGoB budget is also very important. It will require the position to verify the need for such supplementary budget, taking into account the changed circumstances and priorities that may have occurred within a short time to necessitate the proposals for supplementary budget. Reviewing and approving such proposals will facilitate the implementing agencies in meeting their immediate goals.

The daily supervision of the subordinates in carrying out their jobs in relation to ensuring that they follow up on project proposals, submission of periodic reports and release of funds will directly determine the progress and achievements of the programmes and projects.

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

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


Supervisors define objectives, priorities and deadlines and assist in unusual situations. Employee plans and carries out work in accordance with instructions and accepted practice. Based on the importance of the assignment, the work is reviewed by the supervisors.  The supervisors for its soundness and adequacy will review the annual reports prepared by this position. Also any recommendations for new programme/project proposals will have to be reviewed by the supervisors.

The position will operate with certain degree of independence on the normal jobs at project facilitation level.

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):

The function is guided by available project documents, financing agreements and normal rules and procedures of project management. Outside the project, the various rules and regulations such as the Financial Manual, national execution manual etc. will be used.

On facilitation of programme/project implementation, the position will interpret or adapt broad guidelines to specific needs as long as it is acceptable to all the stakeholders.

Where such specific guidelines do not exist or are not relevant due to changed circumstance, the position will have to devise new guidelines which also be imposed upon other agencies at programme/project implementation level.

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 work requires frequent contact with donor and RGoB agencies at project management levels to monitor and discuss the flow of funds, submission of physical and financial progress reports as may be defined in the project agreements. Contact with donor and RGoB agencies will also be frequent at programme/project review meetings. The position will also have contact with relevant stakeholders on discussing/submitting audit reports. The purpose of this contact will be to verify and follow up on any audit observations.

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 will require supervision over a number of Programme Coordinators within the department, general support, and administrative staff with the nature of supervision on management of mission visit and other logistical arrangements. 

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):
It requires countering pressure and attending to problems that may arise from time to time. Short notice instructions from the stakeholders and the supervisors will also put a lot of stress and pressure. Attending to time bound requirements from both government and donor agencies on ensuring that funds are available to the project and periodic reports to the donors on time.

Periodic in-country travel would be required for monitoring of project, where certain degree of physical exertions likes walking in remote areas.

