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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  
Sr. Secretary to DYT Chairman 






1.2 Position Level:           P5


1.3 Major Group: 
General Admin & Support Services Group

1.4 Job Code No.: 
09.460.08

1.5
Job Location: (Complete as appropriate):

1.6
Ministry: Ministry of Home & Cultural Affairs; Department: Department of Local Governance; Division: _________________________; Section: __________________;

Unit: _________________.

1.7   
Title of First Level Supervisor  (Official title of the Supervisor): Dzongdag/DYT Chairman

2.
PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, 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: This position will be responsible for advising the DYT Chairman and its members on national policies in decision-making of the Dzongkhag and Geog plans and programs.

	Duties and Responsibilities
	% of Time

	· Advise and guide the DYT Chairman on national and sectoral priorities, policies, plans and programs.

· Advise and guide the DYT Chairman on Dzongkhag and Geog plans and programs.

· Advise and guide the DYT Chairman on developments within the country and region.

· Assist the DYT Chairman and DYT Secretary in coordinating DYT meetings.

· Assist the DYT Chairman and DYT Secretary in drafting of ordinances based on decision of DYT.

· Assist working committees established by DYT.

· Assist in monitoring plan implementation in the Dzongkhag.  

· Assist the DYT Chairman in running the Office of the DYT Chairman.

· Drafting and dispatching of correspondences.

· Filing and maintain filing system for correspondences, important papers and documents.  

· Scheduling of appointments.

· Coordination with DYT Deputy Chairman.

· Maintain inventory of equipment, office supplies and stationeries and utilization.

· Maintain record of Geog tours and tour reports.

· Monitor and assess functioning of DYTs for submission to Ministry of Home and Cultural Affairs.

· Any other task assigned by the Supervisors


	


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

3.1
Education:  Bachelors degree, preferably from ILCS.

3.2
Training: Training in relevant field
3.3
Length and type of practical experience required: Minimum of 4 years as Secretary to DYT Chairman or equivalent experience.

3.4
Knowledge of language(s) and other specialized requirements: Fluent in Zhungkha, English and other local dialects. Should have managerial skills in dealing with local leaders. Needs skill to operate computer. 

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The position requires advising the DYT Chairman on national policies, formulation of plans and programs for the Dzongkhag and Geogs. It involves preparation of assessment reports on the operational functioning of DYTs for submission to the Ministry.

5.
SCOPE AND 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):
The Secretary to the DYT Chairman plays an integral role in the development of Dzongkhag and Geogs plans and programs in collaboration with the Sector Heads and members of the DYT/GYT. He/she is carries out all monitoring and assesses the functions of DYTs for further submission to the Department of Local Governance besides scheduling all appointments of DYT Chairman.

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 Secretary to the DYT Chairman works under direct supervision of the DYT Chairman and reports to the DYT Chairman. 

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 Secretary to the DYT Chairman is guided by the DYT/GYT Chathrims/Manuals in his/her daily functioning. 

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

Reports directly to the DYT Chairman/Dzongdag/Director General, Department of Local Governance for supervisory advises while consult with the Sector Heads of the Dzongkhag pertaining to the plans and programs of the Dzongkhag and Geogs.

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 Secretary to the DYT Chairman supervises activities of the office of the DYT Chairman in its day-to-day functioning besides scheduling appointments, monitor and assess functioning of DYTs for submission to Ministry of Home and Cultural Affairs.

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):
Mostly entail physical risks of traveling to remote Geogs. Includes extensive travels for monitoring plans and programs of the Geogs.

