ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.  JOB IDENTIFICATION:

1.1       Position Title:

Subject Specialist

1.2       Position Level:

P2
1.3       Major Group:

Education and Training Services Group

1.4       Sub-Group:

Education Support Services

1.5       Job Code No.:

04.310.09

1.6       Job Location: (Complete as appropriate):

      Ministry: Education; Secretariat: Bhutan Board of Examinations

1.7       Title of First Level Supervisor (Official title of the Supervisor):   Secretary of Examinations.

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: The subject specialists set examination papers for different levels of Board examination (6, 8, 10 and 12) and facilitate paper moderation workshop and coordinate paper evaluation camp.

	Duties and Responsibilities
	% of Time

	1. Systematically plan and develop questions for item banks in respective subjects in coordination with teachers, Curriculum writers, inspectors and teacher educators.

2. Designate schools for pre-testing the items on the basis of controlled sampling, conduct pre-testing of all items developed and carry out item analysis of items pre-tested.

3. Develop test papers in conjunction with subject committees designated by the Bhutan Board of Examinations.

4. Assist in the conduct and administration of examinations as directed by the Secretary of Examinations.

5. Supervise the evaluation of test papers.

6. Develop model test papers for the schools for the purpose of fostering correspondence between evaluation tools in schools and evaluation tools developed by the Bhutan Board of Examinations.

7. Assist the Secretary in training educators and teachers involved in examinations in techniques of measurement, evaluation and assessment as required in respective subjects.

8. Assist Curriculum Officers in documenting the Primary, Lower Secondary and Secondary syllabuses to promote the development of examinations which are relevant to the curriculum.

9. Act as Coordinators for classes VI, VIII, X and XII level examinations.

10. Overall compilation of pupil performance feedback for all subjects at all levels.

11. Coordinate the recheck of all test papers after the declaration of results.

12. Undertake other tasks as may be delegated by the Secretary of Examinations from time to time.
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3.
KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability):

3.1 
Education: Bachelors degree in relevant subject with teacher training

3.2 Training: Education measurement & evaluation; Assessment techniques. 

3.3 Length and type of practical experience required: Minimum of four years of relevant subject in Position Level P3 or equivalent experience.
3.4    Knowledge of language(s) and other specialized requirements:

He/she should be conversant in Dzongkha and English.  He/she must have sound knowledge on development of test papers.  He/she should have good knowledge on evaluation, assessment and measurement.  He/she should also possess adequate knowledge on maintaining item bank and its analysis.  Need skills in areas of developing questions, maintaining item bank and measurement and evaluation.

4.
COMPLEXITY OF WORK (Describe   the   intricacy of   tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

The incumbent takes care of technical aspect of examinations.  He/she supervises and coordinates the development of item bank for different subjects and develop model question 
papers.  Other crucial roles include conduct of examinations, documentation, and compilation of results and analysis.  However for most of the tasks individuals are encouraged to use their own professional judgment.  

He/she is to interact with wide range of teachers across the kingdom and clarify matter related to BBE Board Examinations.

The Subject Specialists are particularly associated with the following tasks:

1.
To prepare a table of specification (Blue Print). Major part of time and energy is required for carrying out this task.  Unless he/she is conversant / well versed in the content and the knowledge of the Bloom’s Taxonomy it is impossible to carry out the table of specification. 

2.
To pilot the developed items and analyzing piloted results is a nerve breaking exercise.

3.
Maintenance of item bank and re-check of papers involves hardships.

4.
Finalizing paper for Board Examinations for all levels ABCE, LSSCE, BCSE and BHSEC in their respective subjects involve hardships.

5.
Confidential nature of the job would often lead to emotional stress.

   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 Subject Specialists deals with technical aspect of assessment.  The work involves the use of specialized skills in test item development, piloting, analyzing and banking. The quality of assessment instrument very much depends on this process.

6.    INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1
Instructions (Describe controls exercised over the work by the Superior; how work 
is assigned, reviewed and evaluated):

Subject Specialists receives general instructions and guidelines from Controller of 
Examinations and Assistant Controller of Examinations.
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):

i).  Guidelines for the conduct of Public Examinations in Bhutan Provisional Edition 2004.

ii) A Report of Pupil Performance. Bhutan Certificate of Secondary Education (BCSE-X) December 2003.

iii) A Report of Pupil Performance. Lower Secondary School Certificate Examination (LSSCE-8) December 2003.

iv) A Report of Pupil Performance All Bhutan Class VI Examination December 2003.

v) National Education Assessment in Bhutan. A Report on National Education Assessment in Bhutan.  Summary of findings and recommendations June 2004

vi) Rules and Regulations for the conduct of Public Examinations, Bhutan Board of Examinations, Thimphu 2002.

vii) Developing Educational Objectives for Instruction and Evaluation, Bhutan Board of Examinations, 1990.

viii) Examination Marking Guidelines – Provisional Edition.

ix)
BBE Brochure

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

The subject specialists must work in close contact with the Controller of Examinations who provides supervision, guidance and support.  They must also maintain contacts with concerned curriculum officers, teachers and others from Divisions, Institutes and Schools.

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 Subject Specialists supervises:

· Question Setters during item development

· Moderators during the moderation meeting

· Conduct of examinations at the centers and

· Evaluation procedures of the Chief Markers and Markers at the Marking Centre.

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):  

The Subject Specialists (they) have to visit schools and institutes occasionally to monitor and provide professional support and development to teachers and also to collect feed back on the students performance.
