ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Survey Field Assistant
1.2 Position Level:

O2
1.3 Major Group:

Architecture & Engineering Services Group
1.4 Sub-Group:


Survey Engineering Services
1.5 Job Code No.:

02.250.08
1.6 Job Location (Complete as appropriate):
Ministry:  Agriculture; Department: Survey and Land Records; Division: All the four Divisions; Section: ________; Unit: ________;

1.7    Title of First Level Supervisor (Official title of the Supervisor): Surveyor.
2 PURPOSE, DUTIES & 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: To have semi-skilled personnel to handle and take care of expensive surveying and camping equipment and also to increase the outturn and quality.

	Duties and Responsibilities
	% of Time

	· Assist the team leader for proper handling and care of equipment, surveying instruments, records, stores, etc.
	

	· Set up observation targets/signals during field observation.
	

	· Help in holding the survey umbrella, transportation of expensive instruments from station to station.
	

	· Contribute in setting up of camps and transportation.
	

	· Guide the fresh SFAs and share experience with them.
	

	· Involve in the minor repair of tents, furniture, etc.
	

	· Any Other Assignments
	


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

3.1 Education: Class X       

3.2 Training: Nil.

3.3 Length and type of practical experience required: Fresh Entry

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

· Should have a basic command over written and spoken Dzongkha as well as English. 

· Physically strong.

· Good manner.

· Forward looking.

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
Nil

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 involves performance of specific routine operations composed of a few separate tasks or procedures. Work product or service has little impact beyond the immediate organizational unit or beyond the timely provision of limited service to others.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Supervisor make specific assignments, with clear, detailed verbal instructions and supervisor is available to answer questions; work is closely controlled by nature of work itself and by close supervisor.

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):
Clear-cut verbal decisions are delivered on day-to-day basis. Survey Manual clearly defines the role of Survey Field Assistants.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Personal contacts to be with employees within the immediate Section and other related groups linked by purpose and contact primarily to assist the survey teams to co-ordinate the local unskilled labour employment in survey operations like the sight clearance, camp shifting, public meeting; to give or receive factual information; acting as messenger, booking of tickets, camp guards.   

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Guide new survey field assistants and local recruits in handling of instruments/equipment and the survey field procedures.

9 JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):
Physical exertion and risk to life is there as they have to lift heavy objects over 25 kg or work in environment involving exposure to potentially dangerous situations such as working at great heights, or malaria infested area or under extreme outside weather conditions, or other such conditions, which cannot be controlled.

