ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION
POSITION DESCRIPTION FORM

1.  
JOB IDENTIFICATION:

1.1       Position Title:


Tax Officer
1.2       Position Level:


P5

1.3       Major Group:


Audit & Finance Services Group
1.4       Sub Group:


Revenue Services
1.5      Job Code No.:


06.380.05
1.6       Job Location (Complete as appropriate):


Ministry: Ministry of Finance; Department: Revenue & Customs; Division:_____________; Section: __________; Unit: ____________.




1.7    Title of First level Supervisor: 
Asst. Commissioner
2. 
DUTIES AND RESPONSIBILITIES (Describe the main purpose, 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: The scope of work is to help towards achieving the national revenue targets by collecting taxes in a fair and equitable manner. Also have to ensure that revenue action plans and programmes are implemented timely in accordance with the respective manuals. Success and failure of individual work/assessment has a direct bearing on the overall achievement of the revenue target. 

	Duties & Responsibilities
	% of time

	· Assist in carrying out tax/customs/revenue audit of taxpayers, agencies and RRCO.

· Process refund and appeal cases

· Maintain register for stock and issue register and place demand for these documents (Revenue Money receipt and bank depositing challan) and custody thereof.

· Compilation of revenue forecast & preparation of reports on revenue collections for the region including analysis of revenue trends forecast/indicators and reporting thereof.

· Lead the Inspection team while conducting surprise checking of business premises/factory/distillery etc.;

· Issue tax clearance, permit and other documents for movement of goods within and outside the country;

· Maintain close vigil on the working of subordinate staff;

· Co-ordinate subordinate offices and agencies in their region with regard to the assessment and collection of national revenue;

· Monitor collection of taxes, duties, fees, etc and issue demand notice;

· Assist in report/memos writing, post auditing and fraud investigations;

· Seizure of goods and levy of fines and penalties;

· Assign duties to his officers at strategic points;

· Check reports submitted by the subordinate officers and recommend for appropriate action;

· Any other task assigned from time to time.
	


3.   KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for  performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education: Bachelors in relevant subjects with PGCFM
3.2 Training:  

3.3 Length & Type of practical experience: Entry. 

3.4 Knowledge of language(s) and other specialized requirements: Good command over both written and spoken Dzongkha, English; a local dialect is an added advantage. 

4. 
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, process, or methods involved in work, difficulty, and originality involved in work):
· The job demands a variety of differing methods although the task itself is an established one. Judgment and analytical skills are required besides being able to visualize activities related to revenue that may have an impact on the forecasting capability of the Region and subsequently on the whole. 

· The job also requires checking with revenue agencies if stocks on used and non-used revenue receipts are kept properly and securely.

· Further, ensure that taxes are collected fairly, uniformly and courteously. 

· Should explain the importance of taxes and their rights and obligations to taxpayers. Educate taxpayers on rules and procedures in such a manner that encourages voluntary compliance.  

· Ensures that rules are complied with at the time of assessment and assists in carrying out all analytical exercises at various stages of assessment. 

· The job also involves the verification of trade data (Trade Information System) and checking of documents to see whether classification, valuation, assessment and collection have been done appropriately. Corrections have to be made where goods are wrongly classified or declared and levy appropriate fines and penalties on the seized goods

5. 
SCOPE & EFFECT OF WORK (Describe the purpose, breath of work performance, and the effect of the work has on the work of others or the functions of the organization):
Assessment, audit and collection of revenues are the primary function of the post and therefore success and failure of individual work/assessment has a direct bearing on the overall achievement of the region. 

Keep in custody the revenue receipts for proper issuance to cashiers of the revenue generating agencies in the region to ensure that no cashiers misuse them. Deposit revenue collected into government revenue account in a timely manner. Ensure that the accounting system is strictly followed to avoid anomalies and prevent leakage of revenue.

Vigilance on the proper management of RAS (Revenue Accounting System) and related reports prepared and maintained by Deputy at regional level for submission to Headquarter. In case there are anomalies, information has to be corrected and updated.  .

Assignment of officers at the strategic points is to maintain a close watch on the movement of un-authorized and restricted goods. This is necessary to ensure that no illegal goods enter the country and pose threat to the national security.

6.

INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 Instructions (Describe control exercised over the work by the superior; how work is assigned, reviewed and evaluated):
Directly guided by Assistant Commissioner. Assignments are given and instructions are not always readily provided although superiors can be contacted in case of difficulties. However the officer is required to carry out the assigned work in accordance with the existing guidelines as provided below.

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):

Revenue Audit Manual 1993, Revenue Accounting Manual 1993, Taxation Policy 1992 & Tax Manual 1998, Sales Tax, Customs & Excise Act 2000, notifications/ circulars and the Annual Plan of the Department and financial manual.
7.  
WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):
They are required to be a little diplomatic. Ability to obtain co-operation and information is a vital advantage while undertaking their assignments. Frequent contact with dealing officials from different agencies is required. 

8. 
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):
Supervision required to the extent that agencies are following the proper revenue accounting system. Within the administration may head a check post consisting of a few staff (9-10).

9 
JOB ENVIRONMENT (Describe physical exertion 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):
Required to undertake a lot of tours and visits to different Revenue generating agencies where compliance and attitude towards revenue audit/inspection is not always positive. Involves lot of travel, which may be dangerous along the border for security and health reasons.

Collection of taxes means asking individuals to part with money. Contact is at a very personal level exposing to high risks of being compromised, which could lead to loss of job. Similarly, non-compromise results in various forms of personal threats. Therefore, the position has to operate in a very hostile environment.

