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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:

1.1
Position Title: 

Thrompon 

1.2 Major Group: 

Executive Services

1.3 Sub-Group:


Executive Services

1.4 Job Code No.:

05.340.11
1.5 Position Level:

EX3
1.6
Job Location (Complete as appropriate):
Ministry: __________; Department: _____X______; Division: __________; Section: ___________; Unit: _________.

1.7     Title of First Level Supervisor  (Official title of Supervisor):  Chairman of City Committee
2. PURPOSE, DUTIES & RESPONSIBILITIES  (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement about the outcomes and expectations of the position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose:
The purpose of this position is to facilitate proper and planned growth of the urban centre and manage the affairs of the Municipal Corporation.

	Duties and Responsibilities
	% of time

	· Formulates appropriate Policies under the direction of the Committee.

·  Prepares Development Plans and Programmes for the Corporation in accordance with the Policies.

· Mobilizes Resources required for the smooth implementation of the programmes and Projects.

· Ensure compliance of the Municipal Rules & Regulations

· Directs and supervises the implementation of Programmes and Projects.

· Accords financial sanction and Administrative approval for activities in accordance with the Rules.

· Any other job that may be required to be attended 

 
	20

25

10

25

10

10




3.   KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability): 
3.1
Education: Bachelors 

3.2 
Training: Advanced training in Urban Development Planning and Management.
3.3 
Length and type of practical experience required: Minimum of 4 years of relevant experience in P1 level OR equivalent experience.

3.4   Knowledge of language(s) and other specialized requirements: Should have good command over written and spoken Dzongkha as well as English. Must have thorough knowledge of government policies, rules & regulations and procedures OR equivalent experience.
4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):

The work consists of broad functions and process of professional nature where decision-making is difficult and highly complex. The work is complex and sensitive as it involves approval of constructions, land acquisition   and allotment

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 purpose of work is to facilitate proper and planned growth of the urban centres and manage the affairs of the Municipal Corporation. The work has wide scope and effect.

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 position receives instructions from the Committee and Head/ Secretary of the Ministry. However, they are usually broad and non-specific and as such the incumbent in the position is required to take independent decisions. 

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 Municipal Act provides most of the guidelines. The employee in this position is required to interpret policies, rules and process modifications.

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

Frequent contacts with various organizations with in the Government and the public are to be maintained. The purpose of such contacts is to explain and implement the regulations, facilitate public participation in the maintenance of the facilities with in the urban centre etc. 

8.
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):

The position has a supervisory responsibility over all the staff. Directives on policy matters as well as routine activities are to be issued on a regular basis. The number of subordinates being supervised would vary depending on the size of the Corporation.

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):

The job involves frequent field visits in and around the urban areas. The job poses apparent risks of confrontation with property owners. 

