ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Vice Consul
1.2 Position Level:

P4
1.3 Major Group:
Foreign Services Group 

1.4 Sub-Group:


Consular Services
1.5 Job Code No.:

07.400.03
1.6 Job Location (Complete as appropriate):

Ministry: Foreign Affairs; 
Department: Vice-Consulate;


   Division: ______________; 
Section: _________; 
Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): 
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 render effective Consular services and functions in the receiving State within the authority vested by both the sending and receiving States in the area of its jurisdiction. 

	Duties and Responsibilities
	% of Time

	· Render effective consular services and oversee the management and supervision of the Vice-Consulate.

· Establish relations with officials of the host country, diplomatic missions, international agencies, private sector, academia, civil society, media and local authorities and general pubic particularly in the area of jurisdiction.

· Evaluate important and relevant political, economic, and other developments in the area of jurisdiction, and recommend appropriate course of action.

· Attend important official functions like meetings, receptions, dinners, etc. and effectively communicate the government position on different issues. 

· Assist visiting dignitaries, government delegations, organize PR receptions, facilitate cultural and other promotional activtities/festivals/shows.

· Assist, safeguard the interest of Bhutanese nationals, individuals, bodies corporate in accordance with the laws and regulations of the receiving State within its jurisdiction.

· Performing any other functions entrusted by resident Consul/Consular General / Ambassador / Foreign Ministry / RGOB which are not prohibited or permitted by laws and regulations of the receiving State.
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3 KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):     

3.1 Education: Bachelors
3.2 Training: Basic training in diplomacy
3.3 Length and type of practical experience required: Minimum of 4 years in Foreign Service in Position level P5 or equivalent experience
3.4 Knowledge of language(s) and other specialized requirements: 

· Should have good command over written and spoken English and be conversant in Dzongkha.  

· Knowledge of additional foreign language would be an asset.

· Familiar with the RGOB policies, plans and procedures, history, culture etc. 

· Familiar with the geography, politics, history and other important aspects of the local area and of the receiving State.

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
The work involves interacting and dealing with important agencies in the government, private organizations,Mission and Embassies, International Organisations and other Consulatesat home and abroad.

The officer needs to be well informed on all current national and international issues and concerns.  

Requires high degree of social and communication skills.

Will have to maintain high personal and professional integrity in the discharge of its functions and duties.

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):
The Vice-Consulate will assist the Consulate or the Consulate- General or work independently in carrying out instructions, directives of the RGOB and in fulfilling the Foreign Policy objectives of the government especially in rendering effective consular services and functions.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
· Assists the Consul/Consul General to ensure smooth and effective functioning of the consulate and carries out assignments as may be given by them. 

· Instructions can also come directly from the resident Ambassador or Ministry of Foreign Affairs/RGOB.

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):
RGOB policies and guidelines, Ministry of Foreign Affairs guidelines and directives including internal archives and Vienna Convention on Consular Relations and Optional Protocol and  International customary law and practice within the limits permitted by both the sending and receiving States.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Regular contact to be maintained with resident Consulate, Consulate-General, Mission/Embassies and Ministry of Foreign Affairs to obtain information and follow up action on consular matter and functions. 

Close working relations required with Missions and Embassies, Other Consulates, International Organisations, media, general public, local authorities in the area of jurisdiction.           

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Overall supervision of the Vice- Consulate and members of  the Consular staff. In most cases,Vice-Consul may have to function with few staff and carry out the consular functions with little or no support staff. 

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):
Since posting will be effected mainly in the urban metropolitan cities/areas, often the incumbent will be working under extreme weather conditions, polluted and overcrowded environment, high security risks zones etc which may prove to be physically taxing and  mentally very stressful..

