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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION

1.
JOB IDENTIFICATION:

1.1 Position Title:  


Zhung Kalyon 
1.2 Major Group:



Executive Services Group
1.3 Sub-Group:



 Executive Services

1.4 Job Code No.: 


 05.340.01

1.5 Position Level:                                   EX1
1.6
Job Location: (Complete as appropriate)
Ministry/Organization: Royal Advisory Council; Department: _________; Division: __________; Section: ___________; Unit:_____________.

1.7 Title of First Level Supervisor (Official title of the Supervisor): Head of   the State
2
PURPOSE, DUTIES & RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should identify the main outcomes or 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:


· Promoting and safeguarding the trust, confidence and the harmonious relations existing between the Government and the people;

· Rendering advices wherever appropriate in enhancing accountability & transparency through the reports and recommendations;

· To be the guardian of the policies, laws and resolutions passed by the National Assembly and ensuring the faithful implementation by the Government and the people

	Duties and Responsibilities
	% of time

	The Zhung Kalyon of the Roal Advisory Council shall primarily be responsible for:

· Advising and submitting information to His Majesty, the King, National Assembly and the Cabinet on all important issues of National Plans and Policies;

· Securing and issuing by-laws and regulations in respect of the commands, the resolutions of National Assembly and the decisions of the Cabinet and follow-up actions on the enforcement and compliance of such orders;

· Represent the Kingdom as the head of delegation at inter governmental meetings or international forums;

· Carrying out obediently and sincerely any additional responsibilities entrusted by the Government and His Majesty, the King;

· Participating in the policy and legislative bodies such as the National Assembly and the Lhengye Zhungtshog;

· Providing leadership and support management process and systems in order to maximize the effectiveness of the functions of the Royal Advisory Council;

· Identifying matters of potential significance and communicating significant messages to the right people at the right time in an understandable way; and

· Presides over legislative and criminal appeals and submits recommendation to His Majesty the King.


	To be completed later


3.
KNOWLEDGE & SKILLS REQUIREMENTS  

3.1 
Education: Bachelors 

3.2
Training: Advanced training in General Management & Policy and in   Public Administration.

3.3
Length and type of practical experiences required: Minimum of 4 years of relevant experience in EX2 level OR equivalent experience.

3.4
Knowledge of Language(s) and other specialized requirements: Must be proficient in both Dzongkha and English languages. Should have significant experience in legislative affairs, executive functions, judiciary matters and process for hearing of public grievance.

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 that largely an advisory nature.  The position is required to preside and advises on issues that are often difficult and complex requiring decisions on undefined areas.

5.
Scope and effect of work (Describe the breadth of work performances, and the effect the work of others or the functions of the organization):

Monitors administrative and financial management policies in the Government with regards to:

· Compliance with the laws, rules and regulations;

· Improved decision making process in the Government and respond to the changing needs to a diversified environment of roles, functions and responsibilities without sacrificing the values ingrained in Bhutanese society.

In summary, the work typically consists of planning, developing and carrying out vital administrative or professional programmes essential to the well being of the government.

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


Royal Commands, National Assembly Resolutions, and Cabinet. 

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):

· Kashos of His Majesty the King;

· National Assembly Resolutions;

· Rules and Regulations of the Royal Advisory Council; and

· Other relevant guidelines issued by Lhengye Zhungtshog

In summary the work typically consists of broadly defined functions with the incumbent planning, designing and carrying out the work independently without adequate guidelines and the work accepted as technically authoritative.

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 contact with high-ranking officials in the legislative, executive and judiciary wings of the government is necessary.  In addition, contacts are with representatives of foreign governments, international organisations, or news media with the purpose to explain, justify; and defend, negotiate or settle matters of significance.

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


Oversees Royal Advisory Council and the overall staff of the RAC.  Assists and guides the Council members. 

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):

The position does not require physical exertions and is also not exposed to any health hazards.

