ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION FORM

1. JOB IDENTIFICATION:

1.1      Position Title: 
Registrar General

1.2      Position Level:       
EX2

1.3      Major Group:

Executive Services Group
1.4      Sub-group:

Executive Services 

1.5
Job Code No.

05-340-24
1.6
Job Location: (Complete as appropriate)
Ministry 
           Judiciary 

 

Division  
           High / Supreme Court    

1.7      Title of First Level Supervisor: (Official Title of Supervisor)
Chief Justice.

________________________________________________________________________

2.
DUTIES AND 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 facilitate smooth functioning of judiciary and to assist Chief Justice in formulating the policies and plans for enhancement of the organisation. 

	Duties and Responsibilities
	% of Time

	· Assist the Hon'ble Chief justice in formulating appropriate judicial policies and plan for the judiciary.

· Ensure the implementation of plans and policies.

· Exercise executive and financial powers mandated in the BCSR, financial manual, rules and regulations and any other responsibility assigned by the Hon'ble Chief Justice.

· Enhance efficiency and effectiveness of personal management System-

· Provide administrative and financial facilitate the Benches for dispensation of Justice.

· Enforce code of conduct and ethic, (Driglam Namsha) strictly amongst the Judiciary members.

· Distribute the functions among Divisions/Sections with approval from the Hon’ble Chief Justice.

· Identify the training needs; formulate plans and co-ordinate programmes with the Royal Civil Service Commission.

· Administer promotion programme in High Court.

· Approve tour to be undertaken by the Judiciary members and staff except by himself and by the Hon’ble Chief Justice.

· Initiate annual evaluation process.

· Vest with the powers to grant leave for Drangpons in Bhutan except extraordinary leave.

· Render staff welfare service. 

· Ensure optimum utilisation of the public fund releases.

· Streamline the budgeting and accounting system;

· Sanctioning authority for District Judges (Leave and Travel authorisation for Drangpon) 

· Process yearly reduction/addition of the staff as per the requirement.

· Assess the performance of the staff members with complete evaluation reports.

· Any other matters assigned by the Chief Justice from time to time.


	


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

3.1     Education: LLB / LLM preferred
3.2 Training: 

· PGDNL
· LLM

· Short Course in Administrative Management.

  3.3   Length and type of practical experience required: 4 years as a Dzongkhag Drangpon OR equivalent experience.
  3.4        Knowledge of language(s) and other specialized requirement: 

· Must have a good command over written and spoken Dzongkha as well as English. 

· Knowledge of other dialects of the country would be considered as an added advantage.

· Should have a thorough knowledge of court procedure and laws.

· Must have substantive knowledge over accounting procedure.

· Knowledge on computer operation is necessary. 

· Must have knowledge on Management skills.

4.
COMPLEXITY OF WORK. (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work).

· The work requires a high degree of analytical ability and managerial skill particularly for co-ordination. It involves extensive consultations and interactions.

· The job of the said post is very complex, as there is numerous interactions with number of people in order to facilitate the fair and speedy trial.

· Issuing of affidavit for parties involving foreigners necessitate sorting of all complex legal issues.  

· The tasks performed are of difficult nature, as one has to undertake such task based on initiative and norms.

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 organization).

· The job of the said post is very complex for the said post has to interact with number people in order to facilitate the court procedure to facilitate Access to Justice.

· The position facilitates the smooth functioning of the judiciary and the employees working under it.

· Facilitate Due Process of law and Natural Justice.

· The said job has originality as one has to decide amongst the petitions as to admit or dismiss cases.

· Provide information to the general public on the norms of the registry for dissemination of Procedure and enhance transparency

· The efficiency and the effectiveness of the organisation largely depend on this post for all works other than dispensing justice is in the hands of the said post.

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 good degree of guidelines from the head of the Ministry and the work is carried out independently based on the policies of the Judiciary in particular and the Royal Government in general. 

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).

· Court Procedure, Civil and Criminal Code Procedure, Bhutan Penal Code, Negotiable Instruments Act, Land Act, Inheritance Act, Property Act etc.

· National Assembly Resolutions.

· Kashos and Circulars.

· Judicial Conference Resolutions.

· Judicial Forms

· BSCR and Financial Manuals

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

· The position involves frequent interaction with the head of the ministry concerned and head of the other organisations. The said post has to interact with the private organisations for the issues related to purchase and infrastructure development.  

· The job has a high degree of contact with the staff of the organisation as all the administrative matters are routed through this post.

· The interaction with the other organisations is very frequent since the post is highest in judiciary in case of administrative matters

· The post also has frequent contact with all the Drangpons of Dzongkhags and Drungkhags in Bhutan.

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

· The position has the responsibility of supervision over the Dzongkhag Courts and the High Court and needs to provide directives on policy matters. 

· And provide updated information to other courts of the country.

· Generally some 600 individuals work under this position.

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 whether and other hostile working conditions).

· The job environment is generally comfortable and it hardly involves physical exertions. 

· There are lots of mental exertions involved in carrying out the job.
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