ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Assistant Urban Planner II
1.2 Position Level:

S1
1.3 Major Group:

Architecture & Engineering Services Group
1.4 Sub-Group:


Urban Planning Services
1.5 Job Code No.:

02.260.06
1.6 Job Location (Complete as appropriate):
Ministry: ________; Department: __________; Division: ________; Section: _________;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Senior Urban Planner.
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 assist the senior people in the preparation of urban development plans, and to collect field and secondary data relevant to plan preparation.

	Duties and Responsibilities
	% of time

	· Participate as a member of teams, in preparation/revision of Urban Development Plans
	

	· Draft working papers on specific aspects as integral inputs to plans preparation/revision
	

	· Collect field and secondary data relevant to Plan Preparation/ Revision
	

	· Supervise the preparation of scaled drawings; render guidance and technical assistance to junior technical staff
	

	· Render assistance in drafting structure plans
	

	· Assess plan implementation and report to supervisors the need for review or improvements in implementation
	

	· Assist in organization of training programs of the cell
	

	· Take initiative in self-development and proposes further growth opportunities desired, to supervisors
	

	· Maintain all data and records relating to assigned work
	

	· Attends to correspondence relating to assigned work
	


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

3.1 Education: Class XII with Diploma          

3.2 Training: Courses in urban planning  

3.3 Length and type of practical experience required: Minimum of four years of experience as Assistant Urban Planner III 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. Knowledge of other dialects of the country would be considered an added advantage

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 duties of an Assistant Planner require the application of complex planning principles into practice in the field. Substantial analysis using these principles is required in the study and preparation of plans. The difficulty of work is further compounded by the non-correspondence of theoretical data to actual ground situations.

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 work of an Assistant Planner involves establishing planning criteria, formulating plans and programs or assessing program effectiveness. The work product critically affects the activities of the organization and the operation of other organizations in the areas planned. 

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 supervisor provides objectives, priorities and targets and assists the employee when problems are faced. Work is then planned according to these instructions, policies and accepted practices. Completed work is checked for technical soundness.

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):
Guidelines are available but may not be totally applicable to the work. A lot of judgment is required in interpreting and adapting available guidelines.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Personal contacts are with other officials from outside the organization. Persons contacted are usually different each time and have different positions and different authorities. The purpose of the contact is to influence, motivate, question or control persons or groups to gain compliance with established policies and procedures.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Plans, directs and co-ordinates the work of two or more technical planning assistants. The work also involves directing and reviewing the work of surveyors and data collectors for project planning.

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 work involves frequent visits to the project areas to ensure quality of work and the conformity to project schedules and targets. It involves physical exertion and sometimes-extreme weather conditions, or other risks and discomforts during field visits.
