ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Assistant Urban Planner III
1.2 Position Level:

S2
1.3 Major Group:

Architecture & Engineering Services Group
1.4 Sub-Group:


Urban Planning Services
1.5 Job Code No.:

02.260.07
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

	· Performs field investigations for assigned planning projects.

· Collects detailed data and survey of proposed projects.

· Checks the works executed in the field.

· Prepares on-site work plans.

· Prepares and submits completion reports.

· Carries out administrative correspondences and related works.
	To be determined by specific location


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: in-service OJT – 1 month
3.3 Length and type of practical experience required: Entry.

3.4 Knowledge of language(s) and other specialized requirements: He/she should have good command over written and spoken Dzongkha as well as English. Knowledge of other dialects of the country would be considered as 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 ability to carry out field investigations and monitoring of plan implementation requires experience in understanding the complex issues that are involved. Decisions involve consideration of unusual circumstances, varied approaches and considerable data.

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 the Senior Planning Assistant involves the maintenance of work standards, which have a direct impact on the smooth functioning of projects during and after implementation. Inefficient supervision would result in flaws and losses of a potentially serious nature, with adverse effect on a wide range of activities of the organization. 
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 employee is expected to carry out normal technical assignments without specific instructions but refers problems to the supervisor for required guidance. Completed work is reviewed by the Urban Planner for technical accuracy and compliance with instructions.

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 come in the form of Planning Codes and Standards, Traditional Architecture Guidelines, Manuals and other reference material. These require to be used with judgement in selecting most appropriate application.

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 individuals outside the organization as well as private groups during plan implementation. Different persons and various authorities need to be dealt with in the course of carrying out the tasks involved. The purpose of these contacts would be to discuss issues that arise at the field level and to apprise superiors regarding work progress as well as constraints.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Plans, assigns, direct and reviews the work of a unit of employees engaged in fieldwork, surveying and draughting. 
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 of a Senior Planning Assistant involves numerous field visits and therefore requires considerable physical exertion as well as exposure to adverse weather conditions and potentially risky situations during such visit
