ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION
1.
JOB IDENTIFICATION:
1.1
Position Title:
     Principal II 

1.2
Position Level:
     P2

1.3
Major Group:
     Education and Training Services Group

1.4
Sub-Group: 
     Education Management and Administration Services

1.5
Job Code No.:
     04.300.10


1.6
Job Location (Complete as appropriate):

Ministry: Education; Department: School Education; 

Dzongkhag: 



School:

1.7
Title of First Level Supervisor (Official title of the Supervisor): DEO

2.
PURPOSE, DUTIES & RESPONSIBILITIES (Describe the purpose, the 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: The whole purpose of the work of a Principal2 is to enhance the quality provision of education through shared explicit statement of vision and mission amongst all stakeholders in a way they understand best. Further, they would work towards creating within their schools, a culture of continuous improvement and learning. They have to create a rich and supportive environment for students of all abilities to develop to their best potential, safeguarding against any hazards such as drug abuse and accidents. 

Note: Principal II for schools with 100 - 200 boarders/501 – 800 student strength.
	Sl. #
	Duties & Responsibilities
	% of time

	1
	Management of School Organization and their programmes
	65

	1.1
	Leadership 

· Create an encouraging and supportive environment that is conducive to development through shared vision.

· Inspire staff and students through the creation of shared vision and working collaboratively to attainable future goals set.

· Determine the specific educational aims of the school that is clearly understood by the staff, students, parents, and the community at large.
	Leadership should come handy in all aspects of Principals roles in school management.

	1.2
	Management of School as an Organization

Principles and procedures of management: 

· Create a system of shared management practices through total involvement of school personnel; 

· Institutionalise collective planning, implementing, monitoring and evaluation of school programs. 
	

	1.3

1.4


	Organization and Management of Student Learning

Students:

Design overall policy guidelines for student welfare and education such as: 

· Creating a caring environment in the school where the individual needs of all  students are looked after; and

· Ensuring the well being of the students and inform and consult parents when necessary.

· Creating an environment for continuous interaction and involvement of parents in the education of children.

· Ensuring efficient and conducive environment for human development for students as well as teachers.

 Human resource management:

· Support, monitor and evaluate the staff members regularly; 

· Build staffs morale and ensure that they are motivated.
	

	1.5


	Material Resources Management 

· Ensure that the school has adequate facilities and it is maintained properly;

· Plan and initiate for improvements of classrooms, library, laboratories, offices, staff rooms, recreational facilities, staff quarters, play fields, agriculture gardens, flowers garden and footpaths;

· Enforce accountability and transparency norms amongst all stakeholders to promote sustainability.
	

	1.6


	Financial Management

· Prepare budget to cover both government grants and internal resources.
· Ensure that all resources are used most efficiently to realize the overall goals of the school.
	

	1.7

	Managing Educational Programmes

Curriculum implementation:

· Design Policy & procedures for implementing curriculum, monitoring, supporting and assessment of performance, 

Management of Co-curricular programmes:

· Set the objectives for various co-curricular activities for intellectual, emotional, moral/character, social and physical development of the students;

· Plan relevant co-curricular activities for the students as per the maturity levels, implement plans, monitor, support, evaluate and review the plans and programmes for their impact on students’ development;

· Involve organisations like BOC, YGCD, NTTA, RSPN, etc. to enrich the provision to implement their programmes in the school and enhance the school’s goals of wholesome education for every student; and

Students Support programmes:

· Study the academic needs of students and establish necessary support services; and

· Ensure that student problems are attended to in time and appropriately 

Staff Development programme:

· Plan, organise and facilitate professional development of the staff for their quality input into teaching and school development.

· Carry out performance evaluation appraisal of staff.
	

	2
	Duties & Responsibilities as a Teacher

· Besides his/her managerial responsibilities, the head teacher is expected to carry out 15-20 % teaching responsibilities as a teacher and demonstrate good practice in teaching.
	20

	3. 
	Research and professional development

· Initiate research in management and educational practices and develop relevant and efficient ways of improving performance. 

· Record good practices of leadership and management to share with others.
	10

	4
	Responsibilities towards community services:

· Establish cordial & healthy relationship with the community;

· Encourage parents to take responsibility in educating their children.
	5


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


    3.1
Education: Bachelors Degree with teacher training.
3.2 Training: Courses in Educational Leadership and Management 
3.3 Length and type of practical experience: Minimum of four years successful tenure as Principal III/Vice Principal or equivalent experience.

3.4 Knowledge of language(s) and other specialised requirements: 



The Principal should have:

· Proficiency in both English and Dzongkha languages; 

· Good communication skills

· High degree of integrity;   

4. COMPLEXITY:
 (Describe the intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
The nature of Principal’s work is highly complex because of the dual role that they have to play as a professional leader and administrative head as the chief executive officer of an educational institution. The job involves: 

· careful planning with prior analyses of problems and needs, proper execution through development and mobilisation of resources and effective monitoring with evaluation and follow-up. 

· engaging the human and material resources to provide an effective and efficient environment for learning. 

· handling of students passing through the adolescence phase.  (Adolescence is a sensitive and vulnerable phase of life, which needs careful dealing to avoid hazards of drugs, violence and juvenile delinquencies). 

The Principal 2 has to go through tremendous work pressure while the school is in session. There is no time limit for his/her continuous effort in trying to ensure that everything goes on well. Managing boarding students round the clock is another taxing complex job where the adolescent students have to be kept educationally occupied and prevent them from indulging in unhealthy affairs. In addition, they have to teach up to 20% of the normal teachers load.  Apart from meeting the demands of these requirements they have to face up to the urgency of developing themselves professionally and keep abreast of the latest development in school management, themselves. The inherent and subtle demands and restrictions on the principal are complex and exhausting. The principal is in the frontline of the obvious and unexpected challenges of the coal- face.

5. SCOPE AND EFFECT OF WORK: (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

The primary role of the Principal is the overall management and development of the educational institution.  The quality of education delivered by these institutions affects the quality of future citizens. 

The impact of the quality leadership and management of the principal is broad and diverse and would result in:

· A dynamic and efficient school system, enhancing quality education; 
· the growth of knowledge on school management in the country and promotion of best practices of school management.
· students, teachers and parents who work as a team towards achieving a shared vision of the school;

· development of productive and law abiding citizens who appreciate the culture and values of the country;

· enhancing Gross National Happiness.

6. INSTRUCTION AND GUIDELINES AVAILABLE
6.1 Instruction: (Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):

As a professional leader the principals use their own judgment in organizing the school in effectively meeting the needs of students with diverse abilities and interests in fulfilling the vision of the school. They are also guided by the Policy Guidelines provided by the MoE. Besides the existing RCSC performance evaluation system they are subject to periodical monitoring by the Education Monitoring and Support Officials and the Dzongkhag Education Officers. The student performance is also used as one of the indicators of their performance. 

6.2 Guidelines: (Indicate what written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):
Broad guidelines in the form of 

· Education Policy Guidelines from the Ministry of Education/Dzongkhag, 

· Management guidelines for the heads of schools,

· Resolutions of the Annual Education Conferences, 

· BCSR and Finnancial Manual are available for the Principals.

In order to implement and execute various set goals, the principals use their creativity in designing appropriate strategies and guidelines for the smooth functioning of the school. While managing the school and educational programs they use their own judgement and innovations to cater to the diverse needs of the clients (students, teachers, parents).

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

The Principal maintains contact with: 

· Officials from the Dzongkhag/Ministry of Education and other Ministries;

· Parents and the community on student progress and school development plans;

· Extension agencies at the geog level and sector heads at the Dzongkhag level (e.g. HRO, DAO, DAHO, DHSO, Engineering cell, Finance Officer, Planning Officer, Dasho Dzongdag) and other school heads; 

· Other agencies for implementation of various initiatives such as class projects, health (IECH), agriculture (MoA), environmental (RSPN/ NEC/ DoF), vocational (NTTA) programmes;

· Government guests, visitors form within and outside the country; and 

· Sponsors, donor agencies, volunteers, visiting scholars, researchers and benefactors.
8. SUPERVISION OVER OTHERS: (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):

The supervisory role of Principal I require one to:

· Evaluate and guide the performance of staff members and the students and at time supervise trainees from the training colleges;

· Direct, monitor, supervise, review and evaluate the work given to the teachers  and students regularly;

· Supervise and monitor students  and staff;

· Monitor and Co-ordinate with the in charges (house master, class /subject teachers, subject department heads);

· Supervise and monitor construction, maintenance, renovation and developmental work in the school; and

· Supervise and ensure security and upkeep of the campus and property.

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):

Given the size of the school, in which this level of principal is likely to be in, he/she would be working under tremendous pressure both from students and parents. The work would also necessitate him/her to move frequently around the campus for constant vigilance and supervision leading to great physical exertion. Further, Principals would have to meet the (some times contrasting) demands of the diverse clients such as: students (of different social and economic background), teachers, non teaching staff, support staff, parents, community and government. This needs different skills and high level of maturity.

Inadequate facilities and day to day emergencies result in tremendous stress for the Principals besides, problems arising from the boarding keep the Principals engaged 24 hours a day. 

Diversified needs of the curriculum and the responsibility the Principals has to large number of students puts the Principals  at a great risk in relation to the safety of the individuals under their charge. Further the Principals have to shoulder the responsibility of the intellectual, emotional, physical and social development of each individual child under their care. 

