ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.  JOB IDENTIFICATION:

1.1       Position Title:

Controller of Examinations

1.2       Position Level:

P1
1.3       Major Group:

Education and Training Services Group

1.4       Sub-Group:

Education Support Services

1.5       Job Code No.:

04.310.02

1.6       Job Location: (Complete as appropriate):

Ministry: Education

   Secretariat: Bhutan Board of Examinations Section………………………... Unit…………………………...

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

2.   PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):

Purpose: The Controller of Examinations assists the Secretary of Examinations in executing his/her responsibilities smoothly and efficiently.

	Duties and Responsibilities
	% of Time

	1. Look after the over all administration of the conduct of Lower Secondary School Examination (LSSCE) Class 8, Bhutan Certificate of Secondary Examination (BCSE) Class 10 and Bhutan Higher Secondary Education Certificate (BHSEC) Class 12 Examination.

2. Assist the Secretary of Examinations in Planning, Programming, Monitoring and Implementation of Plans and Polices of the BBE and MOE.

3. Appoint Supervising and Assistant Supervising Examiners, markers for various subjects and managers, tabulators and Cross-checkers for classes 6,8,10 and 12 and direct the subject specialists in the selection of question setters and logistics arrangements for the marking camp for all levels of examinations.

4. Be responsible for the over all supervision of the marking camp for LSSCE, BCSE, ISC (Dzongkha) and ILCS (Cl. 12) Rigzhung Examinations.

5. Coordinate and actively involve in the Result processing, declaration of results and dispatching, preparation, analyzing and dissemination of pupil performance to school and relevant agencies.

6. Conduct Moderation Workshop and actively involved in the coordination meeting of Supervisors as a resource person.

7. Conduct the workshop such as development of test items for the four levels as resource persons and as course director in absence of the Secretary of Examinations.

8. Develop, design compile and update marking centre guide book for marking centers and affiliation guideline.

9. As an Executive member he is responsible for the printing of confidential documents such as question papers, certificates and so on.

10. Direct timely dispatch of center payment to Examination centers by Accounts Section, MOE and monitors and assists colleagues in the field in submitting accounts etc. to the headquarters in time.

11. Be responsible for the proper maintenance of the office decorum, welfare of the staff and checking over the stock balance and equipment and also assist in the preparation of BBE annual budget and attend the budget meeting conducted by the Department of Budget.

12. Act as a liaison officer between the Schools and the Bhutan Board of Examinations.

13. Officiate the Secretary of Examinations in his absence.

14. Attend the council meeting as and when the situation demands.
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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: Examination Management; Research Methods and Education Measurement & Evaluation.

3.3 Length and type of practical experience required: Minimum of four years of relevant experience at P2 level or as equivalent experience 

3.4    Knowledge of language(s) and other specialized requirements: Should be conversant in Dzongkha and English, and have good knowledge of management and administration.  Must have a sound knowledge in the conduct and management of public examination.  Need skills in areas of evaluation, measurement & assessment of academic performances and item bank analysis
4.
COMPLEXITY OF WORK (Describe   the   intricacy of   tasks, steps, processes or methods involved in work, difficulty and originality involved in work):

As Controller of Examinations, his job is to:

· Critically analyze and review of examination data received from schools for efficient and fair preplanning of examination administration for students taking the board examinations.

· Take decisions during the conduct of Board examinations regarding issues received from examination centers for the smooth and fair conduct of examinations.

· Establish relations with relevant foreign examination systems for recognition, technical support and improvement.

· Be responsible for carrying out monitoring and support services in the development of Board examination paper setting, moderation, marking and declaration of results.

· To coordinate monitoring and provide professional support to the Supervising Examiners for smooth and fair conduct of examination at the centers. 
· Analyze unique problems affecting the work of the entire gamut of the organization.  At times the problems are so unique that demands urgent and spot decisions against heavy odds.   

· Ensure meeting the time bound activities such as reaching the confidential documents to the desired destination on time in condition especially during the examination period. 

· Maintain the confidentiality of the work is considered as one of the nerve breaking challenges.  Because the nature of the work is such that he/she is often charged with emotional stress.

Further, he is also responsible for initiating and organizing workshops related to item development, table of specification (Blue Print) and evaluation.

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

Should be assisting the Secretary of Examinations in the overall administration and management of the organization.  As a Controller, the job requires that all technical activities like item bank analysis, assessment, measurement and evaluation are properly carried out.

The Controller’s job is the overall supervision of the functions carried out by the Subject Specialists, Examination Data Processors and other support staff.

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

Specific instructions received from the Secretary of Examinations and BBE Board.
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):

Comprehensive guidelines have been developed for the development of assessment instruments, moderation of instruments, conduct and evaluation of examinations.  For policy matters, Educational Policy guidelines are issued from time to time.  Clear cut instructions are sent to 
schools for registration of candidate, use of syllabuses and other materials.

i) Guidelines for the conduct of Public Examinations in Bhutan Provisional Edition 2004.

ii) A Report of Pupil Performance


Bhutan Certificate of Secondary Education (BCSE-X) December 
2003.

iii) A Report of Pupil Performance


Lower Secondary School Certificate Examination (LSSCE-8) December 2003.

iv) A Report of Pupil Performance


All Bhutan Class VI Examination December 2003.

v)
National Education Assessment in Bhutan

A Benchmark study of students achievement in literacy and numeracy at class VI, 2003 June 2004 (Technical Report)

vi) National Education Assessment in Bhutan.

A Report on National Education Assessment in Bhutan.  Summary 
of findings and recommendations June 2004

vii) Rules and Regulations for the conduct of Public Examinations, Bhutan Board of Examinations, Thimphu 2002.

viii) Developing Educational Objectives for Instruction and Evaluation,


Bhutan Board of Examinations, 1990.

ix) Examination Marking Guidelines – Provisional Edition.

x)
BBE Brochure

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

Work in close collaboration with all the employees of the organization especially with the Subject Specialists and Examination Data Processors.  The contact is generally to provide guidance, supervision and support to carry out their duties and responsibilities.  The Controller maintains contacts with other Divisions in the Ministry and teachers and schools in the field.  And also establishes links with Royal University of Bhutan as well as Association of Indian Universities and other Boards outside Bhutan.

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and 
categories and number of subordinates, both directly and indirectly supervised):

The Controller of Examinations supervises the work of Assistant Controller of Examinations, Subject Specialists (5) and Examination Data Processors (EDP - 4 )  to ensure standard performance and provide administrative supervision of others (4). 


9.
JOB ENVIRONMENT (Describe physical demands 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 weather and other hostile working conditions):  

Visit schools and Dzongkhags occasionally to inspect the centers during the time of Examinations as an Inspecting officer and to collect feedback on the students’ performance and also to provide professional development of teachers.  

To coordinate re-check of papers for 8 and 10 examinations involves lot of hardships – to lift the boxes and trunks for sorting out the required papers for re-check.

