ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMISSION

POSITION DESCRIPTION
1.
JOB IDENTIFICATION
1.1
Position Title:

Associate Professor
1.2
Position Level:

ES2
1.3
Major Group:

Education and Training Services Group

1.4
Sub-Group:

Training/Tertiary Teaching Services

1.5
Job Code No:

04.330.11
1.6     Job Location (Complete as appropriate): University / Tertiary Training / Academic Institutions / University

Ministry:
; 
Department:  Division: _______;

Section:
___________;
Unit: ____________.

1.7
Title of First Level Supervisor (Official title of the Supervisor): Head of the Department / Dean of Faculty 

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: Undertake academic teaching/training works, at least, till Masters/M.Phil. or the equivalent level, carry out research/publication works (of minimum standards acceptable at the regional level), provide advisory services, and coordinate/manage programs.

	Sl.#
	Duties and Responsibilities
	% of time

	1.
	Academic/Training and Development works 

· Undertake teaching/training, at least, till the Masters/M.Phil. or the equivalent level.

· Review, benchmark and develop curricula of the various courses/programs. 

· Prepare and review standard case studies, teaching/training guides and other training materials.

· Supervise examinations, assignments, and academic programs.

· Serve in/chair Academic Boards/Councils/Committees.

· Mentor junior faculty in academic works. 


	

	2.
	Research and Publications: 

· Carry out research/publication works acceptable, at least, at the regional level (as evidenced through publication of papers in the regional journal of repute/other relevant publication works).

· Supervise thesis/research works till the Masters/M.Phil. level.   

· Participate in/chair Research Boards/Councils/Committees and formulate research projects/programs.

· Guide junior faculty members in research and development areas.
	20

	3.
	Advisory/Consultancy Service:

· Provide advisory services of acceptable standard on issues of significance at the national and regional level (as evidenced through number of hours of advisory services provided/number of consultancy undertaken/fund generated to the institute).

· Formulate/coordinate advisory/consultancy projects and programs.

· Facilitate policy options on issues of national and regional importance.
	

	4.
	Management & Administrative Works:

· Manage the administration of Department/Program/Center, as and when required.

· Serve in Management/Technical Advisory Boards of outside organizations and agencies as and when required.

· Provide one’s expertise in the formulation of plans and programs of the Institute/University/Department.
	

	5.
	Carry out any other responsibilities 
	


3. 
KNOWLEDGE AND SKILLS REQUIREMENTS (Minimum requirement for performance of work described - Level of knowledge, skills and ability): 

3.1 Education:  Ph.D
3.2 Training:

· M.Ed/B.Ed/Post Graduate Certificate in Education (applies in the case of NIEs); or 

· Training of Trainers (ToT)/Training Methodology (applies in the case of training institution); or

· Any recognized training relevant to teaching/training position.   

Other Professional Development Training 

Should have undergone professional development course (training/seminars/workshops/conferences/attachment in relevant field) including research methodology, case teaching/development and other relevant courses.
Research and publications in reputed international journals/books.

3.3 Length and type of practical experience: Minimum four years of active service in the post of Asst. Professor or equivalent/relevant field.

Carried out relevant research and publications 

3.4 Knowledge of language(s) and other specialized requirements:
Good knowledge of Dzongkha and English languages (level of proficiency will vary among the training institute depending on the nature and type of instructions to be imparted).

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

The work of an Associate Professor demands substantial depth of analysis and concurrent pursuit of several phases of works in the area of academic/training, research and advisory services. It requires origination of new ideas and techniques in such pursuits. 

Academic programs (till Masters/M/Phil. level) demand authoritative knowledge and sound experience. Planning, development and delivery of such programs demand both theoretical and practical knowledge while at the same time maintaining sensitivity to the market situation. 

The research works carried out by an Associate Professor should be of acceptable standard, at least, at the regional level as evidenced through publications of research papers/materials in the regional journal of repute and presentation of research papers in the regional seminars/conferences. 

The advisory programs carried out by the Associate Professor should be of significance at the national/regional level and must throw new insights in terms of new approaches and methods besides helping in solving complex problems.  

Managerial and Administrative works involve directing programs of department and assisting management in the overall institutional development works. Such work requires good managerial ability besides one’s subject knowledge.

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):

Breadth of Work Performance

The breadth of work performance at the Associate Professor level include: (i) undertaking teaching/training programs till the Masters/M/Phil. level or the equivalent, (ii) carrying out research/publication works acceptable at the regional level, (iii) providing advisory services/facilitating policy options on issues of significance at the national and regional level, (iv) reviewing academic standards, and (v) discharging managerial responsibilities.

Scope and Effect of Work 

The academic works carried out by the Associate Professor have direct impact on the quality of teaching/training conducted in the institute/college. Such works further affect the skills and knowledge of students including their personality, productivity and moral values.

The research and publication works carried out by Associate Professor will have direct effect on the advancement of universal body of knowledge besides serving essential inputs in the development of teaching / training materials.

The work of Associate Professor will also affect the work of other professionals/ experts/ peers/agencies working within the institute/university and outside since many such professionals/agencies depend on his/her expertise inputs.

His/her credibility affects the image and reputation of the training/academic institution as well.  

Therefore, besides having direct impact on a large number of students/trainees, expertise inputs of Associate Professor can affect a large number of people and agencies both at the micro and macro level.

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

Associate Professor plans, designs and carries out work independently under the broad guidelines of the Institute and Department.

Close supervision is not necessary because of his/her high expertise and professional ethics. Professional work is accepted, without much change.

Generally, annual/bi-annual performance evaluation is carried out that takes into stock the feedback by the students, clients, peers and superiors. 

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):

Some of the broad guidelines available are the Charter/Statutes of the university/institute, policy manual of the university/institute, Academic/Training Curriculum Guidelines and guidelines issued by Councils/Boards/Committees.

Under the above broad guidelines/policies, an Associate Professor as the highly qualified professional can devise/recommend new methods, practices and systems and adjust curriculum and pace of learning to suit the requirements of the participants. 

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

As a qualified trainer/academician, researcher and consultant, Associate will have personal contacts with academics, students/trainees, policy makers, and agencies/associations.

Specifically, the contacts and their purposes are as follows:

· Trainees/students during academic sessions, training courses, counseling and research.

· Client organizations to discuss and understand the nature of their service requirements at the time of providing customized programs.

· Policy makers and practitioners at the time of facilitating policy options.

· Outside institutions/professional associations to interact and keep abreast of the trends, technology and knowledge in one’s area.

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):

Supervises the academic work of students/trainees (average of 150-180 daily).

Supervises the academic/research/development works of Assistant Professors, Senior Lecturers, Lecturers, Assistant Lecturers, and other trainee faculty (on average supervises around 6-10 subordinates in such cases).

Supervises the work of administrative, program, and technical staff, at the time of executing/coordinating/heading programs/departments (10-20 subordinates on average in one department).

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):  

Job requires long hours of talking, standing and movement and exposure to chemicals, radiations and dusts.  There can be constant mental tensions /stress and strain on voice. 

Needs to handle problematic students/trainees sometimes during teaching/training programs.    

Research and publication works demand high concentration, focus and physical stress. 

Needs to travel to other places/organizations at the time of providing teaching/training at the regional and community levels, supervising field projects of students and while providing consultancy to organizations and undertaking first hand research of the field areas. 

PAGE  
3

