ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:

Revenue/Tax/Customs Inspector I

1.2
Position level:

S1

1.3
Major Group: 

Audit & Finance Services Group


1.4
Sub-Group:


Revenue Services

1.5        Job Code No.:

06.380.06

1.6        Job Location (Complete as appropriate):

Ministry:
Ministry of Finance; Department: Revenue and Customs; Division: ___________; Section: ________; Unit: ________.

1.7
Title of First level Supervisor (Official tile of the Supervisor): Asst. Revenue/Customs/Tax Officer
2.
DUTIES AND RESPONSIBILITIES (Describe the main purpose 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 purpose is to assist the supervisor in carrying out the assessment, collection and deposit of revenue.
	Duties & Responsibilities
	% of time

	· Assist in assessments, collection and realization of national revenue;

· Maintain books of accounts and compile and reconcile revenue accounts of the revenue collecting & depositing agencies at Regional level

· Maintain accounts of tax collection and dues;

· Issue Tax Clearance Certificate to taxpayers; 

· Supervise production of Excisable goods in the distillery and factory.

· Maintain proper stock keeping of warehoused goods at the distillery/factory and preparation of monthly reports.

· Prepare import, export and transit permits for excisable goods, raw materials including other general goods.  

· Carry out physical examination of goods, vehicles, aircrafts and documents 

· Issue of excisable goods to Liquor shop license vendors

· Any others as assigned.


	


3.  
KNOWLEDGE & SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1

Education: Cl. XII with Diploma (DFM) / Inservice with Diploma
3.2
Training: DFM. 

3.3
Length & Type of practical experience: Minimum experience of 4 years as Revenue/Tax/Customs Inspector II or equivalent experience.



3.4
Knowledge of Language(s) and other specialized requirements: Good in Dzongkha and English.

4. 
COMLEXITY OF WORK (Describe the intricacy of tasks, steps, process, or methods involved in work, difficulty, and originality involved in work):
The work is fairly clear and involves few task-oriented processes and methods. Any complexities that may arise can be referred to supervisors immediately.

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

Work involves collecting, accounting and depositing revenue and maintaining accounts in a proper manner. The non-collection or non-deposit of revenue would affect the revenue collection at the agency level, which would be the same degree affect collection of revenue at large. Non-maintenance of proper books and records in the stipulated manner would affect the revenue system and warrant undesired audit memos. 

Assessment of goods to duty and taxes and collection of the same and supervision of production process in the distillery/factory. 

Most of the time the taxpayers tend to under invoice the goods both in terms of value and quantity to evade duties and taxes. Hence the assessing officer is required to determine the most appropriate value for computing duties and taxes. However, it is cumbersome to arrive at the assessable value for each type of commodity. 

Further, most of the time passenger and conveyances with dutiable/taxable goods do not make voluntary declaration and hence they need to be stopped and make them declare the same. Voluntary declarations are usually made only where there is a requirement of submitting the documents endorsed by the authorities in the importing country. 

Further, collection of taxes means asking individual to part with money. Contact is therefore at a very personal level which results in exposure to high risks of being compromised which could result in loss of job, or when uncompromising then there are personal threats in various forms.

The scope of work is to help towards achieving national revenue targets by collecting taxes in a fair and equitable manner. Also have to work in close co-ordination with other sections of the department, outside agencies in a manner that contributes towards achieving regional revenue goals. 

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1 
Instructions (Describe control exercised over the work by the superior; how work is assigned, reviewed and evaluated):
Directly guided by Asst. Revenue Officers. The immediate supervisors provide instructions and guidelines with regard to the interpretation of revenue, tax provisions or in preparing, maintaining, compiling and submission of revenue accounts and any other matters.

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):

Revenue Audit Manual 1993, Revenue Accounting Manual 1993, Taxation Policy 1992 & Tax Manual 1998, Sales Tax, Customs & Excise Act 2000, notifications/ circulars and the Annual Plan of the Department and financial manual.

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

The primary contact is with the taxpayers, counterparts and revenue generating agencies while carrying out the responsibilities.

8. 
SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):
Has minimum supervisory role.

9.
JOB ENVIRONMENT (Describe physical exertion 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):
Inspectors are posted at the check posts, which are far-flung and sometimes located in difficult/sensitive areas near the border where there are always risks to life. Living conditions are harsh and basic amenities like housing, education, medical; electricity, water etc are not available. All check posts are located in the southern belt, where climatic conditions are rainy, hot and humid. Hence, while attending the field duties, they have to face extreme climatic conditions. Further, check posts are required to be manned for 24 hours. At the same time, while carrying out physical examination of goods, one has to climb on the vehicles. Unload, load and repack goods involving physical exertion.. Further officials supervising of production of excisable goods in the factory or distillery are exposed to chemicals etc
