ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1  
JOB IDENTIFICATION:

1.1
Position Title:


Asst. Commissioner (Tax)

1.2    Position Level:


P4

1.3    Main Group:


Audit & Finance Services Group
1.4    Sub-Group:


Revenue Services
1.5    Job Code No.:


06.380.04
1.6    Job Location (Complete as appropriate):

 
Ministry: Ministry of Finance; Department: Revenue & Customs; Division:________; Section: _____________; Unit: _______________.

1.7 Title of First level Supervisor (Official title of the Supervisor): Dy. Commissioner
2  
Purpose, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the positions.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):
Purpose: The purpose of the job is to assist the Deputy Commissioner in implementing and achieving the planned activities and stated goals.
	Duties and Responsibilities
	% of Time

	· Assist Deputy Commissioner in the regional policy adjustments, procedures and revisions;

· Conduct assessment and collection of small and medium business units as a team leader in respective regions;

· Monitor collection and deposit of revenue of all RGR (Royal Government Revenue) account holders under its Region and indicate which RGR agencies are to be audited;

· Verify daily cash collection and deposit made by Cash counter of the Regional Office;

· Issue permits & other documents and order for release or seized and detained goods after enquiry and verification;

· Carry out investigation on commercial fraud and search at private/business premises;

· Compile regional reports summarizing revenue, taxation, trade, newsletter information and to monitor national revenue within their jurisdiction; 

· Any other assigned task.
	


3  
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education: B. Com./BA (Economics). 
3.2 Training: Training in Taxation/Accounting/Public Finance and Financial Management.

3.3 Length and type of practical experience required: Minimum experience of 4 years as Tax Officer or equivalent experience.

3.4 Knowledge of languages(s) and other specialized requirements: Good command over Dzongkha and English (both written and oral) is required for the incumbent to be efficient at work.  Should also be able to converse in local dialects. Other specialized requirements include knowledge on the tax (direct and indirect tax) and revenue accounting system of the country, its implications to the society, and accounting principles and fundamentals. Knowledge of computer applications and operations is an added advantage.

4
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The nature of the work includes field assessments and revenue audit as a team leader. Duties involve tasks that require analytical skills; ability to evaluate in a fair manner and take decisions in an environment that is quite confusing. Approach to work may not always be prescribed and will have to resort to developing modifications to a process to come to an accepted interpretation of an existing rules and regulations.

· Audit construction is the first step. It involves determining number of units to be audited, drawing a convenient time frame to each unit, and conducting a desk assessment.  The purpose of the work is to critically analyze and identify potential areas for audit. The job also involves reviewing of trade data, search of private premises, arrest of persons and seizure of detained goods and levy of fines and penalties. 

· The second stage is the actual audit/assessment in the field. There is a direct contact with the taxpayers and involves explaining their duties and responsibilities as a tax citizen to the nation. Further it involves supervising and giving guidance to subordinate staff analytical methods to be adopted at various stages of assessment, inspection and revenue auditing. 

· The third stage is concerned with report writing, ascertaining tax liability, collection, and recovery and follow-up actions. Have to confront critical issues, which are undefined and unrelated in the normal course of work. To that extent, the job requires to have a good understanding of the subject and applying new techniques and criteria or new information, concepts, and theories. Educating taxpayers on basic bookkeeping from time to time also forms an important part of this process. 

5
SCOPE AND EFFECT OF WORK (Describe the breath of work performance, and the effect the work has on the work of others or the functions of the organization):
The scope of the job covers work towards achieving regional revenue goals and targets and ensures that revenue audit/inspection/assessment is carried out where there is potential, taking into account the time and manpower constraint. It also ensures proper filtering of information to supervisor.

Have to liaise with other revenue generating agencies in regards to fixing revenue goals, responsibilities, and performance and also assist in proper verification of revenue collection/deposits and monitor from time to time the status of revenue collection.

Where rules and procedures on direct and indirect tax are not clearly defined in the system, and also where critical issues are involved, the incumbent has to suggest and assist the superiors for revisions and amendments based on the experience in the implementation level in the field. 

6 INSTRUCTIONS & GUIDELINES AVAILABLE: 

6.1 Instructions (Describe controls exercised over the work by the Superior, how work is assigned, reviewed and evaluated):
The Assistant Commissioner has fixed responsibilities along with specific authorities, which are delegated by the Deputy Commissioner. Accordingly, he carries out the assigned job and reports to the Deputy Commissioner. The Deputy Commissioner in concert with Joint Commissioner reviews and evaluates his job performance and issues further directions and steps of actions to be taken.

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):
Has to understand overall objectives and develop appropriate strategies and methods to be adopted. In certain areas, guidelines are less specific and have to seek further interpretation of intent and purpose from the superiors. 

The Income Tax Act 2001 and the rules thereto, Income Tax Manual, Sales Tax, Customs and Excise Act and rules thereto, Customs Tariff and Sales Tax Schedules, Revenue Accounting Manual, are the guiding laws and regulations based on which the job is 
carried out. The Annual General Meetings of the Department also sets targets and programs to be carried out during the year. Also any other directives issued by the Government from time to time.

7  
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of    contacts with others within and outside the assigned organization (other than contacts with superiors):
Contacts with taxpayers are almost on a regular basis to interpret the rules and regulations, advice on tax related matters to the taxpayers, to conduct audits and inspection/valuation of goods at entry points. There is also direct contact with outside agencies for workshops and seminars organized by the Region from time to time as part of mass public education programme. Require contacting officials from other organization to verify data, gain compliance and obtain factual information in revenue context. Need contact with Customs and Excise administrations of particularly the neighboring countries to resolve operational bottlenecks.

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):

Supervision over others includes Tax Officers, Superintendents and Inspectors. The number of people supervised ranges from 12-14. The supervision includes report writing, collecting and depositing revenue and reviewing work in the field. He has to verify daily cashbook and deposit record of all agencies under the Region 

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):
Frequent tours have to be conducted to various check posts, factory, construction sites, distilleries etc. without safety measures exposing to all sorts of health hazards thereby affecting morale and efficiency of work besides involving physical exertion. 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.
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