ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Consul
1.2 Position Level:

P3
1.3 Major Group:
Foreign Services Group 

1.4 Sub-Group:


Consular Services
1.5 Job Code No.:

07.400.02
1.6 Job Location (Complete as appropriate):

Ministry: Foreign Affairs; 
Department: Consulate;


   Division: ______________; 
Section: _________; 
Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Consulate General or Ambassador or Foreign Secretary (where ever applicable)
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:  To render effective consular services and implement the country’s foreign policy to safeguard and promote the country’s interests, positive image, goodwill  and  further the development of commercial, economic, cultural, scientific and consular relations in the area of jurisdiction with the receiving State  within the limits permitted by international law and reciprocal treaty/ other arrangements in place.

	Duties and Responsibilities
	% of Time

	· Render effective Consulate services within the vested authority of both the sending and receiving States and oversee the management and functions of the Consulate..

· Establish relations with dignitaries and senior officials of the host country, diplomatic missions, international agencies, private sector, academia, civil society, media and local authorities and general pubic particularly in the area of jurisdiction.

· Evaluate important and relevant political, economic, and other developments in the area of jurisdiction, and recommend appropriate course of action.

· Attend important official functions like meetings, receptions, dinners, etc. and effectively communicate the government position on different issues. 

· Assist visiting dignitaries, government delegations, organize PR receptions, facilitate cultural and other promotional activities/festivals/shows.

· Assist, safeguard the interest of Bhutanese nationals, individuals, bodies corporate in accordance with the laws and regulations of the receiving State within its jurisdiction..

· Performing any other functions entrusted by resident Consular General/Ambassador/Foreign Ministry/RGOB which are not prohibited or permitted by laws and regulations of the receiving State.
	30%

20%

     10%

10%

     10%

10%

10%




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

3.1 Education: Bachelors 

3.2 Training:  Training in diplomacy
3.3 Length and type of practical experience required: Minimum of four years in Foreign Service in Position Level P4 or equivalent experience

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

· Proficiency over written and spoken English, and conversant in Dzongkha and knowledge of national/ local working language (s) would be asset.  

· Good communication, social and diplomatic skills.

· Sound knowledge in all aspects of political, social, cultural, economic developments and geography and history of Bhutan and the receiving State and its area of jurisdiction. 

· High standards of  personal and professional integrity. 
4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
The work deals with a wide range of issues requiring regular interactions and follow-up with the resident Consular General/Ambassador or Foreign Ministry, dignitaries and senior government officials both in the host country and at home, other diplomatic Missions, international organizations, academia, civil society, media and local public and authorities. 

Despite competing priorities and time constraint, the work involves making informed recommendations on varied issues in a timely manner. 

Consular services and functions are frequently performed beyond working hours and days. 

The work requires the ability to respond quickly to new and emerging situations arising from the evolving global, regional and national context. 

Being well informed on all current political and economic issues, the ability to exercise sound judgement, and a high degree of analytical, interpersonal, communication, social, diplomatic skills and personal integrity is required to perform the work effectively.

5 SCOPE AND EFFECT OF WORK (Describe the purpose, breadth of work performance, and the effect the work has on the work of others or the functions of the organization):
· The scope and effect of work is of national significance. 

· It has a direct impact on the overall implementation of the country’s foreign policy and on the country’s image. 

· Information and assistance provided to visiting delegations, projects and programme contributes to the interests of specific sectors of the sending State. 

· The quality of leadership provided determines the performance of the Consulate, Vice Consulates, Consulate agencies and their staff in its area of jurisdiction. 

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
· The Consul has full authority to manage the activities of the Consulate  to ensure its smooth and effective functioning within the authority vested by the sending State and in accordance with vested authority and the laws and regulations of sending and the receiving States. 

· Personal initiative, integrity and resourcefulness would largely define the volume and quality of work. 

· Specific tasks, objectives, and time-frames may be planned in consultation with the Consulate General/Ambassador/Ministry of Foreign Affairs, but means and approaches are independently devised.  

· The activities of the Consul are monitored and reviewed by the Consulate General/Ambassador/Foreign Secretary from the reports filed, outcomes achieved, and feedback from visiting delegations and other Bhutanese. Based on these, the Ministry of Foreign Affairs/Ambassador/Consulate General may reiterate existing directives, or issue fresh ones.

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):
· The work is primarily guided by RGOB policies, including foreign policy guidelines and directives from the Ministry of Foreign Affairs.

· Tasks can also be undertaken in accordance with instructions from the Consulate General and resident Ambassador. 

· Other guidelines include internal archives, international instruments, rules of procedures for meetings, customary practice etc. As a signatory, the provisions of the Vienna Convention on Consular Relations and Optional Protocol 1963 will be binding. 

· Exceptional circumstances would warrant interpretation, with guidance from the Ministry of Foreign Affairs/Ambassador or Consular General.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Frequent interactions take place within the Consulate with officers and staff to review and ensure the proper functioning of the organization. 

Regular contact is also maintained with the Ministry of Foreign Affairs/Ambassador/Consulate General to obtain information and ensure follow-up action, particularly with concerned government agencies.

Exchanges also take place with counterparts in other Ministries mainly for information, and coordination purposes. 

Close working relations with senior and dealing officials, people from all walks of life, and counterparts from other diplomatic Missions in the host country facilitate the work of the Consul in meeting foreign policy objectives. Such contacts provide useful sources of  information, and can create a support base for cooperation between the two countries. Where necessary, such contacts can be used to explain, justify, negotiate or settle matters involving significant or controversial issues and concerns at both official and unofficial functions.

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
The Consul has an overall supervisory role over the members of the consular staff of the Consulate, Vice Consulates, Consular agencies posted in the host country. 

The nature of supervisory responsibilities would depend on the staffing strength of the Consulate. In most cases, the core functions of the Consul will have to be carried out by the incumbent independently in the absence of few or no supporting staff.

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):
The Consular service frequently requires working long hours, and under time constraint. It may also entail work on weekends and holidays at short notice. 

A broad array of difficult issues and semi-official responsibilities beyond the Consulates normal functions can beset him.

Inadequate support staffing at times will create serious encumbrances.

Since postings will be affected mainly in the big cities in the region and elsewhere, often the Consular function will have to be carried out in hostile and high security sensitive and risks environment. Other postings may be in areas experiencing extreme weather conditions, highly polluted, noisy and overcrowded environment quite different from that at home. 

The sensitive and confidential nature of varied tasks that the Consulate is frequently required to carry out can prove to be mentally and physically stressful. 

