
ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1.
JOB IDENTIFICATION:
1.1
Position Title: 
Asst. Passport Officer

1.2 
Position level:

P5

1.3
Major Group: 
Foreign Services  Group

1.4
Sub group:

Protocol Services

1.5
Job Code No.

07.410.08

1.6
Job Location (Complete as appropriate)

Ministry: MOFA Department: Protocol Division: Consular Services

Section: Passport Section Unit:______________________

1.7
Title of First Level Supervisor: (Assistant Chief of Protocol)

2. PURPOSE, DUTIES  AND  RESPONSIBILITIES:
Describe the main purposes, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of percentage of time spent of them, or in order of relative importance.

Purpose: To process and issue passports and travel documents.

	Duties and Responsibilities
	% of Time

	· Process the issuance of passports and travel documents effectively and efficiently within a minimum time possible.

· Maintain a checklist of daily passport issuances and update passport records

· Coordinate with Embassies/Missions for issuance/renewal of passports.

· Verify relevant documents for processing and issuance of passports.

· Prepare measures to streamline issuance of passports.

· Review and Update Passport Manual

· Any other tasks assigned.
	35%

20%

10%

15%

10%

5%

5%


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:


3.3 Length and type of practical experience required:

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

Good command of both written and spoken English and proficient in Dzongkha. Knowledge of additional languages would be an asset. Must possess sound knowledge of government policies, Rules, regulations, procedures and Driglam Namzha. Should be skilled in the usage of the existing Passport Software programme. Good communication skills would be an asset.

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

The work consists mainly of efficient passport service i.e. processing and issuing of new passports and other travel documents while ensuring that government rules are followed. The job involves providing a high quality and non-discriminatory control on the issuance and release of passports as per existing government regulations. The work entails effective and efficient issuance and renewal of Passports with minimum waiting time required of the applicants. They are responsible for examining and assessing the admissibility of passports and travel documents to Bhutanese citizens and residents as per existing government regulations. The incumbent is required to examine applications and recognize fraud documentations - this aspect of work requires constant vigilance and understanding of forgery techniques. Conduct personal interviews with applicants if there is any doubt. Apply passport rules and regulations in a non-discriminatory manner. Writing and presenting reports and statistics on a regular basis. All details being entered into the passport is accurate and the machine readable passport is correctly printed while conducting quality assurance. The Position also requires the ability to deal with the general public.

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.


As the work consists of issue and release of passports and other travel documents to Bhutanese citizens and residents, the functioning of the Passport Officer has an effect on Foreign Ministry and other agencies in the government.


6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions:
describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated.

Work assigned either through written notations or by verbal instruction from the Assistant Chief of Protocol. Work is reviewed or evaluated by the supervisor either through notations on the submitted work or though one to one discussions.

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.

Passport Manual, Vienna Convention on Diplomatic and Consular Relations, available records, written notational instructions, basic policy papers, and verbal instructions from the Supervisor and the senior officers.

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


Consultation and coordination outside the Ministry, including with the general public is required on a regular basis.

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


Supervise  2-5 officers in the passport section 

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.


A degree of physical exertion is involved including working at odd hours and stressful conditions resulting from pressures of time.

