ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:

1.1 Position Title
:
Asst. Liaison Officer I
1.2 Position Level
:
P5
1.3 Major Group
:
General Administration & Support Services Group 

1.4 Sub-Group
:
General Administration Services

 
1.5 Job Code No.
: 
09-460-25


1.6 Job Location (complete as appropriate):

Ministry: MoHCA; Department: Bureau of Law & Order/ Dzongkhag/Dungkhag; Division: ………………..

1.7 
Title of First Level Supervisor (Official title of the Supervisor): Division Head/ Secretary/Dzongdag/Dungpa

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

Purpose: Administer and coordinate cordial public relations and information activities with various customers through reliable information and responding depending on situations.

	Duties and Responsibilities
	% Time 

	· Planning, coordination and implementation of public relation activities of the organization. 
· Plans and implement information programmes to inform the organization about events and public relation activities.
· Manage cordial border relationships with reliable and accurate news and information for the good of the nation as a whole.
· Coordinate with line ministries and agencies in areas including publication, advertising, media relation, photography etc.
· Receiving VVIPs and VIPs whenever there is a visit with due courtesies and hospitalities.
· Maintain positive customer relationships and improve relationships by making constructive recommendations.
· Implementing other responsibilities and task assigned by the Division Head, Dzongdag and Dungpa.

· Process and verify security clearance information for issuance of security clearance certificates. 
	


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

3.1 
Education: Bachelors 
3.2
Training: Preferably with a certificate course in international relations.
3.3 
Length and type of practical experience required: Minimum of 4 yrs experience as Asst. Liaison Officer II or equivalent experience
3.4 
Knowledge and type of language(s) and other specialized requirements: Should be conversant in both English and Dzongkha commensurate with communication skills; good knowledge of public relation strategies and of management skills 
4. COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):
 Job requires good written communication and analytical skills as Liaison Officers are responsible to answer enquires (as spokesperson) from individuals, journalists and other customers. They also have to deal with various types of customers and take ad hoc decisions without any information depending on situations.
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): Liaison Officers provide reliable information services through good linkages with all relevant agencies and wider public which ensures proper planning and management public related activities.

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1 Instructions (Describe controls exercised over the work by the superiors; how work is assigned, reviewed and evaluated):
Division Head/Dzongdag/Dungpa directly supervises and assigns responsibilities and tasks besides verbal instructions.

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): 
Receive unwritten guidelines from the supervisors.
7. WORK RELATIONASHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):  
The job requires frequent interaction with colleagues/officials/staff within the Ministries and Agencies as well as officials and VIPs of border counterparts and visitors from international dignitaries such as ICRC, UNHCR and other Human Right groups. It is also a must to build and maintain a healthy relationship with officials/individuals within and outside the country.

8. SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates):  
    
Supervising and guiding administrative staff working under him/her

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):  
Frequent travel attending protocol duties for visiting VIPs and sometimes risk of exposing to external hazards while making such travels and interacting with public.
