ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION FORM

1. JOB IDENTIFICATION:

1.1
Position Title: 

Dy. Chief Program Coordinator

1.2
Position Level:                       P2

1.3
Major Group:

General Admin & Support Services Group

1.3
Sub-Group: 


Program Services

1.4
Job Code No.: 

09.480.07  

1.6       Job Location: (Complete as appropriate):

Ministry: Ministry of Finance; Department: Department of Aid & Debt Management; Division: Bilateral/Multilateral/Debt Management, 

Section: Respective Regions/ Systems; Unit: Respective Donors.

1.7
Title of First Level Supervisor (Official title of the Supervisor):  Chief 

Programme Coordinator


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: This position will be that of a head of section and will be responsible for the coordination and management of external assistance from one particular donor or group of donor agencies, depending on the size and scope of assistance.       

	Duties and Responsibilities
	% of Time

	Management of External Resources

· Conduct periodic review of aid flows;

· Manage external resources against set RGoB priorities and avoid duplication of efforts;

· Supervise the Units on the smooth flow of funds from donors to the project, submission of periodic reports, audit reports and proper maintenance of all information;

· Prepare the rolling budget for donor projects;

Coordination

· Liaise with RGoB and donor agencies;

· Guide implementing agencies on specific requirement of donors;

· Attend project review meetings as and when required.  

· Participate in mid-term review of Development partners programme and where appropriate suggest change in programme strategies in line with changed priorities and circumstances;

Programme/Projects/Financial Reviews 

· Participate in the formulation of specific donor programmes/projects;

· Study project design in terms of sustainability and impact to the target groups;

· Evaluate institutional capacity of the project management to implement projects; 

· Evaluate and review project/programme terms and conditions with donors and RGoB agencies;

· Ensure fulfilment of project agreements by donors and RGoB agencies;
Debt Management

· Evaluate proposed loan taking into account the degree of grant element, rate of interest, repayment schedule and foreign exchange risks, cost associated with any procurement tie-up, level of counterpart financing and technical assistance;

· Manage on lending to internal agencies to ensure timely availability of loan and their repayments on time. 

· Carry out any other task assigned
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3 
KNOWLEDGE AND SKILLS REQUIREMENTS  (Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability):
3.1 Education: Minimum of Bachelors’ Degree in a relevant field. 
3.2 
Training: Should have undergone training in Programme/Project Management, National Execution Manual, Development Management and Debt Management.

3.3
Length and type of practical experience required: Minimum of 4 years   relevant experience as Sr. Program Coordinator or equivalent experience.

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

· Well versed in written and spoken English and good command over written and spoken Dzongkha; 

· Should be able to use computers and any IT facilities that may be available;

· Be able to write good reports and where necessary undertake research works to prepare reports/document; 

· Should also have very good analytical skills to review any report/document prepared by other agencies including the development partners;

· Good communication and inter-personal skills.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Decision on Work requires analysis of external aid and programmes using various methods. Programme and project proposals will have to be reviewed and analysed against set government policies and priorities. Therefore, a deep understanding of various rules, regulations, legal instruments of almost every organization in the RGoB is required. This is important not only in the context of reviewing programme/project proposals but also in identifying intervention measures in the macro-economic development goals of the country. An awareness and understanding of RGoB and donors policies and priorities is necessary.

Guiding implementing agencies on the specific requirements of the donor requires the position to be aware of all written and unwritten policies/guidelines on programme and project execution.

The position will have to be exemplary and motivate the subordinates in the daily functioning of the office. The position will have to assign responsibilities, priorities, objectives and deadlines and ensure that the subordinates meet these requirements. If other wise, the position will have to take measures to ensure so.

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):
This function affects all the stakeholders in the government and the donor agencies in relation to the decision and action taken by the department in prioritising programme/projects and in allocating resources. 

Where projects are without resources, the position will have to mobilize resources from any of the development partners. Therefore, the achievement of the country’s development objectives against set indicators and milestones is dependent largely on this position. 

Where the government opts for loan financing, the recommendations offered by this position will be particular importance as the decision taken will have a direct bearing on the government’s ability to repay its debt, foreign exchange risks and costs to the government associated with any procurement tie-ups.

The effective functioning of the various line ministries and organizations, in relation to availability of external resources to carry out sectoral development programmes will be directly determined by this position.

The management of on lending to internal agencies is also important affecting the timely availability of loans and the borrowers being able to repay their debt to the government, which in turn will repay primary lender. Any mis-management in terms of delaying fund transit will result in additional costs in terms of loss or additional interest payments.

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


While the position is directly responsible to the Chief Programme Coordinator, the employee will plan and carry out work in accordance with standard work code and accepted practice of the Department. Based on the importance of the assignment, the work is reviewed by the Chief Programme Coordinator of resource mobilisation and allocations are decided by this position based on the existing priorities of the government. 

The supervisor will have to be taken into confidence, where the resource allocation and mobilisation is substantial and where the decision taken will have a major affect on the development outcomes and impacts. It will also be necessary to seek intervention action from the supervisors in exceptional cases of complex matters concerning policy issues of national importance. 

Personal judgement and independent decisions are taken on matters of aid and debt co-ordination where no guideline exists.

The immediate supervisors will review and evaluate assignments against set objectives and achievements made.
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):

Guideline such as the financing agreement, project documents and other legal project instruments will be available to guide the functioning of the position. Outside the programme/project entity, guidelines such as the financial manual, the national execution manual, and the relevant laws, regulations and policy papers of all the agencies in the government will apply and will be available. This is because development financing is a cross-sectoral concern. Where no clear cut guidelines are available, the position need to apply judgement to interpret and sometimes adapt the guidelines to specific cases at ones own responsibility or seek instruction from the immediate supervisors on policy matters.

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 work involves frequent contact with development partners and RGoB agencies and therefore a high degree of inter-personal and communication skills is required. Purpose of the contact is to monitor and facilitate smooth implementation of agreed programmes/projects by ensuring the development partners make available the committed resources or to discuss on new commitments the development partners are willing to make or need to make.

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):
Plans, direct and co-ordinates work of three/four units in the section in assigning responsibilities, meeting deadlines and providing guidelines to plan and execute specific responsibilities. The nature of supervisory role will mainly be managing and coordinating the section’s responsibility of ensuring fund availability to the projects and making available periodic reports to the development partners.

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):
Periodic in-country travel with the various programming and review missions fielded by the development partners would be required. The travel will also involve walking and getting remote areas in the country where access will be difficult.

