ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1.
JOB IDENTIFICATION:

1.1
Position Title: 
Dy. Chief Procurement Officer 

1.2
Position Level:
P2
1.2
Major Group: 
General Administrative & Support Services Group

1.3       Sub-Group:

Property Management Services


 

1.4       Job Code No.:
09-470-12
1.5
Job Location (Complete as appropriate):

Ministry:
 Department: 

1.6    Title of First Level Supervisor (Official title of the Supervisor):  
2.
PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done how it is done. Purpose should be a short statement linking the position to the mission and goals of the organization and specifying outputs of the position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):   

Purpose: Provide administrative, managerial and technical guidance for effective procurement, distribution, quality assurance, maintenance and overall management of supplies in the country, thereby ensuring the uninterrupted supply of goods.

	Duties & responsibilities (for all categories)
	% of time

	· Oversee the  management of the staffs of the division and the activities.

· Oversee matters related to the management of supplies in the country.

· Guide and supervise all the concerned staff in respective sections on any matters related to registration of suppliers, quantification, and invitation of bids, selection, procurement, quality assurance, distribution, mobilization and overall monitoring of supplies in the country.

· Plan and initiate any activities that shall have positive impact on improving supply management in the country.

· Monitor and evaluate the performance of all the staff within the Division either solely or in consultation with the immediate supervisor in the respective sections and units.

· Plan the overall supplies and explore funds and other resources as and when they are found to be inadequate to implement an activity.

· Overall control of supplies in terms of setting up the standards. 

· Advise the Ministry in terms of the types of supply to be brought in to the country. 

· Any other tasks assigned by the Superiors.  


	


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

3.1. Education: Minimum of bachelor degree.
3.2. Training: Advance training in relevant procurement, supplies & management.

3.3.  Length and type of practical experience required: 


  Minimum of 4 years experience as Sr. Procurement Officer I or equivalent experience.
3.4.  Knowledge of language(s) and other specialized requirement:

Fluent in written and spoken Dzongkha and English. Ability to converse in other local dialects may be helpful. Should be also conversant in government policies, rules and regulations.

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

The position needs a competent person with in-depth technical knowledge and policy issues and must be capable of executing responsibilities independently.  The position is required to fulfill the professional and administrative responsibilities for the division that provides a good service through effective management of supplies. In this position, one is also required to have some knowledge about new technologies and other services in the relevant  field. 

5. SCOPE AND EFFECT OF WORK (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

Need to manage the supplies properly as it has huge financial implications. The job also requires that the supplies are in place on time otherwise it would delay/effect others work.

6.       INSTRUCTIONS AND GUIDELINES AVAILABLE:

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

Supervision is received from the head of the Department on policy and management issues. But many a times, technical input will be required from various fields of specialties. The work will be evaluated through meetings, reports and effective implementation of the planned activities. 

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):

· Bhutan Civil Service Rules and Regulations

· Financial Manual 

· Procurement Manual (goods)

· Policy documents

· Five-year plan document

· Bhutan Vision 2020.

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 position is required to collaborate with many agencies within the Department and Ministry on matters related to supplies. The position will also be required to work with international agencies and other organizations on policy matters. Finally, constant input from various professional groups on technical matters is required. 

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):

Has Supervision over almost 60 various categories of procurement staffs.

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):

The position is also requires to travel frequently to the districts to monitor the management and utilization of supplies in the centers. 
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