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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title: 
Asst. Labour Officer




1.2 Position Level:
P5




1.3 Major Group: 
Human Resource Dev. & Magt. Services Group

 

1.4 Sub-Group:

HR Services




 

1.5 Job Code No.:
10-510-10

1.6
Job Location: (Complete as appropriate): DoL, MoLHR, Thimphu
Ministry: MoLHR. Department: Labour; Division: Industrial Relations and Inspection;
Section: Labour Relations; Unit: _______________.

1.7
Title of First Level Supervisor: Chief Labour Officer.
2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, 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 position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose: 
The fundamental responsibilities of the Asst. Labour Officer are to assist the Labour Officers in resolving industrial disputes and promote workplace harmony. Working towards a conflict-free workplace, enabling economic growth.

	Duties and Responsibilities
	% of Time

	·  Assist the Labour Officers to promote workplace harmony and cooperation;

· Assist the LOs in providing advice and information to employers and employees about their rights and obligations under the Labour and Employment Act;

· Assist the LOs in conducting mediation;

· Assist the LOs to investigate the nature and causes of a labour dispute and assist the parties to reach a resolution to their dispute; 

·  To report to the Chief Labour Administrator on matters relating to the conduct of a labour dispute;  

·   To perform any other functions as may be necessary to promote workplace harmony and cooperation
	20
20
20

20
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10


3. KNOWLEDGE AND SKILLS REQUIRMENTS  (Minimum requirement for performance of work described (Level of Education, 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: 
Fluent in both written and spoken Dzongkha and English. Other local dialects would be an asset, especially if the incumbent has to deal with local population who does not speak and understand either Dzongkha or English. The incumbent should be an excellent communicator to convince the aggrieved parties while resolving disputes. Should also be well versed in Labour Act.
4. COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work): 
The task involves one’s analytical capacity, especially while dealing with conflict resolution and grievance handling between employer and employees. Since, there are no set guidelines in the various methods of conflict resolutions, e.g. mediation, conciliation and arbitration, the incumbent has to exercise utmost prudence and caution. The incumbent needs to exercise patience and considerable empathy while mediating.
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): 
The effectiveness of the incumbent’s work has direct bearing on the credibility of the whole organization. The incumbent’s ability to resolve labour dispute in the most justified manner and his/her ability to handle workplace grievances would determine the general image of the Department and that of the Ministry. Since, one of the primary functions of the DoL is to implement the Labour and Employment Act, and preserve workplace harmony and promote growth in the private sector; the incumbent’s work has considerable bearing not just to the organization’s image, but largely to the end users, employers and employees.
6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

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

Asst. Labour Officers would receive advice and guidance from Labour Officers and their seniors, but as usual, the effectiveness of the incumbent’s performance would largely be influenced by how much he/she knows about the subject.
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):

There are no explicit written guidelines but Asst. Labour Officers would receive constant guidance and advice regarding their professional conducts. Labour and Employment Act would provide the incumbent a broad set of instructions to abide by while conducting negotiation and dispute resolution between employers and employees. However, there are no set guidelines in terms of techniques and expertise while handling grievances and dispute resolutions. 
7. WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):
Assistant Labour Officers would deal largely with the employers and employees with grievances to settle and disputes to resolve. So, the incumbent’s contact would considerably be with the outsiders than with people within the organization. Sometimes, it would also require him to travel into the field for the purpose of assisting the aggrieved parties with advices and solutions. 
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):


No supervision in terms of his/her profession, but might supervise other support staff on operational matters.
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):
Especially while adjudicating a case, the incumbent would be required to sit for a considerable long duration in one place. It would also require him/her to listen to the aggrieved parties patiently for an extensive period of time. The incumbent would make extensive travel, particularly into disputed areas, to resolve disputes.
