ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. JOB IDENTIFICATION:
1.1 Position Title: 

Sr. Human Resource Officer
1.2 Position Level:

P3
1.3 Major Group:
Human Resource Development & Management Services Group 

1.4 Sub-Group:


Human Resource Management Services
1.5 Job Code No.:

10.510.03
1.6 Job Location (Complete as appropriate):
Ministry: ___________; Department: ___________; Division: Human Recourse Management; Section: _________;    Unit: __________.

1.7    Title of First Level Supervisor (Official title of the Supervisor): Dy. Chief Human Resource Officer
2 PURPOSE, DUTIES & RESPONSIBILITIES (Describe the main duties and responsibilities, indicating what is done and how it is done. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):     

Purpose: Develop HR Development & Management Plan for the Ministry/Departments in consultation with the Chief/Dy. Chief HR Officers and other officials and implement

	Duties and Responsibilities
	% Of Time

	· Formulate Organizational Human Resource and Employment policies in relation to national economic policies, particularly fiscal and monetary policies, Sectoral development plans, education policies, salary/wage and incentive policies and technological policies;

· Conduct macro and micro human resource planning to assess skilled human resource needs of the organization within a specified time frame and recommend appropriate programs and policies on the following:

i) Manpower planning models, systems and procedures

ii) Job analysis, selection procedures, appointment policies, procedures and career planning;

iii) Training and development;

iv) Compensation/motivation/pay plans;

v) Quality of working life/occupational safety.

· Develop human resource management, development, planning and labour market policies through consultative meeting and forums;

· Set goals based on analysis of manpower supply and demand to alleviate the problem and provide benchmark for determining the relative success or provide specific operation plan to achieve the results;

· Implement program to make sure that planned activities are achieved within specified time;

· Check loopholes for potential manpower shortages or surpluses have been avoided and also find out which of the specific parts of the planning process contributed to success and failure;

· Maintain an up to date Zhy-yog system on manpower and welfare subjects, and provide information related to human resource plan, employment and training for decision making in HR development and employment;

· Develop long and short term Human Resource and Employment plans for the civil service, corporations and the private sectors and coordinate their implementation;

· To co-ordinate and promote management of staff relations, peer to peer as well as upwards and down the management hierarchy.

· To advise management on all HR matters.

· To coach, mentor and appraise direct reports within the HR Division.

· To search, select and interview all new positions, and liaise with department heads for a successful recruitment.

· Participate in counseling of school children and job seekers on employment;

· Monitor the performance effectiveness of the existing staff and make effort for its improvement on continuous basis;

· Involve in project formulations to discuss the HRD components inline with the 5YP HRD programs
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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:  Bachelors     

3.2 Training: Human Resource Planning and Development/ Employment and Analytical Skills.

3.3 Length and type of practical experience required: Four years of experience as Human Resource Officer or equivalent experience.

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

Computer knowledge. Various HRD mechanisms. Must have aptitude for research and developmental works. Management skills. Good communication skills in Dzongkha and English as well.  Strong project management skills are also required.

4 COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):
Visionary with good planning skills. The incumbent must be forward looking. The task involves enormous data sampling and other statistical intricacies to be managed and worked out. And comprehensive reference of planned documents and other government policies and developmental works.

Must be able to handle employment relations issues with tact and diplomacy.  Exercise sound judgment when faced with conflicting evidence.

Work typically consists of many different and unrelated processes across a broad range of activities requiring decisions where analysis into new areas is required.

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):
The success of the HRD and employment depends on the incumbent’s ability to project the human resource needs of the Organization and therefore, the development of the country as a whole.

Work typically consists of establishing criteria, formulating projects, assessing program effectiveness or analyzing unusual problems affecting a wide range of the organization’s activities or activities outside the organization.

6 INSTRUCTIONS AND GUIDELINES AVAILABLE

6.1 Instructions: (Describe controls exercised over the work by the superior; how work is assigned, reviewed and evaluated)
Minimum supervision and control. The indicator of the incumbent’s effectiveness will be the minimum mismatch between supply and demand of human resources. The employee shall however coordinate with the immediate supervisor in his works.
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):
HRD Master Plan and Five Year Plan documents and other government policies and documents and yearly revised HRD plan documents. BCSR
Work typically consists of defined objectives, priorities and deadlines with the employee planning and carry out the work in accordance with those instructions and based on guidelines which may need to be adapted to specific cases.

7 WORK RELATIONSHIP (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization other than contacts with superiors):
Extensive contacts with employers, education department and training institutions, policy makers and planners.

Personal contacts are normally with individuals or groups inside their agency or the government with the purpose to influence, motivate, question or control. 

8 SUPERVISION OVER OTHERS (Describe responsibility for supervision of other employees, including the nature of supervisory responsibilities and classification and number of subordinates):
Minimum supervision and control; supervision of statisticians, HR Officers, HR assistants and Data managers.

9 JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):
Work is normally sedentary and imposes no special physical demands other than some walking, standing or light lifting with little risk or discomforts that can be controlled by observing standard practices. 

Dealing with people with different personalities would result intimidations/threats and arguments.
