ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  
Dzongkhag Electoral Officer II
1.2 
Position Level:
P5

1.3 
Major Group: 
Legal, Judiciary & Legislative Services
Group

 
1.4
Sub-Group:

Election Services


 
 

1.5
Job Code No.: 
13-613-07

1.6
Job Location: (Complete as appropriate):



Agency: Election Commission; Department: ___________; Division:                  

                         ___________; Section: ______________; Unit: _______________.

1.7 Title of First Level Supervisor  (Official title of the Manager): 
Dzongda (Administration) and Election Commission of Bhutan (Functional)
2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Duties should be presented in decreasing order of relative importance):
PURPOSE:  [insert a brief statement that reflects the overall intent of this position.  If possible, try and link this to the organisation’s vision and mission statements.]

 Manage the over all electoral administration and conduct of elections in the respective Dzongkhags.
	Duties and Responsibilities

	· Receive letter of intent from political parties for the purpose of election to National Assembly, National Council and Local Governments.
· Preparation and revision of electoral rolls for all parliamentary constituencies in the Dzongkhag and keeping such rolls up-to-date.

· Prepare list of electoral officers for appointment by the Commission for various electoral duties.

· Supervise the division of electoral roll for a parliamentary constituency into electoral rolls for Gewogs, Chiwogs and Thromdes.

· Supervise polling arrangements in the eve of election.

· Direct printing and supply of ballot papers.

· Store and supply election materials.
· Direct and supervise the issue of Voter Photo Identity Card.

· Receive claims and objections relating to voter registration and electoral roll.

· Decide cases relating to inclusion or exclusion of voters from the electoral roll.

· Provide field support service to Delimitation exercise.
· Undertake arrangements for voter’s education program in the Dzongkhag.
· Assist in the disbursement of election fund to candidates contesting in the general election.
· Any other issues relating to Election Commission.
· Any other related duties and responsibilities assigned by the Chief Election Officer and Chief Electoral Registration Officer



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

3.1    Education:  Bachelors with PGCDM
3.2   Training:  
3.3      Length and type of practical experience required: Entry. 
3.4        Knowledge of language(s) and other specialized requirements: 
· Adequate background knowledge in electoral process and electioneering

· Good communication and written skills in English, Dzongkha

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

 The position is responsible to assist the Election Commission and also to coordinate and supervise all work in his jurisdiction in connection with the preparation and revision of electoral rolls and conduct of all elections under the authority of the Commission. The position requires the frequent study of rolls and updating of new rolls in the list.

The work of the Dzongkhag Electoral Officer is to ensure efficient and effective implementation of the plans and programs in their respective Dzongkhag. 

Since the nature of the task is undertaken for the first time, the work demands good communication skill to comprehend complex concepts and ability to explain, direct and convince wide range of people. The job provides for public interface for registration of voters and political parties, therefore, it requires skill of negotiation and conflict management. The position also demands ability to work under pressure and undertake good crisis management within the given time frame.

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

The position will coordinate and supervises all work in his jurisdiction in connection with the preparation and revision of electoral rolls and conduct of all elections under the authority of the Commission. The position has a direct bearing on the overall success of free and fair election with high voter turnout.  It ensures that the elections are held in free and fair manner in their respective Districts.
6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):
Dzongda and ECB as the supervisor provide instructions that are generally in the form of broad guidance.
6.2
Guidelines (Indicate what written or unwritten guidelines are available and the extent to which the employees may interpret, adapt or devise new guidelines):

          Once The Election Bill and The Draft Constitution of the Kingdom of Bhutan are adopted, they would serve as the main guidelines in implementing them. Besides, general guidelines and pertinent rules and regulations may be available. 

However, these are only broad policy guidelines. In operation, extensive intellectual faculties should be used. 

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation (other than contacts with superiors):

           The duties attached to the position involve frequent interaction with the Commission, Political Parties, Public, and Government that are collaborating in the Registration and conduct of elections.
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)
The Dzongkhag Electoral Officer shall supervise, monitor and evaluate the work of the Dzongkhag Registration Officer and Delimitation Clerk under his jurisdiction in connection with the preparation and revision of electoral rolls and conduct of all elections under the authority of the Commission.
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.  Will the person be required to travel in this position?  If so, how often?):

The job does warrant physical exertion which demands walking, standing and involves risks and discomforts like exposure to hazards such as exposure to radiation, extreme weather and other hostile working conditions.

