ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

JOB DESCRIPTION FORM

1. JOB IDENTIFICATION:

1.1
Position Title:

Sr. Dzongkhag Registration Officer II
1.2. 
Position Level:

P4
1.3       Major Occupational Group:Legal, Judiciary & Legislative Services       

1.4       Sub-Group:
  

Election Services  

                                   






 

1.5       Job Code No.: 

13.613.17

1.6 
Job Location: (Complete as appropriate):



Ministry: Election Commission, Department:_________; 
Division___________. 
1.7       Title of First Level Supervisor (Official title of the Supervisor):   

            Dzongkhag Electoral Officer
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 organization’s vision and mission statements.]

Undertake voter registration, prepare and revise electoral roll for all eligible voters and develop strategies for registration of political parties for the purpose of free and fair elections.                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

	Duties and Responsibilities

	· Assist Dzongkhag Electoral Officer in the discharge of his/ her functions;

· Assist in the preparation and revision of electoral rolls for all parliamentary constituencies in the Dzongkhag and keeping such rolls up-to-date.

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

· Assist in Ddecide cases relating to inclusion or exclusion of voters from the electoral roll.

· Assist Dzongkhag Electoral Officer in logistical arrangements

· Print and supply of ballot papers.

· Print, publicize and distribute electoral rolls to Election Officials and political Parties.

· Verify eligible voters and issue Voter Photo Identity Card.

· Provide field support service to Delimitation exercise.

· Any other related duties and responsibilities assigned by the Dzongkhag Electoral Officer.




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

3.1. Education: Bachelors

3.2. Training: Training in administration and electoral management

3.3. Length & Type of Practical Experience Required: Minimum 4 years experience as Dzongkhag Electoral Officer I or equivalent experience.
3.1.4.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

· Analytical skills in the formulation of draft guidelines and strategies for voter registration and predicting trends
4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Dzongkhag Registration Officer will be required to deal with the eligible voters closely. He will be required to take the registration process to the people in order to ensure their convenience.

The work involved is highly complex since it involves different nature of responsibilities. There should be some level of understanding on the electoral roll procedures of other countries to carry out the work. It requires advance computer statistical knowledge to prepare and maintain the electoral roll of his Jurisdiction. 

It requires analytical skills to be in a position to come up with reports and forecast trends in the voting process and others. 

It requires managerial and coordination skill to be able to coordinate and guide the Delimitation Clerks in the Dzongkhags. 
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 impact of the work is wide ranging and has huge implication on ensuring free and fair elections in Bhutan. Firstly, through an effective and up to date electoral roll, it ensures that all eligible voters can exercise their right to vote without disenfranchising any section of the society. Secondly, it ensures that political parties are screened from the very beginning through the registration process. Finally, through the delimitation of constituencies it impacts on citizen’s choice of candidates.

6.   INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1. Instructions:  Describe controls exercised over the work by the superiors; how work is assigned, reviewed and evaluated.

The Dzongkhag Electoral Officer as the supervisor may provide specific instruction on assignments of the special nature. However the instruction would be general in the form of broad guidance
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.

· The work involved has to consistently refer to:
1. Constitution of the Kingdom of Bhutan
2. Election Act of the Kingdom of Bhutan
3. Guidelines for Political Parties and Candidates
4. Guidelines for Voter Registration and Electoral Roll Preparation
5. Delimitation of Constituencies Rules and Regulations 
7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organisation (other than contacts with superiors):

       This position involves a wide range of contacts, firstly with all Bhutanese citizens as voters, secondly all political parties for qualification, disqualification and registration of political parties and finally with the Dzongkhag Administration.

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 Registration Officer supervises and evaluates the work in his jurisdiction as well as the Delimitation Clerk.

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?):
 In general, this work does not involve any risks or discomforts from exposure to chemicals and so on. In addition, it does not also involve much walking, standing or physical exertion. However, it does involve the following:

· long working hours and constant use of computers 

· Frequent tours to Gewogs and Villages for updating of rolls.

· Possibility on political risks while registration of political parties.

