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ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1 Position Title:

Director (Planning & Resources)

1.2 Position Level:

EX3

1.3 Major Group:
  
Executive Services Group
 

1.4 Sub-Group:

Executive Services

1.5 Job Code No.: 
   
05.340.19


1.6
Job Location: (Complete as appropriate):

Ministry: ____________; Department: ___________; Division: ___________;
Section: ______________; Unit: _______________.

1.7      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 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 Director for Planning and Resources is responsible for a variety of Planning, Financial management and estate development with major emphasis on the overall development of University Plans, preparation and analysis of University’s annual operating and capital budgets, implementation, supervision and monitoring of the programmes and projects.  

	Duties and Responsibilities
	% of Time

	·  Planning

1) In conjunction with the Vice Chancellor coordinate development of the University’s first Strategic Plan.

2) Contribute the financial, staffing and estates components to the strategic plan.

3) Manage the implementation of the University’s development plan.
	

	·  Finance

1) Establish appropriate accounting and resource control systems for the University.

2) Prepare and manage the University budgets and controlling expenditures.

3) Be responsible for overall financial management.

4) Oversee the preparation of Annual Accounts for Internal and External Audits.

5) Establish a system to determine the resource needs of each institute, site or other accounting unit, and the allocation of funds to it.

6) Advise the Vice Chancellor, and the University Council, on the financial and funding implication of the existing and forecast operation of the University.

· Estates

1) Establish and maintain a schedule of accommodation and establish system to monitor the use of the accommodation.

2) Prepare estates strategy.

3) Guide the planning, utilization, investment and building works of the University’s estate, including the land, buildings and equipment.

4) Advise the Vice Chancellor on the financial and funding implications of the estate.

5) The procurement of works, goods and services, and setting out appropriate control system.

6) Oversee the development of campus plans, and overseeing the implementation of these plans.

· Human Resources

1) Determine the necessary staff establishment for the University as it develops.

2) Undertake a Training Needs Analysis and prepare a Human Resource Development plan. Part of this will review issues and make recommendations associated with staff recruitment, training, and the transfer of staff.

3) Establish norms and control systems for the allocation of staff establishment.

4) Develop conditions of service appropriate to a university, including pension arrangements.

5) Determine the human, financial and funding implications of the University’s existing and forecast HRD needs.

6) Develop a human resource strategy for the development of the University.

7) Coordinate the University-wide staff development programmes, (other members of the SMT will make major contributions to components of this programme).

8) Organize training programmes, study tours and team building events and workshops for senior management, academic and support staff.

· ICT Network

1) Develop plans for the construction of a wide bandwidth ICT network linking all the institutes, (to cover telecommunication systems, educational purposes, and administrative processes), possibly with technical assistance.

2) Maintaining the network, and advising and supporting staff in its use.

· Other Duties

1) The duties of this post are likely to change as the University develops, and they will be modified as the full Senior Management Team take up their responsibilities and their various skills and interests are put to full use, and in this light of priorities determined by the Vice-Chancellor.
	


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

3.1       Education: Masters degree

3.2       Training: Higher education planning and management/administration.

3.3       Length and type of practical experience required:   

· Minimum four years in relevant field in Position Level P1 or equivalent experience.

· Experience in educational planning, administration and management. 

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

· Good knowledge of Dzongkha and English.

· Substantial practical experience of financial management, estate development, procurement and Human Resource Development planning activities in large and complex organizations.

· Qualities and experience of developing new systems of management and control appropriate to a geographically distributed, modern, IT based and efficient organization.

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The Director of Planning and Resources (DPR) has the responsibility for developing the strategic plan of the University in conjunction with the Vice Chancellor. University’s plan needs all the aspect of University to be included, which involves a very profound and elaborate planning. DPR also has to manage all the projects for University. 

The DPR establishes system for proper accounting and resource control for the University. DPR prepares for annual internal and external auditing and establishes system, which determines resource needs of each institute, site or other accounting unit, and funds are allocated to it. Besides, the DPR also needs to advise the Vice Chancellor and the University Council on the financial and funding implications of the existing and forecast operation of the University. 

Overall estate management of the VC’s Office and the Institute is the responsibility of the DPR. He/she guides the planning, use, investment, procurement of equipment and building works of the University. This involves visiting of the sites and moving around quite a lot besides the office works. 

Human resource needs are also addressed by the DPR through institute based Human Resource Development plan. He/she is responsible for organizing training programmes, study tours and team building events and workshops for senior management, academic and support staff.   

With the coming of the ICT, the DPR now has the responsibility of linking all the institutes and the Vice Chancellor’s office with the ICT network, which would enable the easy transaction and management amongst different institution and VC’s office. Besides, it would also facilitate e-learning or online education. So, for all this the DPR needs to look into the suitable bandwidth.

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 purpose of DPR’s position is to develop the University’s overall plan, implement projects/programmes and ensuring the achievement of University goals with efficient use of resources. The quality of work performed here will have ripple of effect on the University, Institutions and students at large. The establishment of proper physical and ICT infrastructures would go a long way in creating an ambient environment for teaching and learning in the Institutes and Colleges. This would have a direct impact on the results of the students, Institutes and University at large.   

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

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



Vice Chancellor is the immediate supervisor of the DPR. He/she shall also draw inspirations from the Royal Charter and the Statutes, UC meetings and SMT meetings.

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 Royal Charter issued by decree of the King and the Statutes approved by the Cabinet are the guiding documents for the Vice Chancellor. Strategic Framework Document is also another guideline for the University. 

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

· Senior Management Team meeting held once every week meets with other executive and key officials in the Vice Chancellor’s office.

· University Council meeting held once after every three months with important people of both government and private agencies. 

· Academic Board Meeting held once after every three months is with the key officials in the member institutes.

· Heads of Institute’s meetings held once after every three months is with the heads of the institutes.

· Staff Meeting held on the first week of every month with the staff of the VC office.

· DPR also constantly meets with the other relevant Ministries, Agencies and International donor agencies.

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):
· Direct line management responsibilities for Finance Officer(s) Estates Officer(s) Human Resource Development Officer(s), Planning Officer(s) and other support staff.

· Indirect functional (not line-management) responsibilities for financial, estate, procurement, and Human Resource Development planning staff within the institutes.

· Extensive matrix management relationships and team working.

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 job of a Director of Planning and Resources though does not involve much physical exertion requires frequent travelling.  
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