ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION  

1. JOB IDENTIFICATION: 

1.1
Position Title:  

Asst. Estate Manager
1.2 
Position Level:                      P5
1.3
Major Group: 

General Administration & Support Services Group
1.4 
Sub Group:


Property Management Services 
1.5
Job Code No.:

09.470.02   

1.6
Job Location (Complete as appropriate):
Ministry:-------------Department: ___X_____, Dzongkhag-------X-----Division: __________; 
Section: ____________; Unit: ________X__________.
1.7   
Title of First Level Supervisor:  (Official title of Supervisor) Senior Administration Officer/ Dzongrab, 
2.
DUTIES AND 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.

	Duties and responsibility
	% of Time

	· Allotment of Industrial Plots, Sheds or houses.

· Execution of lease agreement with the customers.

· Routine and regular inspection of the buildings, water supply, electricity and sanitation facilities

· Proper maintenance of the Estate premises.

· Budget preparation to carry out the maintenance works.

· Collection of lease rental monthly and annually.

· Supervision and inspection of the premises.

· Attend to queries and problem raised by the tenants.

· To take action against the defaulting tenants who have not paid rents.

· To check constantly with the tenants whether they follow the lease agreement properly and settled bills on time – Water bills, Electricity bills and service charges etc

· The Estate Manager is responsible to ensure that all the facilities within the estate are Properly utilised by the Industrialists.  

· To always keep to good working relation with the Municipal Authorities, Power Department and Telecommunication in availing required facilities from them.

· Any other tasks assigned by the Supervisors              
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3.
KNOWLEDGE & SKILLS REQUIREMENTS: Minimum requirement for performance of work described (Level of Knowledge, Skill and Ability). 

3.1
Education: Bachelor’s Degree in any discipline

3.2
Training: 6 months OJT in the of field Estate Management, operation and practices. 

3.3
Length and type of practical experience required: Entry
3.4
Knowledge of language(s) and other specialised requirements: Should have fairly good command over English and Dzongkha. Fluency over other languages would be added advantage, as they have to deal with all sorts of people.

4.
COMPLEXITY OF WORK. (Describe the intricacy of tasks, steps, process or methods involved in work, difficulty and originality involved in work)

Work involves basically allotment of Industrial sheds and Industrial plots to Various interested tenants; execution of lease agreement; maintenance of estate Premises, budget preparation and attending to queries raised by the tenants and taking action against the defaulting tenants by taking them to court for realization of the rentals dues. Work is not very complex and duties are carried out independently.           

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 proper discharge of duties and responsibilities by the Estate Manager would ensure speedy growth of Industrial activities within the Industrial Estate and this would mean revenue generation to the Government. This would ensure good will promotion to the Industrialists.

Failure to discharge duties properly and wrong decision will entail slow growth of industries, create misunderstanding amongst the interested industrialist and finally lead to lost of revenue to the Royal Government.

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE: Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated.


6.1
 Instructions: Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated
The incumbent works under the supervision of the Division Head. Recurring works are carried out independently without specific instructions. Instructions and guidance of the supervisor is available on other than routine 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
Guidelines consist of established procedures such as, Bhutan Municipal Act 1999, Trade and Industrial rules and regulations, Environment Assessment Act 2000 etc. The incumbent uses personal judgement to use the most appropriate guidelines. 

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

City Corporation – for support and delivery of necessary services

Dzongkhag Administration - for Administrative support

Power Department – for supply of power lines

Telecommunication - for supply of telecommunication facilities

Infrastructure Development Division for directions, supervision and support

8. 
SUPERVISION OVER OTHERS: Describe responsibilities for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates.

Supervises only the support staff under the Division.

9.
JOB ENVIRONMENT: Describe physical exertion 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 Estate Managers require walking within the Estate Compound and Industrial sites outside the Estate in performing their duties such as inspection and supervision of the Industrialists. Could be exposed to extreme weather conditions and harmful chemicals while executing the assigned job. 

