ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  
Dy. Chief Librarian





1.2 Position Level:          P2

1.3 Major Group: 
Library, Archives and Museum Services


1.4 Sub-Group:

Library Services


 

1.5 Job Code No.: 
14.640.02



1.6
Job Location: (Complete as appropriate):

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

1.7
Title of First Level Supervisor  (Official title of the Supervisor): Chief Librarian

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 work is almost entirely administrative and involves responsibility, under the general direction of the chief librarian, for assigned phases of library administration. Work is performed in accordance with prescribed policy with considerable leeway allowed for the exercise of independent judgment and initiative. 

	Duties and Responsibilities
	% of Time

	· The work involves performance of librarian duties in an assigned unit and generally involves planning; directing and supervision of a specialized unit such as circulation, technical or audiovisual and services.

· Reviews and/or develops policies and procedures for the operation of the specialized unit library;

· Supervises the work and training of library personnel;

· Administers the purchase and selection of library materials, for the specialized unit
· Performs on-line database searches and search training in the specialized unit
· Keeps informed of professional developments through attendance at and participation in professional organizations, system meetings, workshops, continuing education courses and reading professional materials. 

· Recommends policies and procedures to the chief librarian and in the absence of the Chief librarian acts in his or her stead. 
· Participates in recruitment, selection, training and evaluation of employees. 
· Plans, implements and/or enhances library automation projects and services. 
· Serves as liaison for library services with community groups and other libraries. 
· Prepares statistical and narrative reports of activities, memoranda, and correspondence. 

· Provides reference and reader's advisory services to library users

· Performs on-line database searches and search training\

· Any other task assigned by the Supervisors
	10%

10%

10%

10%

10%

10%

10%

10%

10%
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3.
KNOWLEDGE AND SKILLS REQUIRMENTS (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability): 

3.1
Education: Masters.

3.2    
Training:  Library Science and management.

3.3
Length and type of practical experience required: 4 years of experience as Sr. Librarian or equivalent experience.


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

· Thorough knowledge of on-line database systems;

· Thorough knowledge of bibliographical tools and sources;

· Ability to exercise leadership and motivate others;

· Ability to plan, coordinate, and supervise the work of others;

· Ability to think critically to understand the needs of library patron groups and to prescribe information or materials accordingly;

· Ability to read, comprehend, and conduct research studies.

· Ability to think critically to understand the needs of library patron groups and to prescribe information or materials accordingly;
· Tact and courtesy in dealing with staff and public.
4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
Librarians who remain at the Librarian IV rank are expected to continue to enhance their job performance and maintain exceptional contributions to the library, the university, and the profession. He or she will have shown exceptional evidence of planning ability, leadership, sound judgment, and the ability to develop and evaluate proposals for improving the library’s services and procedures. Take charge of overall library administration in observe of Chief Librarian.

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):
· Carries out the following activities inline with aims and objective of the organization: 

· Organizes, develops and maintains, devisers policy and procedures of a specific unit of library services such as cataloguing, classification, collection development.

· Monitors developments in library science and practice and modifies existing and develops new information services to meet emerging needs

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


· Carries out the following activities under the supervision of chief librarian:

· Organizes, develops, maintains, devises policy and procedures of a specific unit of library services such as cataloguing, classification, collection development independently based on the broad principles and practices of the profession and using his own knowledge, skills, experience and judgment

· The incumbent ‘s works may be evaluated based on the outstanding scholarly contributions in the form of widely recognized research publications and/or presentations, advanced study and research in library and/or subject specialization, as evidenced, for example, by the attainment of a degree at the doctoral level, significant professional/scholarly awards etc

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):

Review and or develops polices and procedures for this operation of the specialized unit in line with agreed local practices internal norms and standards. 

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

· Administers personnel regulations, and rates subordinate staff performance. 
· Plans and conducts staff meetings and participates in community and professional meetings to discuss and act on library problems. 
· Provides library public relations services. Represents the library before governmental agencies and community groups in seeking financial resources for the library.

· Develops and conducts programmes, tours, book talks, multi-media programmes, story and picture book hours.

· Plans public relation programs and prepares publicity materials; Keeps informed of professional developments through participation in professional organizations, system meetings, workshops, continuing education courses and reading professional materials.
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):


Conduct staff meetings or staff training sessions responsible for over all development and operation of the special unit. Administer personnel polices, training, promotion and dismissal of staff under this spectacled unit.


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):

Works in a environment characterized by information in a wide-variety of forms, not only books and periodicals. Mostly indoor, no physical risks and discomforts involved. Spend a significant portion of time at their desks or in front of computer terminals; extended work at video display terminals may cause eyestrain and headaches.
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