ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. 
JOB DESCRIPTION:

1.1 
Position Title: 


Research Officer

1.2    Position Level:                          P4

1.3
Major Group:


Planning & Research Services Group



1.4
Sub-Group: 


Research Services
1.5
Job Code No.:


16.720.04
1.6 
Job Location (Complete as appropriate): 

Ministry: ________; Department: ___________; Division: Research; Section: 
_________; Unit: ________________.



1.7
Title of First Level Supervisor (Official title of the Supervisor): Sr. Research Officer

2. 
DUTIES & Responsibilities (Describe the main 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: Conduct researches in social, cultural, economic and political aspects as enshrined in the Tsa-Thrim of the Centre.

	Duties and Responsibilities
	% of time

	· Specialize in the particular area of research and must carry out research essential for problem solving through analytical skills.

· Must carry out research analysis: define and structure the problem, organize data, carry out analyses of the issue and conclude with specific action recommendations through persuasive written report.

· Conduct extensive field studies, collect and analyze data, write and publish them either independently or as a team.

· Compile, validate and interpret data statically, prepare data for presentation in graphic, tabular and composition form to produce concise programme report; and also conduct case studies

· Produce research findings and recommendations for the effective formulation of policies and programs 

· Coordinate and implement planned research activities.

· Present research findings in the national and international fora.


	


3. 
Knowledge and Skills REQUIREMENT (Minimum requirement for performance of work described – Level of Knowledge, Skill and Ability):
3.1    Education: Bachelors 

3.2  Training: Training Research planning and designing
3.3    Length and type of practical experience required: Minimum of 4 years of relevant experience as Asst Research Officer or equivalent experience. 

3.4   Knowledge of languages and other specialized requirements: Be good in reading and writing English and Dzongkha and manage fairly with local language. 

He/she should possess knowledge on research methods on specific subjects, principles and philosophies, statistical concepts and their applications to research analysis; 

He or she should be able to identify the standard source of research references for similar research carried out elsewhere. 

4.  COMPLEXITY OF WORK (The nature, number and intricacy of tasks, steps, processes or methods involved in work; difficulty and originality involved in work):

Must possess basic knowledge and analytical skills to carry independent research drawing much from the concepts and theories of disciplines such as economics, cultural, political and overall government policies and strategies. 

He or she should have acquired ability to learn advanced research design techniques, statistical concepts & methods and their application to research analysis, and must have good number of research publications of national standing. He or she should also possess knowledge of computer program and database. 

Must be able to communicate clearly and persuasively in the decision-making process, both orally and in writing. 
Must be able to collect accurate data on the nature and dimensions of the problem, and devise a range of solutions through quantitative and qualitative analysis, to be considered for policy formulations. 

Should deal with respondents or informants of different characteristics and educational levels, and must therefore; be able to speak most of the native dialects.

The work requires creativeness and perfection in his or her field and must be able to deliver the expected outputs and valid research results.

5. 
SCOPE & 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 work involves research in both historical and contemporary issues of relevance to Bhutan.

6. 
INSTRUCTION AND GUIDELINES AVAILABLE 

6.1
Instructions (Describe controls exercised over the work by the supervisor; how work is assigned, reviewed and evaluated):
The Research Management Committee and supervisor provide broad guidance in planning research projects. However the incumbent, out of own judgment can modify and adapt the same to suite the work environments.  

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):

Usually, written guidelines like research policies and strategies at the global level are made available. Research strategies and plan for specific projects should fit into the international 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):
Maintain closer contacts with researchers of other similar institutions and extension officers of other sectors, including private organizations.  

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

Supervises the work of assistant researchers.

9. 
JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts such as exposure to chemicals, climbing to heights, extreme weather conditions, or other severe discomforts):

The incumbent has to travel to remote areas and involve lot of risk, lot of fieldwork, supervision, extensive travel and work beyond office hours. 

Must undergo pressures of writing and publishing, as well as those associated with deadlines and tight schedules, and sometimes he or she must work overtime. 
