ROYAL UNIVERSITY OF BHUTAN

POSITION PROFILE

1. JOB IDENTIFICATION
1.1. Position Title: Personal Assistant
1.2. Position Level: 13
1.3. Occupational Group: Support and Supervisory
1.4. College/OVC: College of Science and Technology

2. MAIN PURPOSE OF THE POSITION:

1. Personal Assistant
2. Dispatching

3. Record Keeping
3. GENERAL ROLES AND RESPONSIBILITIES:
Personal Assistant
1. Draft, type and dispatch correspondences as per the directives of the officer;

2. Take notes and draft letters and statements

3. Attend to the telephone/pass the line to the officer as and when required

4. Arrange appointments/meeting and maintain timing for the officer

5. Maintain records/files on matters directly dealt by the officer

6. Receive and manage visitors of the officer concerned

7. Manage events which are related directly to or hosted by the concern officer and

8. Carry out any other task that may be assigned from time to time

Dispatching/Record Keeping
1. Ensure timely and correct recording and dispatching of outgoing mails, receive all incoming mails and submit to the addressee promptly;

2. Prioritise mails requiring urgent attention and ensure to deliver within the available time;

3. Take adequate preventive measures in mailing cheques, drafts and important papers;

4. Ensure proper usage of fax and photocopiers and record the details of fax messages sent in a separate register;

5. Maintain systemic filling/record of outgoing and incoming mails for future reference;

6. Maintain exhaustive mailing address and update from time to time;
4. SPECIFIC ROLES AND RESPONSIBILITIES:

1. Provide assistance to the administration in managing and maintaining records.
2. Compile, gather and organize reports, documents and records.
3. Maintain and update records, reports and documents in a database.
4. Make available of all records for viewing and processing for the concerned personnel.
5. Keep records in a safe and secure manner under lock and key.
6. Issue copy of the official letters to person concern as and when required.

7. Carry out other works as and when instructed
5. KNOWLEDGE, SKILLS & ABILITIES (KSA) REQUIREMENTS

5.1 Education: Class XII Aggregate % 50. (Class XII with 3 months IT programme or Cl.X with 2

      years Office Management Programme)

5.2. Experience: Preferences will be given to those with past experience in the same field.
5.3. Knowledge Skills and Abilities:

· Skilled in carrying out routine works efficiently and effectively and are able to use appropriate tools including ICT. 

· Good communication skills in written as well as spoken at least in Dzongkha and English. Knowledge of rules and regulations pertaining to the area of work. 

· Ability to organize information and maintain up-to-date information for administrative and management purposes. 

· Ability to be courteous and able to handle matters in short notice.

Service Condition:
6 months’ Probation Period and will be regularized based on the performance.
**********************
