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GEDU COLLEGE OF BUSINESS STUDIES
ROYAL UNIVERSITY OF BHUTAN

POSITION PROFILE

Job Identification

1. Position Title: Administrative Assistant
2. Position Level: 13
3. Occupational Group: Administrative & Technical

4. College/OVC: Gedu College of Business Studies
General roles and responsibilities

1.
Draft, type and dispatch correspondences/office orders as per the directives of the officer.

2. 
Assist the officers in administrative duties e.g. photocopying, binding, compilation of materials.

3. 
Arrange meetings as required.
4. 
Maintain office record and files.

5. 
Liaise with various people in relation to official work.
6. 
Update personal files of faculty & staff.

7. 
Keep IWP record of staff & faculty.
8.
 Carry out any other tasks that may be assigned by the officer from time to time.
5. KNOWLEDGE, SKILLS & ABILITIES (KSA) REQUIREMENTS:

5.1 Education: Class X & above
5.2 Experience: 2 years experience in Admin/HR functions.
5.3 Knowledge, skills and abilities requirements

• High level of technical knowledge in the area of responsibilities. 

• Excellent inter-personal skills to garner full support from relevant officials
Telephone: President: 00975-05-282297, Facsimile: 05-282298 PA to President:05-282286, Dean- Academic Affairs: 05-282289, Dean-Student Affairs: 05-282292, Dean-Research & Industrial Linkages: 05-282425, Adm/HR Section: 05-282511/282529, Finance Section: 05-282291, Library: 05-282212, Exams & Record Office: 05-282270, ICT Section: 05-.282361 Estate Manager: 05-282282 College Guest House: 05-282220 Store In-Charge: 05-282366 College Main Gate: 05-282288


