
NCSIDBL/CSD/2022/ 3885              Dated: 20/12/2022 

Vacancy Announcement 

 

The National CSI Development Bank Ltd (NCSIDBL) is pleased to invite applications from interested Bhutanese nationals 

for the vacant positions mentioned hereunder:  

 

Sl. No Position 

No. 

of 

Slot 

Type of 

Employme

nt and 

Corporate 

Grade 

Qualification and Experience Salary & Allowances 

1 Credit Officer 3 

Regular 

and Grade 

8 

 

Qualification: Minimum of 

Bachelor in Commerce/ 

BBA/BBM/ BA Economics 

with or without any combination 

subjects.  Minimum of 60% in 

Degree, Class 12 and Class 10. 

  

Basic pay: Nu. 20, 230/- (Nu. 

20, 230-505-30, 330).                        

House Rent Allowance: 20% 

of Basic Pay.  Other 

allowances and benefits as per 

the service rule of the Bank 

2 Accounts Officer   1 

Regular 

and Grade 

8 

Qualification: Bachelor Degree 

(B. Com and BBA with major in 

Finance or Accounting) 

Minimum of 60% in Degree, 

Class 12 and Class 10.  

 

Experience:  Relevant work 

experience will be given 

weightage for shortlisting apart 

from academic marks. 

Basic pay: Nu. 20, 230/- (Nu. 

20, 230-505-30, 330).                        

House Rent Allowance: 20% 

of Basic Pay.  Other 

allowances and benefits as per 

the service rule of the Bank 

3 ICT Officer 1 

Regular 

and Grade 

8 

Qualification: Bachelor Degree 

(BCA/BIT/BSc IT/BEIT) 

Minimum of 60% in Degree, 

Class 12 and Class 10. 
 

Experience:  Relevant work 

experience will be given 

weightage for shortlisting apart 

from academic marks 

Basic pay: Nu. 20, 230/- (Nu. 

20, 230-505-30, 330).                        

House Rent Allowance: 20% 

of Basic Pay.  Other 

allowances and benefits as per 

the service rule of the Bank 

4 Legal Officer 2 

Regular 

and Grade 

8 

Qualification: BA LLB with 

PGDNL holding certificate 

issued by Bar Council of Bhutan  

 

Experience:  Relevant work 

experience will be given 

weightage for shortlisting apart 

from academic marks 

Basic pay: Nu. 20, 230/- (Nu. 

20, 230-505-30, 330).   

 

House Rent Allowance: 20% 

of Basic Pay.  Other 

allowances and benefits as per 

the service rule of the Bank 

 



Interested candidates fulfilling the prescribed eligibility criteria may submit their application together with the mandatory 

documents. 

Mandatory Documents: 

 

1. NCSIDBL application form (can be downloaded from www.csibank.bt) 

2. Copies of:  

a. Experience Certificates (if any); 

b. Academic Transcripts of Degree, Class 12 and Class 10; 

c. Merit Certificates (if any); 

d. Security Clearance Certificate (approved online); 

e. Medical Fitness Certificate; 

f. Citizenship Identity Card; and  

g. No Objection Certificate (if employed) 

 

Only the shortlisted candidates will be contacted for the interview during which, original documents should be produced. 

Shortlisting for the position sl. no. 1-3 above shall be based on the merit ranking as per the marks obtained in Degree, Class 

12 and Class 10 at the ratio of 5:1. (Class 12: English + Best Three and Class 10: English + Best Four). Shortlisting of the 

position Sl. No. 4 shall be based on the availability of certificates issued by the Bar Council of Bhutan.  

 

NCSIDBL reserves the right to cancel or reject all the applications. 

 

For more information, call +975-08-276576/276578/276579 during office hours. ToR can be downloaded from our website: 

www.csibank.bt .  

The last date for submission of application is 10th January 2023 on or before 4 PM. 

 

1. Credit Officer 

Grade/Position:   8/Officer 

Employment type:  Regular 

Basic Salary:   20,230-505- 30,330 

Placement:   Head Office, NCSIDBL 

Qualification:   Bachelor Degree (BA Eco /B. Com/BBA/BBM) 

Criteria:                Minimum of 60% in Degree, 12 and 10(Class 12: English + Best Three, Class 10: English + 

Best Four) 

 

Terms of Reference (Credit Officer) 

 

A. Sensitization Advocacy: 

 

1. The PO shall represent the bank in creating awareness to general public on the loan services provided by the 

bank.  

 

2. The PO should collaborate with relevant agencies/local governance on creating advocacy and awareness 

programs. 

 

B. Strategy developed and implemented to Minimize NPL. 

 

1. The PO shall develop and implement strategies to minimize Non-Performing Loan. 

 

C.  General Task 

 

1. Attending and advising the clients on the funds and services of the NCSIDBL. 

2. Receive Project applications and verifying the documents 

http://www.csibank.bt/


3. Ensure full disclosure of clients including personal details and details of immediate family members. 

4. Registration of the project application into the system and submission of project application to the respective 

officer for fund analysis. 

5. Appraisal of the project based on the Credit manual. 

6. Ensure proper calculation and applications of interest on Loans and advances; 

7. Scan and upload all pre-sanction documents into the server portal. 

8. Compilation of reports on the project application received, appraised, disbursed and documented on a monthly 

basis. 

9. Maintain proper documentation of the fund and all assets and project collateral securities. 

10. Ensure timely disbursement of loans. 

11. Willing to multitask. 

12. Any other related works assigned by management. 

OTHER RESPONSIBILITIES:  

1. Promote the image of the Bank by speaking, acting responsibly, showing courtesy and positive attitude to others. 

2. Contribute to enhancing customer satisfaction 

3. Carry out other task as and when instructed by the supervisor 

4. Maintain proper documentation. 

5. Observe code of conduct by maintaining confidentiality of information and punctuality at all times. 

6. Declaration of Conflict of Interest wherever required 

7. Diligent use of office resources (Turning off the electrical appliances/equipment, close the water tap when not in 

use, etc.) 

8. Maintaining proper and clean office decorum at all times. 

9. Act as back up of other staff during their absence. 

 

2. Accounts Officer 

 

Grade/Position:                8/Officer 

Employment type:  Regular 

Basic Salary:   20,230-505- 30,330 

Placement:   Head Office, NCSIDBL 

Qualification:   Bachelor Degree (B. Com Honors/ B. Com with major in Finance or Accounting) 

Criteria:                 Minimum of 60% in Degree, 12 and 10 

   (Class 12: English + Best Three, Class 10: English + Best Four) 

 

 

Terms of Reference for Accounts Officer 

 

Overall Responsibilities 

 

The officer shall work under the supervision of the Head of Accounts Unit and shall carry out all functions specified in 

this ToR.  

 

Specific Responsibilities 

 

He/she shall perform the following specific responsibilities: 

1.  Prepare financial statements in line with Bhutanese Accounting Standards. 

2. Assist in processing settlement of all employee related claims and all other types of expenditures of the 

department/Unit in NCSIDBL in line with the Company’s Rules and guidelines with due diligence and care.  

3. Assist processing payment of contractors’ and suppliers’ claims and check for the compliance of the claims. 

4. Maintain the books of accounts, i.e. ledger, sub-ledger, cash book and all other records as required. 



5. Prepare cheque, draft and ensure proper receipt by the appropriate payee and on time. 

6. Maintain the paid vouchers in chronological order for future reference and auditing purpose. 

7. Perform all bank related duties. 

8. Safe custody of the financial documents and data. 

9. Any other such work assigned by the Supervisor. 

 

3. ICT Officer 

Grade/Position:                8/Officer 

Employment type:  Regular 

Basic Salary:   20,230-505- 30,330 

Placement:   Head Office, NCSIDBL 

Qualification:   Bachelor Degree (BCA/BIT/ BEIT/BSc IT) 

Criteria:                Minimum of 60% in Degree, 12 and 10 

   (Class 12: English + Best Three, Class 10: English + Best Four) 

TOR (ICT Officer) 

 

1. Responsible for backup and recovery management;  

2. Responsible for patch management;  

3. Responsible for operational and tactical support and control of the Bank’s applications; 

4. Responsible for network support and maintenance;  

5. Support specific projects within NCSIDBL and the IT department;  

6. Development and testing of specific software and applications as necessary and networking bank applications;  

7. Prepare functional specifications and design based upon specific Bank requirements; 

8. Reports on progress, risks and impact of changes, incidents, projects, and patch management;  

9. Responsible for creating and maintaining documentation, procedures and minutes of regularly meetings within 

the group;  

10. Coaching of (junior) ICT Officers;  

11. Daily control and support:  

a. Technical pro-active system control, support and maintenance within: Windows, Network, etc. 

b. Support and coaching of the IT Service Desk/First line.  

c. Patch management, maintaining and reporting on servers and workstations regarding security patches and 

updates.  

d. 24x7 platform support within Windows and Network (IT standby service). 

12. Within projects:  

a. Prepares technical design and define technical requirements together with (junior) ICT Officers and 

suppliers 

b. Prepares implementation plan together with a project leader  

c. Reports on the risks and progress of projects  

d. Evaluates the progress of projects and reports to the Project Leader  

13. Provides input to strategy for the future of her/his own field of expertise  

14. Responsible towards his/her Manager or Department Head for specified business areas . 

15. Responsible for completing the goals set together with his/her Manager or Department Head  

16. Supports the implementation of new regulations, procedures and projects  

17. Adapts him/herself to the values, norms and behavioral codes of NCSIDBL. 

18. Any other task related to ICT. 

 

 

 

 

 

 

 

 

 

 



4. Legal Officer  

Grade/Position:                8/Officer 

Employment type:  Regular 

Basic Salary:   20,230-505- 30,330 

Placement:   Head Office, NCSIDBL 

Qualification:   BA LLB, PGDNL and certified by the Bar Council of Bhutan 

 

TOR for Legal Officer 

 

1. Provide basic legal advisory services on laws, regulations and policies to the Departments/Division/ Units in 

consultation with the supervisor/s and other legal personnel of the Legal Unit or any other law enforcing agencies of the 

Government; 

2. Assist the Legal Unit in drafting, reviewing and amending rules, regulations, by-laws and Act based on the requirements 

submitted by the Departments/Divisions/Units; 

3. Formulate and draft basic legal advisory opinions to be given to Departments/Divisions/Units upon review by the 

supervisor/s; 

4. Coordinate with the legal personnel of FIs, OAG, MoF, Judiciary, DRC and other law enforcing agencies of the 

Government; 

5. Represent the NCSIDBL in the court of law/statutory authority as and when advised by the supervisor/s; 

6. Carry out the translation in Dzongkha/English: 

7. Formulate and frame charge sheets in English when required; 

8. Prepare rebuttals in English, when required, for the submission to the court of law; 

9. Provide legal advisory opinions to the Management when there is a different understanding of a matter by different 

officials/individuals; 

10. Review and vet agreements/contracts, forms, letters of undertaking, memorandum of undertaking, letters of guarantee, 

etc. upon reference by other Departments/Divisions/ Units; 

11. Undertake projects where legal personnel are needed; 

12. Attend internal and external meetings/training/seminar/workshop;  

13. Be conversant with Financial Service Act 2011, RMA Act 2010, Companies Act 2016, Movable & Immovable Property 

Act 1999, Bankruptcy Act 1999, and other relevant laws and by-laws/regulations of NCSIDBL;  

14. Liaise with the legal officers of the courts, FIs and other agencies; 

15. Carry out any other assignment when given by the CEO; 

 


