
 

 

Bhutan Agro Industries Limited 
Terms of Reference (ToR) 

Asst. Extension Officer 

1. Position Details 

 Position Title   : Asst. Extension Officer 

 Level/Grade   : S3/Gr-X 
 Duty Station   : Lingmethang Plant, Mongar 
 Reports to    : Asst. Manager (FSD). 
 Employment Type : Regular  

 
2. Job Purpose 

To support the implementation of the Company's contract farming and raw material procurement 
programmes by providing agricultural extension services, technical support, and farmer capacity 
development. The Assistant Extension Officer shall ensure the sustainable production and timely 
procurement of quality raw materials through effective farmer engagement, field monitoring, and 
compliance with Good Agricultural Practices (GAP), company standards, and contractual obligations. 

______________________________________________________________________________ 

3. Key Responsibilities  
A. Contract Farming and Farmer Coordination 

 Coordinate contract farming programmes in accordance with company policies and 
procurement plans. 

 Build and maintain strong working relationships with farmers, farmer groups, cooperatives, 
and relevant stakeholders. 

 Monitor farmers' compliance with contract terms and provide necessary technical and 
operational support. 

 Resolve farmer concerns and grievances in a timely and professional manner to strengthen 
long-term partnerships. 

 Identify potential farming communities and facilitate farmer registration and participation in 
company programmes. 
 

B. Agricultural Extension Services 
 Provide technical guidance to farmers on Good Agricultural Practices (GAP), crop 

production, crop management, pest and disease management, soil fertility, irrigation, and post-
harvest handling. 

 Conduct regular farm visits to monitor crop growth, production practices, and field 
performance. 

 Recommend appropriate corrective measures to improve productivity and crop quality. 



 

 

 Promote sustainable and climate-smart agricultural practices to improve resilience and 
environmental sustainability. 

 Support the implementation of Organic, GAP, or other agricultural certification programmes 
where applicable. 
 

C. Raw Material Procurement and Quality Assurance 
 Plan and implement procurement schedules to ensure timely and sustainable supply of raw 

materials. 
 Inspect farms and assess crop readiness before harvest. 
 Inspect and evaluate raw materials to ensure compliance with company quality specifications 

and procurement standards. 
 Coordinate harvesting, collection, transportation, and delivery of raw materials to the 

processing plant. 
 Work closely with Quality Control and Production teams to ensure procurement aligns with 

production requirements. 
 

D. Monitoring, Data Management and Reporting 
 Maintain accurate records of farmer registration, production forecasts, procurement data, and 

field activities. 
 Collect, compile, analyze, and maintain production and procurement databases. 
 Prepare field inspection reports, procurement forecasts, crop assessment reports, and monthly 

progress reports. 
 Monitor crop performance, production challenges, and recommend appropriate technical 

interventions. 
 

E. Training, Awareness and Capacity Building 
 Organize and facilitate farmer training programmes, awareness campaigns, field 

demonstrations, and technical workshops. 
 Disseminate information on improved farming technologies and best agricultural practices. 
 Support research trials, demonstration plots, and new crop development initiatives in 

collaboration with relevant departments. 
 

F. Coordination and Compliance 
 Coordinate with Research & Development, Quality Control, Production, Procurement, and 

other relevant departments to ensure uninterrupted supply of quality raw materials. 
 Ensure compliance with company policies, food safety requirements, environmental 

standards, and occupational health and safety regulations. 
 Maintain confidentiality of company information and procurement data. 

 
G. Other Duties 

 Perform any other duties and responsibilities assigned by the Assistant Manager (FSD), Plant 
Head, or Management from time to time. 

 



 

 

 
4. Qualifications & Experience 

 Minimum Qualification: Diploma in Agriculture.  

 Minimum 2 years of relevant experience in agricultural extension, contract farming, crop 
production, or raw material procurement is preferred. 

 Fresh graduates with relevant qualifications may also be considered.  
 
5. Skills & Competencies 

 Sound knowledge of crop production, Good Agricultural Practices (GAP), pest and disease 
management, and post-harvest handling. 

 Knowledge of contract farming systems and agricultural value chains. 

 Good understanding of raw material quality standards and procurement procedures. 

 Strong interpersonal, communication, and farmer relationship management skills. 

 Ability to organize farmer training, demonstrations, and awareness programmes. 

 Good analytical, reporting, and record management skills. 

 Proficiency in Microsoft Office (Word, Excel, and PowerPoint). 

 Ability to work independently and travel extensively to field locations. 

 Strong problem-solving, negotiation, and coordination skills. 

 High level of integrity, professionalism, teamwork, and commitment to achieving 
organizational goals. 

 
6. Remuneration & Benefits:  

 Basic Pay   : 17,605/- (Pay Scale: 17605-440-26405).  

 Fixed Allowance 65%  : 11,443.25/-  

 HRA    : 3,521/- 

 LTC    : 17,605/- annually  

 Encashment   : 17,605/- annually  

 PF     :15% from the company  

 Bonus (2 months’ salary) : based on performance  

 PBVP-10%    : based on performance  



 

 

Bhutan Agro Industries Limited 
Terms of Reference (ToR) 

Driver-V 

1. Position Details 
 Position Title   : Driver-V  
 Level/Grade   : O7/Gr-XVII 
 Duty Station   : Wangchutaba Plant, Thimphu 
 Reports to    : Dy, General Manager, Production 

 Employment Type : Regular  

 
2. Job Purpose 

To provide safe, reliable, and punctual transportation services for company employees by picking up 
and dropping off staff according to their respective work shifts and designated routes. The position is 
responsible for ensuring the bus is roadworthy, clean, and properly maintained; complying with traffic 
rules and company transportation procedures; and maintaining discipline, courtesy, and 
professionalism while ensuring the safety and comfort of all passengers. The driver shall also assist 
with other transportation duties assigned by the Management, as and when required. 
 
3. Key Responsibilities 

 Drive the company bus safely, punctually, and efficiently to pick up and drop off employees 
according to their respective work shifts and designated routes. 

 Ensure the bus is always clean, well-maintained, and presentable both interior and exterior. 
 Perform routine daily checks on fuel, oil, water, tire pressure, lights, and other essentials before 

each trip. 
 Record all trips, fuel usage, and maintenance activities in the vehicle logbook accurately. 
 Ensure that the bus is serviced regularly and report any faults or mechanical issues 

immediately. 
 Maintain up-to-date vehicle documents (insurance, registration, emission test, etc.) and ensure 

timely renewal. 
 Coordinate with the Sr. Manager (Admin & HR) for fuel requisitions, maintenance schedules, 

and route arrangements. 
 Ensure the safety and comfort of passengers and comply with all traffic rules and regulations. 
 Display a high degree of discipline, courtesy, and professionalism while performing driving 

duties. 
 Support other official driving requirements within the organization when instructed by the 

Sr.Manager (Admin & HR). 
 Perform any other duties as may be assigned by the Management from time to time. 

4. Qualifications & Experience 

 Minimum Qualification: Class VIII passed. 
 License Requirement: Valid Driving License for Light, Medium and Bus vehicle. 
 Minimum of 3 years of professional driving experience with a clean driving record. 
 Basic knowledge of vehicle maintenance and road safety regulations. 



 

 

 
5. Skills & Competencies 

 Excellent driving and navigation skills. 
 High level of discipline, confidentiality, and integrity. 
 Good interpersonal and communication skills. 
 Knowledge of vehicle maintenance and documentation. 
 Professional grooming and courteous behavior. 
 Ability to remain calm and focused under pressure. 

 Flexible to work beyond regular office hours as required 

 
6. Remuneration & Benefits:  

 Basic Pay   : 10,685/- (Pay Scale: 10,685-255-15985).  

 Fixed Allowance 65%  : 6,945.25/-  

 HRA    : 3,500/- 

 LTC    : 10,685/- annually  

 Encashment   : 10,685/- annually  

 PF     :15% from the company  

 Bonus (2 months’ salary) : based on performance  

 PBVP-10%    : based on performance  

 


