




TOR for Assistant Technician

● Assist AME to carry out maintenance tasks on the aircraft.
● Ensure that all tooling and equipment is operated safely and correctly, and all defects
are promptly reported to the certifying engineer/Manager, Heli Engineering and
Maintenance.

● Report immediately to the certifying engineer of any unsafe acts by other staff
members, accidents, whether personal or equipment, and unsafe areas or
equipment.

● Ensure the workplace is clean after work.
● Ensure that aircraft are cleaned and prepped for any flight operations.
● Assist AME preparing aircraft for flights.
● Assist GSE officer to maintain ground support equipment.



Terms of Reference

JOB TITLE/POSITION : Associate Accounts Officer
DEPARTMENT/SECTION : Revenue & Accounts Section
REPORTS TO : Revenue & Accounts Manager

RESPONSIBILITIES
 Update sales related to offline agents and Head Quarter debtors.
 Check and pass related entries.
 Collection of all debtors’ dues and offline agents.
 Debtor age analysis.
 Obtain balance confirmation from related debtors.
 Charter flight ledger scrutiny and transfer to revenue.
 Compile and report (if any anomalies) revenue bank reconciliation for all station

and Head Quarter.
 Any works assigned by supervisor.

REQUIRED QUALIFICATIONS (Competencies)
 Should have a minimum of bachelor’s degree in B. Com / BBA / BBM (with

Accounts).



Terms of Reference

JOB TITLE/POSITION : Associate Safety Officer
DEPARTMENT/SECTION : Airline Safety Unit
REPORTS TO : Airline Safety Manager

RESPONSIBILITIES
 Register the safety occurrences. Register all safety reports received. Manage the safety reports/occurrences for each Division. Register the meetings held and/or attended by the Safety Unit. Register the safety audits reports. Maintain and update a database of safety records. Support the Safety Manager in producing communication bulletins and

newsletters, and other safety correspondences. Support the Safety Manager in planning/recording training activities Support the FDM process by facilitating the data downloaded from the aircraft and
other requests by the FDMI. .

REQUIRED QUALIFICATIONS
 Education: General Degree
 Experience: Fresh graduate.









Terms of Reference

JOB TITLE/POSITION : Associate HR Officer
DEPARTMENT/SECTION : HR & Administration Section
REPORTS TO : HR & Administration Manager

PURPOSE
 To implement the Service Rules appropriately and perform the day-to-day HR

activities as per the DSM.

RESPONSIBILITIES
1. Maintain up to date information on MPRM.
a. Update appointment for regular/contract employee.
b. Update of transfer of employee.
c. Update of promotion of employee.
d. Update of resignation of employee.
e. Update of re-designation of employee.
f. Update of trainings of employee.
g. Update of continuing education of employee.
h. Update of study leave, maternity leave, leave without pay and EOL of employee.
i. Update of Performance Ratings of employee.
j. Update Disciplinary records.

2. Recruitment
a. Advertise vacancy in media and upload in website.
b. Receive applications.
c. Shortlist of applications and check documents.
d. Selection Interview.
e. Draft appointment Order.
f. Open and maintain personnel file.
g. Conduct orientation program for the new recruits.

3. Promotion
a. Compile and prepare summary sheet for promotion and forward to the respective

heads for nominations.
b. Receive and verify/scrutinise promotion nominations.
c. Submit to Management Committee for approval.



d. Draft letter for promotion order/letter of regret for promotion proposals not
endorsed by the Management Committee.

e. Draft sanction order for update in pay roll.
f. Update promotion details in the MPRM and personnel file.

4. Transfer
a. Prepare and submit list if employees eligible for outstation transfer as per Drukair

Service Manual.
b. Draft transfer/relieving/joining order.
c. Update in MPRM and personnel file.
d. Conduct broefing session for outstation transferries.

5. Separation
a. Receive application and verify service obligations (voluntary resignation)
b. Submit list of employees due for superannuation.
c. Draft separation/sanction/relieving order and other correspondences.
d. Calculate retirement benefit.
e. Update in MPRM and personnel file.

6. Leave
a. Receive leave application and verify.
b. Draft sanction order for leave, encashment and LTC.
c. Draft joining order after completion of leave.
d. Maintain proper record of employee attendant and leaves.
e. Update in MPRM and personnel file.

7. Annual Increment/Allowances
a. Draft Sanction Order.
b. Update in personnel file.
c. Process increment for employees who reaches salary ceiling.
d. Renew Employees contract on time.

8. Civil Service Award.
a. Verify and update the civil service award list.
b. Submit list of eligible employee for civil service award to RCSC.
c. Inform the Administration to arrange for civil service award ceremony.

9. Provide Human Resource Development Services.
a. Receive and verify document for training/studies.



b. Compile and verify with the budget.
c. Verify eligibility criteria as per the checklist.
d. Draft correspondences and office orders.
e. Update in MPRM and personnel file.

10.Employee Welfare.
a. Issue office order on one month preparatory time to superannuating

employees at least one month in advance.
b. Inform all superannuating employees to complete the post retirement

documentation formalities at the earliest to facilitate timely payment of
admissibility (ies).

c. Ensure all required documents in the checklist are obtained prior to
processing of separation.

d. Facilitate and process retirement benefits on time, online or offline as per
convenience.

e. Collaborate with agencies concerned for efficient delivery of pension,
provident fund, group insurance scheme and other benefits.

f. Follow up with Accounts on the delivery of cheque/deposit of retirement
benefits to the retirees account.

g. Inform Administration to coordinate farewell dinner for the superannuated
employee.

11.Serve as Custodian of Official Documents.
a. Develop systematic and proper documentation of official documents.
b. Ensure secrecy of confidential documents.
c. Provide all necessary documents during conduct of HR Auditing.

12. Performance Management System.
a. Update PMS Manual as and when required in line with DHI guidelines.
b. Receive Compact for the current year and Performance Appraisal Form for

the previous year.
c. Update the ratings in the masterlist.
d. Forward compact for mid-year review and receive.
e. Forward for final appraisal as per the PMS Manual timeline.

13.Recruitment & Training Budget
a. Forward recruitment justification form and training need analysis/budgeting

form to the respective heads to budget for the next fiscal year.
b. Receive the duly filled forms and verify/assess the requirements.



c. Compile and forward to Finance for endorsement by the Management
Committee for further approval from the Board.

d. Upon receipt of the approved budget, initiate implementation of the budget.

14.Pay & Allowance
a. Issue employee pay details order whenever there is a change.
b. Update employee pay and allowances details
c. Issue annual increment sanction order
d. Issue LTC sanction orders
e. Verification of overtime claim
f. Issue employee transfers/resignation/retirement/termination office order.
g. Maintain Personal File.

15.On a day to day basis/as and when required.
a. Update the HRA Manager on regular basis the company’s HR activities and

other matters as required by the HRA Manager.
b. Provide guidance on disciplinary proceedings and action.
c. Prepare agenda and agenda write up on monthly basis for respective

divisions/departments and independent units and submit to the Company
Secretary.

d. Provide information’s to external quires (with the approval of the CEO) as and
when requested.

e. Represent the Company to and liaising with other companies and government
agencies in Bhutan in the absence of the HRA Manager.

f. Draft letters in responses to letters received by HR, GM-FCS, CEO, etc.
related to HR issues.

g. Ensure regular, accurate and professional communication with staff,
concerned Managers and GM.

h. Work in close consultation with Managers and GMs to ensure that the Service
Manual is up-to-date and accurate.

i. Any other related duties as assigned by the HRA Manager and any other
responsibilities, which may be entrusted by the Management from time to
time.

REQUIRED QUALIFICATIONS (Competencies)
 Should have a minimum of bachelor’s degree with HR subject.
 Good communication skills, including oral communication, report writing,

presentation skills, and problem-solving skills (conceptual and analytical thinking).
 Good attitude towards work.



Terms of Reference

The Associate Marketing Officer is responsible for communicating, strategizing and
implementing marketing campaigns. He/she is required to contribute to existing
marketing, branding and advertising plans, while assisting with the development of fresh
initiatives in line with the company's goals.

The ideal candidate will be equipped with relevant qualifications and extensive experience
in a wide range of marketing functions such as communications (including creative
design), digital marketing, advertising, branding, and social media. He/she must be an
organized person who is able to withstand the pressures of handling varied tasks at the
same time and meeting deadlines.

Job Responsibilities:

1. Design and prepare marketing campaigns and promotions.
2. Evaluate competitor products and make pricing recommendations.
3. Identify potential market for new products.
4. Prepare sales brochures and displays to call public attention to the product.
5. Meet individual compact targets set by the management.
6. Carry out ad-hoc assignments as and when required.
7. Execution of any other tasks assigned.

Requirements:

1. Minimum qualification of bachelor’s degree in any subject. Relevant course will be
an added advantage.

2. Strong oral and written communication skills.
3. Good qualitative and quantitative analytical skills and critical thinking skills.
4. Positive attitude towards learning and taking on challenges.
5. Strong inter-personal skills with ability to work well in teams.
6. Proven work experience in Marketing will be Preferred.
7. Creative design skill (in Adobe Photoshop, Indesign, Illustrator, Premier Pro) will be

an added advantage.







ToR -Associate Officer, Sales

⁻ Develop and implement strategies to increase ticket sales and revenue.⁻ Promote airline products, special fares, and seasonal offers to travel agents,
corporates, and direct customers.⁻ Build and maintain strong relationships with travel agencies, tour operators, and
corporate clients.⁻ Identify and develop new business opportunities and potential markets.⁻ Achieve assigned monthly, quarterly, and annual passenger and cargo sales
targets.⁻ Conduct regular sales visits, presentations, and promotional events.⁻ Negotiate and manage corporate and agency agreements in line with company
policies.

⁻ Resolve customer queries, complaints, and service issues promptly.

⁻ Provide accurate and timely sales reports and market feedback to management.⁻ Support digital sales initiatives and online booking growth.⁻ Support the branding of Drukair as a customer-focused, service-oriented airline
through consistent communication and professionalism.⁻ Maintain comprehensive knowledge of Drukair’s website, mobile app, and digital
platforms to assist customers effectively.

⁻ Liaise with other departments to ensure smooth delivery service for customers.

⁻ Carry out ad-hoc assignments as and when required.⁻ Execution of any other tasks assigned.

Required Skills:⁻ Communication Skills: Strong communication, negotiation, and presentation skills⁻ Technical Skills: Proficiency in Microsoft Office tools.⁻ Time Management: Ability to multitask and work effectively under pressure in a
dynamic environment.⁻ Teamwork: Strong coordination and collaboration skills to work with internal
teams.⁻ Adaptability: Ability to adjust quickly to new systems, technologies, or customer
service protocols.



Terms of Reference

JOB TITLE/POSITION : Associate Security Officer
DEPARTMENT/SECTION : Compliance and Security Unit
REPORTS TO : Security Manager

PURPOSE
The Aviation Security Officer is responsible for implementing and monitoring security
protocols to safeguard passengers, personnel, aircraft, and facilities. This role ensures
compliance with national and international aviation security regulations, conducts risk
assessments, and supports incident response and training initiatives. The officer
collaborates with airport authorities, regulatory bodies, and internal teams to uphold a
secure operational environment.
RESPONSIBILITIES

 Enforce aviation security policies in line with ICAO Annex 17 and national
regulations.

 Conduct routine inspections, surveillance, and access control monitoring.
Support security audits, investigations, and incident reporting.

 Deliver security awareness training and briefings to staff.
 Coordinate with law enforcement and emergency response teams during security

events.
 Maintain records of security drills, threat assessments, and corrective actions.

Monitor and report vulnerabilities in physical and procedural security systems.
REQUIRED QUALIFICATIONS

 Education: General Degree, advantageous if qualified in aviation security, or
related field.

 Experience: Fresh graduate.
Skills:

1. Knowledge of aviation security regulations and threat management. Strong
observational and analytical skills.
Ability to respond calmly and effectively under pressure.

2. Familiarity with CCTV systems, access control, and emergency protocols.
3. Preferred: Certification in aviation security (e.g., ICAO AVSEC, National

Security Training), experience in airport or airline security operations.




















