Job Description

	
[image: image1.png]@@ BRITISH
@®® COUNCIL




	Role Profile




	Job Title
	Projects Coordinator 

	Directorate or Region
	MENA
	Department/Country
	Projects Department/Oman 

	Location of post
	Oman
	Pay Band
	H

	Reports to
	Assistant Director Programmes
	Duration of job
	Indefinite 

	Purpose of job:  
1. To effectively assist with the delivery of products and services and build networks to enable Oman to achieve defined regional and local project outcomes.
2. To deliver the British Council’s projects’ activities in Oman in order to:

i) Support positioning the UK as a leader in international education and cultural relations.
ii) Ensure the quality of the customer experience.
Context and environment: (e.g. dept description, region description, organogram) 
Organogram:  Department : Project Department , responsible for  managing different Large Scale Projects   and Local Cultural Relation projects in Oman
Region : MENA – Middle East and North Africa  

Organogram:  Project department consists of Assistant Director Projects, 2 Project Managers and 2 Project Co-ordinators.Project Managers and coordinator’s report to the Assistant Director Projects, who reports along with English Project Manager to British Council Director.

Accountabilities, responsibilities and main duties: 
(including people management and finance)
- People management : NA 
- Finances Managed : None
Finance related duties

· Perform all financial processes related to the role accurately and in a timely manner  
· Maintain stock and ensure proper handling and expenditure of Stationery , refreshment items , books , collaterals   
· Main Duties : 
 Products and Services: 
· To provide support for the effective and efficient delivery and evaluation of regional & local products and services. 
· To assist in monitoring, evaluating the quality of events and their outcomes; and disseminating lessons learned to enable teams to repeat successes, act on lessons learnt and improve the quality of events and their outcomes.

· Provide support on evaluation (including scorecard storyboard) carried out to agreed standards and methodology. 

· Reports prepared according to agreed template and time scale and shared with team members/stakeholders as agreed

· Tools developed are used systematically and results summarised and shared with the team according to agreed deadlines.

· Update customer databases regularly. 

Marketing and promotion

· To support UK institutional and individual visits and projects such as outreach programmes, education exhibitions, consultancies, etc. 
· To maintain a local network of key target local and regional projects contacts such as agents, school counsellors, career advisors, teachers, practitioners, specialists. 
· To administer local arrangements for institutional and individual visits and projects such as outreach programmes, education exhibitions, consultancies. 
· To provide updates/information for Oman market reports as specified. 
· Activities are delivered to the complete satisfaction of all clients, partners and stakeholders, within budget, and relevant scorecard statistics obtained.
Maintenance of Projects resources  and provision of second level information to enquirers

· Provide second level projects’ information to enquirers (face-to-face, telephone, email, letter, and fax) and maintain enquiry statistics. Written enquiries answered within 3 working days. 
· Maintain accurate records of customer feedback for scorecard purposes.

Networks & Relationship building

- To support Assistant Director Projects, English Project Manager, Project Managers to develop and maintain active relationships and networks successfully to the satisfaction of network (s ) members and stakeholders 
Team-working and knowledge-sharing

-  To support the development of a project team with effective knowledge-sharing between the team and with regional colleagues and UK sectors team and stakeholders

 -  To provide administrative support to the projects team, Programmes to deliver learning and development programmes for project staff and effective use of communication tools to develop regional & local working and knowledge sharing

-  Full and timely communication with project team colleagues.
-  Administrative support to maintain up-to-date the country project documents.
- Administrative support to maintain up-to-date the collaboration spaces and other knowledge sharing tools.
Resources management
-  Fully engaged in PMPD to corporate standards 

-  Monitoring spreadsheets reviewed regularly and maintained up-to-date.

-  Effective use of SAP to satisfaction
Key relationships: (include internal and external) 

- British Council customers service staff  , Assistant Director Projects, English Project Manager, Projects  Managers, other BC departments Managers/ staff  , Director 
- Education contacts such as Agents, school counsellors, teachers, career advisors, etc.  

- Ministry of Education

- Vendors and providers of services 
- Customers / projects network / contacts 
- MENA  and UK regional teams 
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Occasional unsocial hours , flexible working , occasional weekend working


	Please specify any passport/visa and/or nationality requirement.
	Omani National 

	Please indicate if any security or legal checks are required 
for this role.
	Police checks are a standard part of the process of obtaining RP


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	1. Connecting with Others: I find common ground and build relationships and connections to support British Council goals. I do this by building trust with others. by paying attention to their concerns and needs, and showing that I understand their interests. I achieve understanding and trust in a culturally sensitive way – whatever my role 
2. Creating Shared Purpose: I gain the active support of other people so they are fully engaged and motivated to contribute effectively. I do this by communicating our purpose in a way that others can understand and that achieves shared clarity. I help them understand the part they play, so that our aims are clear to all. 
3. Shaping the Future: I achieve better business, innovation and growth by using my professionalism, knowledge and expertise to create a clear focus on what I want to achieve. I spot opportunities, plan appropriately and create innovative solutions that recognise ambiguity and deliver business benefit.  
4. Working Together: Knowing that we will achieve more with other people than we can do separately, by sharing goals and resources to add more value, I work towards common goals with others. I do this by agreeing effective and respectful ways of sharing success. I generate mutual support, shared benefits and promote interdependence.  
( At more demanding : I ensure that others benefit as well as me)
5. Being Accountable: I show accountability and commitment to the British Council and I demonstrate resilience and determination. I hold myself and others responsible for delivering goals in line with the shared purpose of the British Council. I give and accept constructive feedback to maximise high performance and manage under-performance. 
( At more demanding : I act on feedback about my own behaviour) 
6. Making it Happen: I deliver excellent results achieve challenging goals and develop myself and others. I do this by setting clear and demanding objectives to deliver what is required. I stay focused on measurable outcomes, while building longer-term capability. I demonstrate standards of excellence and deliver value for money. I measure progress and adapt plans when necessary.
( At more demanding : I look for new responsibilities and assignments in order to develop) 

	
	Interview and/or previous performance evaluations 

	Skills and Knowledge
	1. Project Management Skills
2. Written and spoken English (IELTS 5.5 or above )

3. Fluent written and spoken Arabic 
4. Presentation Skills 

5. Good IT skills: competency in Word, Excel, Powerpoint and Outlook

	Understanding of UK and local education systems 
  
	Short listing 
& Interview 

	Experience
	Basic project/event management 
2 years experience (additions by me for next recruitment)
 
	 
	Short listing 
& Interview

	Qualifications
	University Graduate

 
	 English Language related qualification(additions by me for next recruitment)
 
	Short listing


	Submitted by
	Fatema Hashem 
	Date
	27 June 2011 


Guidance on Preparing a Role Profile

(a) Job Description

Complete the job description section of the role profile

Purpose of job – What is the overall aim of the job?  Why does it exist? (One or two sentences are usually enough for this).

Context and Environment – what does the department do? Which region does the job sit in? Are there any particular challenges or attractions of the region or area?  Is it part of a team, if so how big is the team and where does the job fit?  Who does it report to? (An organogram is helpful here)

Accountabilities, Responsibilities and Main Duties  

Accountabilities - results for which the post holder is held accountable not necessarily tasks they perform themselves.  More senior roles often have more accountabilities as they deliver results through others.

Responsibilities – what actions or tasks is the job holder responsible for? e.g. management or administration of finances, managing people, delivering or contributing to organisational targets, delivering own or others work to agreed standards

Main Duties – the main specific duties that job holder has to do in order to meet the responsibilities e.g. project planning, budget planning, event co-ordination, teacher recruitment.  This is not meant to be an exhaustive list of all the tasks in a job, just the main ones. If there are one or two duties which form the major part of the job e.g. reconciliation of payments for a finance role it is helpful to indicate what percentage of the job these activities take up.

Key Relationships 

What people or organisations (internal and / or external) does the job holder have to interact with or influence and to what level?  For example an Events Co-ordinator might have to maintain relationships with venue providers and participants externally and managers and PAs internally. 

Other important features or requirements of the job – are there significant or unusual demands which are essential to the job e.g. unsocial / evening hours, international travel etc? Please be as specific as possible on these and only include those which are essential. 

(b) Person Specification 
Complete the person specification section. As part of the role profile, it is used for recruitment purposes only.  It sets out the selection criteria used for short listing and interview i.e. nature and level of the skill, knowledge and behaviour which will be assessed.  These criteria are classed as either essential or desirable.  Essential criteria are always used in assessment.  Desirable ones are used to enable selection for interview where more than five candidates meet the essential criteria.  Candidates who have declared a disability and who meet the essential criteria are always interviewed.

To increase opportunity while minimising bureaucracy and the amount of work for applicants and recruiting managers, no more than eight criteria should be listed as essential under the headings of behaviours, skills & knowledge and experience.  We recommend that a maximum of four desirable criteria can be added.

Behaviours - Select required behaviours – suggest no more than four - from the Dictionary (link attached) which you propose to use as part of the selection criteria.  In each case specify the behaviour and the level.

Skills and Knowledge – Select required skill and level from Generic Skills Dictionary (link attached).  Guidance is no more than two - for example project and contract management, financial planning and management. Specify any additional knowledge requirement (this may be not always be applicable) for example, knowledge of employment law.

Experience – What is the minimum experience (work or otherwise) which is required or desirable for the job for example, leading a dispersed team, implementing a new system or policy, working in the public / private sector.

Qualifications - Please list the minimum qualifications or equivalent required for this role. Sometimes the "equivalent" could be practical experience or a local qualification or other similar accreditation.  Qualifications should only be listed as essential if absolutely necessary for the job.
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