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	Role Profile




	Job Title
	Education Projects Officer

	Directorate or Region
	MENA
	Department/Country
	Projects / Algeria

	Location of post
	Algiers
	Pay Band
	H

	Reports to
	Assistant Director Programmes
	Duration of job
	1 year fixed term

	Purpose of job:  
To effectively deliver Education products and services and build networks to enable Algeria to achieve defined regional and local project outcomes.

Context and environment: 
As the United Kingdom’s international organisation for cultural relations and educational opportunities, the British Council creates international opportunities for the people of the UK and Algeria, to build trust and understanding and develop mutually beneficial relationships. We do this through our work in English, Education and Society, and the Arts.
British Council plays a leading role in English in education across Algeria, in particular a major programme with the Ministry of Education to improve English teaching in middle and secondary schools. We are also working with the Ministry of Higher Education to support English language reforms, including a programme to send 500 PhD scholars in English to the UK. We are increasingly using broadcast and digital means to expand the reach of our English and education products and services to the public, and expanding our programmes for young people and in the Arts.
The post holder will work in the Programmes team, reporting to the Assistant Director Programmes, and working closely with the regional Large Scale Programme (LSP) managers and teams and the local English Projects Team.   He/she will work principally work on education projects, in particular supporting the development and delivery of the Algerian Doctoral Initiative, new programmes Internationalising Higher Education and Skills for Employability and wider support mainly, but not limited to, education programmes including visits, conferences and events in Algeria, the UK and wider region.
The British Council is committed to a policy of equal opportunity and the development of positive policies to promote equal opportunity in employment.

Accountabilities, responsibilities and main duties: 
(including people management and finance)
- People management : N/A 
- Finances Managed : None
- Finance related duties: Processing of purchase orders and travel claims in SAP in a timely manner  
Main Duties: 
Products and Services: 

· To provide support for the effective and efficient delivery and evaluation of regional & local products and services to the satisfaction of  Assistant Director Programmes
· 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 as required by Assistant Director Programmes and Scorecard Coordinator
· Reports prepared according to agreed template and time scale and shared with team members/stakeholders as agreed

Marketing and promotion

· To support the Assistant Director Programmes in marketing and communications by providing updates/information for local and regional purposes for external (eg website, facebook, wider media etc) and internal coverage, in line with British Council policies.
Networks & Relationship building
· To support Assistant Director Programmes to develop and maintain active relationships and networks successfully to the satisfaction of network members and other internal and external stakeholders 
· To maintain the contacts database

Team-working and knowledge-sharing

· To provide administrative support to Assistant Director Programmes to promote regional & local team working and knowledge sharing

· Full and timely communication with project team colleagues
· Administrative support to maintain up-to-date country project documents, collaboration spaces and other knowledge sharing tools 

Resources management

· Administrative support to Assistant Director Programmes to project finance and contracting 
· Fully engaged in Performance Management and Professional Development (PMPD) to corporate standards 

· Effective use of SAP to satisfaction of Assistant Director Programmes and Finance and Resources Managers
Key relationships: 
External stakeholders include

· Officials in government ministries especially Education, Higher Education, Vocational Education and Employment 

· Non-governmental organisations in education and society

· British Embassy, EU Delegation, other Institutional and Corporate Partners

· Service providers

· Media

Internal stakeholders include

· British Council local, regional and UK programmes and projects teams

· British Council cross-departmental teams (Marketing and Communications, Finance, Resources, Teaching and Exams)
Other important features or requirements of the job 

Occasional unsocial hours, flexible working, occasional weekend working.
Ensure safeguarding and guidelines are applied and upheld in line with standards and policy for the following areas:

· Child protection 

· Equal Opportunity and Diversity

· Health and safety



	Please specify any passport/visa and/or nationality requirement.
	Eligibility to live and work in Algeria


	Please indicate if any security or legal checks are required 
for this role.
	Security check required


 Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Connecting with Others (essential): 

Making regular opportunities to understand others better

Working Together (more demanding): 
Establishing a genuinely common goal with others

Being Accountable (more demanding): 

Delivering the best work in order to meet my commitments

Making it Happen (essential): 
Delivering clear results for the British Council
	
	Interview

Interview

Interview

Interview

	
	Creating Shared Purpose (essential): 

Communicating an engaging picture of how we can work together
Shaping the Future (essential): 

Looking for way in which we can do things better

	
	Required for the role but not at the application stage

Required for the role but not at the application stage



	Skills and Knowledge
	Excellent written and spoken Arabic, French and English (minimum B2)


IT skills (Level 1)

	Project Management Skills


	Short listing 
& Interview 

	Experience
	 At least two years’ work experience since graduation
	 
	Short listing 
& Interview

	Qualifications
	A university level education
 
	 
	Short listing
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	April 2015


1 of 4                          Resourcing team November 2010


_1341027853.doc
[image: image1.png]@@ BRITISH
@®® COUNCIL







