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	Recruitment Information


	Job title
	Human  Resources Recruitment Officer – Teaching Centre
	Department/location
	Human Resources, Egypt

	Job type 

(full time; part time etc)
	Full time 
	Pay band
	Grade H
Min salary LE 5058 – 

Max salary LE 9452 

	Line manager
	Human Resources Manager 
	Post-related allowances
	

	Start date
	September 2014

	Contact 
	Human Resources Officer – Reham Magdy

	Applications to
	HR.officer@britishcouncil.org.eg 

	Open To 
	Internal & External Candidates 

	Start receiving application 
	14 August 2014

	Deadline
	30 August 2014 at 17 hrs

	Extra Information
	Only shortlisted candidates will be contacted.

Short listing will take place: Week of 31 August 2014
Interview will take place: Week of 14 September 2014
Results of the recruitment will take place by 21 September 2014
Candidates will be tested for their English level to assess core grammar, vocabulary, reading, writing, speaking using several tests. 



	British Council policy is to offer candidates the minimum salary range.

Internal applicants 

A successful internal applicant would be offered the job based on his/ her current contractual terms.



Job Description
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	Role Profile




	Job Title
	Human Resources Recruitment Officer – Teaching Centre

	Directorate or Region
	MENA 
	Department/Country
	Human Resources Office

Cairo – Egypt

	Location of post
	Cairo/Agouza – Egypt
	Pay Band
	H Grade

	Reports to
	Human Resources Manager
	Duration of job
	2 year post – I year contract with renewable options  

	· Purpose of job:  
To support the effective delivery of the provision of  HR policies and practices for teaching Centre in various areas with focus on teacher recruitment and hiring in compliance with in accordance with corporate, regional and local HR standards

· Context and environment: (e.g. dept description, region description, organogram) 

The Human Resources Recruitment Officer for the Teaching Centre, is one of four Human Resources Officers in charge of providing effective HR services to British Council staff in accordance with corporate, regional and local HR standards in addition to local labour law. HR TC Recruitment Officer, works closely with all teaching center management in Egypt and reports to Human Resources Manager. 
· Accountabilities, responsibilities and main duties: 
(including people management and finance)

· To contribute to ensuring a continuous supply of high quality teachers/senior teachers through effective and timely recruitment

· To contribute to meeting teaching centre managers’ needs and expectations during the recruitment and hiring phase 
· Courteous and effective response to other internal as well as external customers, applicants, etc..
· Adherence to corporate policy for recruitment and selection

· To ensure that the Recruitment site is updated with Egypt’s posts, ensuring adherence to recruitment timelines.  This will involve extensive communications with teaching centre management, HR in Egypt, MENA region and UK team as well.
· Liaises with the recruitment line manager, Senior Teacher; prepares shortlisting forms, and shortlisting if required.
· Liaising with the recruitment manager to arrange interviews, preparing the interview packages, contact candidates, etc…

· To participate in the shortlisting process when needed.  
· Liaising with the recruitment manager to issue conditional job offers to candidates upon receiving interview results.

· To ensure that all recruitment files are maintained in accordance with BC corporate and local policy and standards.
· Recruitment & Selection process meets corporate and E&E standards. 

· To ensure answering all candidates inquiries, during the whole recruitment cycle
· Searching for suitable websites to post teachers’ advertisement to ensure having qualified teachers meeting BC requirements in Egypt and overseas.
· Arranges all the recruitment events in Egypt and overseas when needed. 
· Establish and maintain recruitment tracking sheets 
· Feedback is actively sought from stakeholders, including Recruiting Managers, and is positive and/or acted upon.

· To contribute to the development of an efficient, integrated and motivated Human Resources Team, which champions British Council values, meets all Performance Management and Professional Development standards and works effectively with colleagues across all activity streams.

· To provide cover and support for HR colleagues, as delegated by Head HR, in order to ensure the team operates flexibly and efficiently.
· Perform in line with British Council values, Equal Opportunities & Diversity, Code of Conduct, Performance Management and Development, Information Management, IT policy, at all times. Post deliverables and professional development plans are agreed and monitored effectively and to deadlines. Individual deliverables are aligned with team deliverables. Head of HR is kept informed of changes to operational activity and therefore to resources needs
· Key relationships: (include internal and external) 

· Internal, Recruitment Team in Dubai , Teaching Center management, UK HR and Recruitment colleagues, Other wider BC teams, wider Teacher Recruitment community

· External: Recruitment agencies, potential Teachers, Key Career Fair/Event staff
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc) 
· Limited over time and high volume of work during summer.


	Please specify any passport/visa and/or nationality requirement.
	Post holder must be eligible to work in Egypt.

	Please indicate if any security or legal checks are required 
for this role.
	Criminal Records Check


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 

	- Making it Happen Level: More Demanding

- Being Accountable (essential)

- Making it happen (essential)

- Connecting with others (essential)
- Working together  (essential)
	
	Interview

	
	Creating Shared Purpose (Communicating an engaging picture of how we can work together). Level: Essential
- Shaping the future (Looking for ways in which we can do things better).Level: Essential

	
	Required but not assessed during recruitment process

	Skills and Knowledge

	- Human Resource Management (Level 1)

 -IT Skills Computer Skills

 level 2
- Communication skills level 1
- Marketing and Customer Services. level 1
- Fluent level of spoken and written English at CEF level of B2
- Advanced level of spoken and written Arabic


	. 


	Short listing 
& Interview 

English language will be tested 


	Experience

	Two years of Human Resources / Recruitment experience.
	Human Resources studies
	Short listing 
& Interview

	Qualification 
	University degree or equivalent
	
	Short listing


	Submitted by
	Maha Sherif
	Date
	20 May 2014
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