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	Recruitment Information


	Job title
	Office Support
	Department/location
	Alexandria, Egypt

	Job type 

(full time; part time etc)
	Full time 
	Pay band
	(Kb) Min LE 1610
       Max LE 3159

	Line manager
	Support Officer
	Post-related allowances
	

	Start date
	September 2014

	Contact 
	Human Resources Officer – Reham Magdy

	Applications to
	Alex.ESC@britishcouncil.org.eg 

	Open To 
	Internal and External candidates 

	Start receiving application 
	28 August 2014

	Deadline
	13 September 2014 at 5:00 pm

	Extra Information
	Short listing will take place: starting week of 14 September 2014
Interview will take place: Week of 21 September 2014
Results of the recruitment will be by the end of 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




Ref no:
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	Role Profile




	Job Title
	Office Support

	Directorate or Region
	MENA
	Department/Country
	Egypt

	Location of post
	Alexandria, Egypt
	Pay Band
	Kb

	Reports to
	Support Officer
	Duration of job
	One year fixed term contract -renewable

	Purpose of job:  
To support the delivery of agreed administrative tasks of the British Council Egypt in Alexandria and the Delta region by providing support to the delivery of BC Alex services/products/events, the ultimate objective of the job is to contribute to successful service delivery and achievements of the office objectives and corporate goals. 

Context and environment: (e.g. dept. description, region description, organogram) 
Our office in Alexandria was established in 1977. We currently have 17 full-time staff delivering UK qualifications from the Alexandria office and our programmes work reaches both Alexandria and the Delta in a number of ways.
Accountabilities, responsibilities and main duties: 
(including people management and finance)
Support  services to BC Alex services/products/events (65%)
The post holder shall be responsible for providing the support needed by performing tasks such as:
· Moving materials and furniture
· Setting up venues for events/meetings/workshops/Teaching centre courses/exams/IELTS info session/setting up equipment as agreed in a timely and professional manner ensuring that services delivered to expected standards and comply with Council control systems.
· Delivering letters/parcels as required in a timely manner.
· Parcels cleared as required.
· Photocopying carried out as requested.
· Documents shredded as requested
· Vacant workstations/designated areas are clean and tidy at all times
· Updating promotional  materials (brochures, leaflets etc…) at the Front Desk on a daily basis for use by customers.
· To give all support needed to exams staff during exams days with the help of temporary hired exams support staff (prepare of equipment needed, venues set up, arrange and ensure availability of exams stock material).
· Providing necessary support to Teaching Centre as required and to expected standards.
Stores maintenance: (25%)
The post holder needs to keep Alex stores maintained by doing the following:
· Ensure availability of sufficient stocks of  photocopying machine  papers, paper towels, cleaning consumables, supply of visa rolls and reporting when supplies need replenishing to Estate and Admin Officer.
· To inform Line Manager and/or any relative department before run-out of promotional material including  brochures and booklets, official envelopes and A4 paper, etc.
Driving Services (10%)
To deliver driving service to defined standards to support British Council activity managers ensuring that:

· All visitors are met punctually according to British Council standards
· Delivery and collection of British Council resources. e.g. (equipment, furniture, promotional material, etc. from/to office, workshops venue, storage etc…)

· Traffic laws are adhered to

· Vehicle records meet required corporate standards and are accurate and up to date.

Key relationships: (include internal and external) 

Internal: All BC office staff

External: Venue managers, visitors
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Flexibility in working patterns: morning / afternoon shifts and  weekends.
The office operates 7 days a week, morning to evening. The job holder will be expected to work mornings or evenings according to schedule. The post holder will work on a 6 day week shift basis and is entitled to 1 day off.

Schedule is subject to change, and flexibility in adjusting hours of work is essential when there is an operational need to do so.
The post holder is expected to cover for other office support colleague staff during their annual leave or absence.



	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 record check
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Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Being accountable: (essential)

Putting the needs of the team or British Council ahead of my own 

Working together: (essential)

Establishing a genuinely common goals with others

Creating shared purpose:

(essential)

Communicating an engaging picture of how we can work together

Making it happen: (essential)

Delivering clear results for the British Council.

	
	Interview 


	
	Connecting with others:

(essential)

Making regular opportunities to understand others better.

Shaping the future: (essential)

Looking for ways in which we can do things better


	
	Essential but will not be assessed during the recruitment process

	Skills and Knowledge
	Communication Skills: (level 1)

Contributes to discussions and pays attention to the timing and setting of discussions
Is able to express non-complex ideas, thoughts and feelings

Gives feedback honestly and constructively.

Asks questions when he does not understand what is being said or to clarify the issue.

Listens attentively, uses appropriate tone of voice and is polite.

Computers Skills (level 1)

-General knowledge of basic Microsoft office application e.g word, Excel, outlook.

-Use search engine tools to locate information of interest.
Language Skills (level 1)
-English speaking / writing at CEF level A1

-Arabic speaking / writing at A2 level


	-Time Management Skills: Knows how to prioritise tasks to achieve results.
-Knowledge of operating high technology devices.
-Basic mechanical knowledge.

-Proven knowledge in dealing with governance offices e.g. Electricity, Telephone, Water Co, Social Insurance office.

-Knowledge of store up keeping od records and items.

	Short listing 
and/or Interview 
Shortlisting

Both language skills will be tested.

	Experience
	· Minimum 2 years of experience in Administrative/ Support position 

	Practical experience of Health & Safety.
	Shortlisting 


	Qualifications
	Diploma or University degree

	
	Short listing and/or interview


	Submitted by
	Tamara Libzo
	Date
	18 September 2013


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? 

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 – List all 6 Behaviours (link attached) and identify those – we suggest no more than four - which you propose to use as part of the selection criteria and specify the required level i.e. essential, more demanding or most demanding.  In the interest of minimising bureaucracy, please remember that you assess Behaviours at interview only, thus streamlining the application and short listing stage. 
Skills and Knowledge – Select required skills and level from the list of Generic Skills (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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