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	Recruitment Information


	Job title
	Programmes Officer
	Department/ location
	Programmes, Egypt

	Job type 

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

Max salary LE 9452

	Line manager
	Programmes Manager
	Post-related allowances
	 

	Start date
	 ASAP  

	Contact 
	Reham Magdy – Human Resources Officer

	Open To 
	Internal and External Candidates 

	Start date for receiving Application
	Thursday 15 May 2014 at 17:00

	Application Deadline
	Saturday 31 May 2014 at 17:00

	Application Sent to 
	Programmes.Assistant@britishcouncil.org.eg 

	Extra Information
	ONLY shortlisted candidates will be contacted.

Candidates will be tested for their English level to assess core grammar, vocabulary, reading, writing, speaking using several tests.

Short listing including language tests for applicants will take place Sunday 1 June 2014. 

Interviews for applicants will take place 15 June 2014

Recruitment results will be announced by mid June 2014



	British Council policy is to offer successful candidate the minimum of salary range

Additional Information for internal applicants
Successful internal staff would be offered the job on their existing contractual terms.  
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	Job Title
	Programmes Officer

	Directorate or Region

	Egypt/MENA

	Department/Country

	Programmes, Egypt


	Location of post

	Cairo

	Pay Band

	H 


	Reports to

	Programmes Manager 

	Duration of job

	One year  Fixed Term Contract - renewable


	Purpose of job:  
1. To contribute to the achievement of British Council objectives by providing administrative and financial support for the effective delivery of products and services through British Council Egypt’s Programmes (projects/tasks will vary and may include Society, Creativity, Education and English as delegated by the Programmes Management Team).

2. To contribute to the development of an efficient, flexible, creative and integrated Programmes Team which builds effective cultural relations between Egypt and UK in the areas of Society, Creativity, Education and English.
Context and environnent: (e.g. dept description, region description, organogram)
1. The post holder will work as one of 4 Programmes Officers within Egypt’s Programme Team, reporting to Programmes Managers who are responsible for managing different Large Scale Projects (LSP) and local cultural relations projects in Egypt.

2. Region: MENA – Middle East and North Africa

3. Organogram: the Programmes team consists of four Programmes Officers, who report to four Programmes Managers. The Programmes Managers report to Heads of Programmes (Society, Education, Skills for Employability, Arts and English) who report to British Council Deputy Director.

Accountabilities, responsibilities and main duties: 


People management: N/A

Finance Managed : None

Finance related duties: to ensure all financial transactions are processed accurately and in a timely manner according to British Council Essential Finance standards
Project Delivery and Impact

To provide support to projects and programmes through:

· logistical and administrative support

· the effective and efficient delivery of activities, as stated in project plans, to agreed standards
· maintaining project documentation to agreed standards
· Contribution to project evaluation (scorecard and storyboard) carried out to agreed standards assisting in monitoring, evaluating the quality of events and their outcomes; gathering and inputting data and disseminating lessons learnt.
· Prepare reports to agreed templates and timescale sharing with team members/stakeholders as agreed.
Customer Service

To provide good quality service to customers, clients, partners and stakeholders through delivery of events, activities and exchanges as per the activity plan

To update and maintain the contacts database

Team working and knowledge sharing

· Actively contribute to an efficient, flexible, creative and integrated Programmes Team, which champions British Council values, meets all Performance Management and Professional Development standards, works effectively with colleagues across all activity streams and builds effective cultural relations between Egypt and UK in the areas of Society, Creativity, Education and English

· To proactively participate in the corporate Performance Management and Professional Development system and keep professionally updated in related areas 

· To provide cover and support for Programmes colleagues as requested by Programme Management Team in order to ensure that the Egypt Programme Team operates flexibly and efficiently

Administration of budget & resources

Administrative support to programmes managers and teams in managing project risk and resources including finances. 
Key relationships: (include internal and external) 

This post will support project work in Egypt. External relationships may include universities, Non-Governmental Organizations, ministries, etc in Egypt and in UK.

Internally, the post holder will be part of the Egypt Programmes Team and will be expected to participate in other cross-office teams in addition to working as part of regional MENA team for specific projects as well as Regional and UK teams.
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
The post will involve unsocial/evening hours and with possible changes in week end days within 

 a 5-day work week.

The role includes regularly visiting contacts on their premises, representing the British Council at external events from time to time and occasional travel within Egypt, MENA region and to UK.  



	Please specify any passport/visa and/or nationality requirement.
	Legal right 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 
	1. Being Accountable (essential)
2. Creating shared purpose Shaping (essential)
3. Making it happen (essential)
4. Connecting with others (essential)
	
	Interview

	
	5. Working together  (essential)
6. Shaping the future (essential)
	
	Required for the role but not assessed during the recruitment process

	Skills and Knowledge
	1. Written and spoken English at the level of B2

2. Written and spoken Arabic at the level of B2

3. Excellent English / Arabic typing

4. Project management Skills (level 1) context, marketing & stakeholders.
5. Financial Planning & Management (level 1-Monitoring and evaluation 
6. Computer Skills Level 1     Using Outlook, Word,   excel, Internet Explorer


	Relevant Sectoral knowledge in Education, society, and/or Arts

	Languages will be tested 

Typing will be tested
Short listing 
& Interview 
Short listing 
& Interview
Short listing 
& Interview

	Experience
	Minimum 1 year of Project/event management experience.
	1. Experience of working with an International Organisation and cross-cultural work

2. Experience of working in projects 
3. Experience of organising events
	short listing 
& Interview

	Qualifications
	Bachelor of Arts / Science or equivalent
	
	Short listing


	Submitted by
	James Hampson
	Date
	15 May 2014 
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