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




	Recruitment Information


	Job title
	Teaching Centre Resources Assistant
	Department/location
	Teaching Centre/ Agouza

	Job type 

(full time; part time etc)
	Full time 
	Pay band
	Grade J
Min salary LE 3673 – 

Max salary LE 7120

	Line manager
	Teaching Centre Resources Manager
	Post-related allowances
	-

	Start date
	September 2014

	Contact 
	Human Resources Officer – Reham Magdy

	Applications to
	TCresources.Mgr@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




Ref no:
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	Role Profile




	Job Title
	Teaching Centre Resources Assistant

	Directorate or Region
	MENA
	Department/Country
	TC Agouza 

	Location of post
	Cairo
	Pay Band
	J

	Reports to
	TC Resources Manager
	Duration of job
	1 year contract with renewable options

	Purpose of job
To provide admin support and maintain an appropriate working environment for teaching centre staff which is safe, comfortable, attractive and conductive to efficiency which makes a positive statement about British Council to BC teachers and students.
Context and environment: 
The Teaching Centre Resources team consists of 4 TC Resources Assistants, TC Administrative Support Officer. They are all reporting to TC Resources Manager. 
Accountabilities, responsibilities and main duties:
To support the delivery of all teaching centre services by the implementation of agreed tasks such as resources and facilities management, including classrooms, stores and the teaching centre, providing necessary facilitation to teachers, communication with teachers on their resources needs and communication with BC candidates and course students on their issues, management of teaching centre stores of stationery and other teaching materials, in addition to providing support and covering other colleagues responsibilities as and when needed.
1- Resources Management

· Teachers' resources (books/references/media) are organized and stored appropriately 

· Teachers' resources are prepared on request according to corporate standards

· Cupboards are secure at all times

· Signing out system for resources and classroom accessories is kept up to date and materials not returned are followed up within a day
· Receipt of all resources from teachers at the end of academic term
· Provide clearance for leaving teachers insuring that all items in their custody is returned and as necessary report to HR & Finance on any unreturned items
· Identify outdated resources and take the necessary steps to donate/dispose them in accordance with the BC policies
· Update system and database maintained to manage resources 
2- Facility Management

· Teachers' room is tidy at all times and vacant tables are clear, lockers and pigeon holes are secure and allocated

· Classroom noticeboards are up to date at all times

· Co-ordinate classroom bookings

· Broken equipment is reported within one day and followed up 

· New teachers are provided with lockers and pigeonholes within two working days
· Classes are checked for cleanliness and maintenance

3- Assistance for Teachers

· Liaise with Customer Services Assistant in collecting information from registers for CS students at specific times during the term

· Print certificates and deliver to teachers before last week of term
· To provide administrative support for delivery of Teacher Development activity 

· Be the first level of maintenance and troubleshooting of IT problems in classes then and liaise with IT technician the technical problems.
4- Communication 

· Refer other TC enquiries to appropriate staff

· Difficult customers are dealt with according to TC policy

· Provide orientation of staff room and resources to new teachers on request

· Answer FAQs immediately according to CSS

· Telephone is answered as per CSS
5- TC Resources Order & Store Maintenance

Staff shall be responsible for keeping the current 3 stores managed by the TC resources team, these are: the Adult Teaching Resources and Stationery Store, the YL Teaching Resources Store & students materials store.

· Plan and decide needs based on TC targets forecast
· Stationery stock is replenished as necessary

· New resources received are checked against order on arrival

· Keep stores in good order, store all items appropriately
· Maintain stock cards and record
6- Other Duties 

· To provide cover and support for colleagues as delegated by Deputy Teaching Centre Manager, Agouza in order to ensure that the Teaching Centre Resources Team operates flexibly and efficiently 
· Carry out other tasks relevant to the above core areas assigned by the TC Resources Manager
Key relationships
· TC Resources Manager, Customer Services staff, Teaching Centre Manager, Head teachers, service providers, suppliers and their representatives,  
· Other internal BC staff 

· BC teachers

· BC students
Other important features or requirements of the job 

Resources Assistant should be prepared to work varied hours in order to ensure high standards and appropriate customer service; flexible working hours.
The Resources AssistantsTeam operates 7 days a week, from morning to evening 8:00am – 11:30pm. The job holder will be will be working on a rotational schedule. 
The postholder will work on a 5 day week, shift basis and is entitled to 2 days off, in some cases non consecutive days off. 

Shift schedule is subject to change, and flexibility in adjusting hours of work is essential when there is an operational need to do so.



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

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


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Working together: (essential)

Establishing a genuinely common goal with others
Being accountable (essential)

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

Connecting with others: (essential)

Making regular opportunities to understand others better
Making it happen: (essential)

Delivering clear results for the British Council

	
	Interview 

	
	Shaping the future:(essential)

Looking for ways in which we can do things better
Creating shared purpose: (essential)

Communicating an engaging picture of how we can work together

	
	Required but not assessed in the recruitment process

	Skills and Knowledge
	Computer Skills 

Using MS Outlook, Word, excel 
(Level 1)

To understand and use the Council’s IT systems in an effective manner in compliance with IT security standards
Administration Skills

Written & spoken English level B1
Fluent Arabic speaking and writing at B2 level
	
	Short listing 
and Interview
Computer skills will be tested.

Languages/  English will be tested


	Experience
	2-3 years of administrative experience in dealing with customers.
	
	Short listing 
and/or Interview

	Qualifications
	University degree or equivalent 
	
	Short listing 


	Submitted by
	Neveen Yehia
	Date
	14 August 2014


The British Council is committed to a policy of equal opportunity and the development of positive policies to promote equal opportunity in employment. We believe that a diverse workforce gives added depth to our work.
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