Generic skills

Financial Planning and Management - Level 3
Definition

Financial Planning and Management is the ability to cost activity and manage the budgets set. It involves the planning and delivery of agreed results/outputs within established criteria for budget and timescale, using the appropriate policy and process.

Risk Management
Lead on the management of risk, by assigning roles and responsibilities, ensuring reviews take place and risks are managed at a departmental/country/ regional level 

Ability to identify opportunities and manage any financial risks associated with them 

Takes responsibility for reporting exceptions to the appropriate senior management forum

Planning and Forecasting
Ability to produce a financial plan to support programme of activity for  dept/country/region

Ability to cost activity, including cost benefit analysis where appropriate

Ability to construct pricing structures (e.g. pricing exams, course fees)

Use forecasting as a tool to identify patterns/trends in expenditure/income

Monitoring and Reporting

Takes lead responsibility for monitoring and reporting at departmental/country/ regional level

Able to analyse and interpret complex financial data in order to make appropriate recommendations/proposals to business plans/projects

Reports directly and appropriately with internal and external stakeholders on financial matters

Receipts Process:

Invoiced and non-invoiced 

Lead on any bad debt applications for write off

Takes responsibility for ensuring reconciliation of receipts to cash banked are completed where required

Payment Process

Ensure that resources are in place, roles and responsibilities are clearly defined and allocated and that there is compliance with corporate standards,  to enable the payment process to run efficiently and effectively

Impact of financial transactions on BC statutory reporting plus other reporting obligations
Demonstrates an understanding of the wider environment in which the organisation is operating and the impact this has on financial transactions, e.g. devaluation

Takes lead responsibility for ensuring that transactions are properly recorded in the accounts

Human Resource Management - Level 2
Definition

HR management is about managing and coaching staff to ensure effective and innovative corporate/business delivery.  It is about defining the structure, numbers and skills in teams, setting challenging and realistic objectives for staff and ensuring they are both effectively developed and performance managed in line with our policies and legislation.  The aim is to achieve or exceed corporate/business objectives by ensuring staff feel motivated and confident about working creatively in a supportive and inspiring culture that is in line with our values and Equal Opportunity and Diversity. 

Resourcing:

Establishing and maintaining appropriate structure, numbers and skills in teams (staffing profile) to enable the business to meet its goals and objectives

Contributes to the development of the staffing profile for the team/dept/country/region in line with the business/country/regional plan 

Good knowledge of BC recruitment and selection policies and processes

Ensures an equal balance in the distribution of work within the team/dept/region

Ensures EO & Diversity policies and procedures are considered in work planning and distribution 

Knowledge of the different staffing contracts used locally. 

Knows where and when to seek advice on local legislation. 

Advocates appropriate changes to the personnel profile as required to maintain efficiency

People and performance:

Enhancing business outputs by enabling staff to perform at their optimal level

Uses Performance Management tools to induct, manage, develop and evaluate staff performance

Working knowledge of HR policies and procedures relating to the management of staff

Development:

Enabling staff to acquire and develop the skills to maximise their potential and performance

Consistent approach to staff development through the use of coaching and mentoring

Analyse skills needs/requirements and identifying potential gaps

Understands role as a facilitator of others, and the importance of appropriate delegation

Knowledge of the different types of learning and development opportunities and acknowledgement of the diverse learning/working styles of staff

Business Management and Development - Level 2

Definition

The ability to develop, sustain and grow the business in line with corporate strategic priorities for income and impact: to formulate business strategy, to understand crucial business drivers, both internal and external, and assess various business development options and interrogate management information. Effective management of resources across the business.

Managing relationships with customers, clients and stakeholders

Takes the lead role in managing the client and stakeholders for a specific activity.

Keeps abreast of operating context.  Uses stakeholder analysis, facilitation and problem solving approaches to resolve issues and remove barriers to effective service delivery.

Identifies important relationships and develops strategies to strengthen these within specific area of work

Resource management for business development and implementation

Negotiates and manages the deployment of resources in efficient manner and in the context of a clear understanding of overall strategy.

Identifies and actively manages the development of staff skills that are needed when building new strategies and business.

Project and Contract Management - Level 2

Definition 

Delivering client and partnership funded projects and contracts, and internally commissioned projects, using the project cycle of identification and development, implementation and evaluation and reporting; understanding the context of projects and contracts and their contribution to British Council purpose.
Tendering and procurement 

Application of tendering process (competitive and single source) to win business; procurement of goods, services, internal/ external resources to support project delivery
Leads in developing, negotiating and managing pre-contract agreements, contracts and Service Level Agreements with individuals, departments and organisations.  

Designs appropriate tender documents.  Manages the procurement process to internal and external client standards for specific projects.

Leads on the identification, procurement and management of goods, services, and internal/ external resources (including consultants, partners and suppliers).

Managing risk

Undertakes business risk identification (technical and financial) and analysis for specific initiatives.  Uses this to inform approach and manage risk
Marketing and Customer Service - Level 2
Definition

Putting customers (people whom we engage with internally or externally e.g. colleagues, clients etc.) at the centre of delivering focussed products and services at the right time, in the right place and in an appropriate way.

Building strong relationships which add value to the United Kingdom

Uses systems to accurately manage customer information

Ensures staff have sufficient marketing/customer service skills

Obtaining and evaluating feedback

Analyses and evaluates actual customer experience against expectations using feedback, benchmarking and management information.

Feeds management information into continuous customer service improvement.
