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	Role Profile



	Job Title
	Executive – Education

	Directorate or Region
	South Asia
	Department/Country
	India

	Location of post
	New Delhi
	Pay Band
	Grade J

	Reports to
	Education Activities Manager (Skills & Mobility) , UKIERI
	Duration of job
	Fixed Term Contract- 3 years

	Purpose of job:  
To provide administrative support to the Director –Education and to the UK India Education and Research Initiative (UKIERI) team and support the delivery of programme for all activities relating to the programme as per prescribed guidelines and standards

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

South Asia Region : The S Asia region includes India, Sri Lanka, Afghanistan, Bangladesh, Nepal and Pakistan. It also includes Iran, a high priority country for the British Council, where our operations are currently suspended. 

India: Our operations in the four main metro cities and through libraries in five further cities engage with over 2.5 million people a year. We aim to increase our reach to 3 million (including 1.5 million enquiries) by 2013.
Our programme includes the following high-profile initiatives: UKIERI, in partnership with other Indian and UK partners, focuses on educational leadership, innovation partnerships and greater reciprocal mobility between India and the UK. In its first phase, the initiative set up 500 partnerships between British and Indian institutions. 

Project English enhances the teaching and learning of English, and aims by this year to have reached 750,000 teachers across India. Our work in the arts is expanding, with a renewed focus on showcasing major UK creative achievements. In 2010, we brought the works of Anish Kapoor to New Delhi and Mumbai, attracting more than 60,000 visitors.    

We have 4 teaching centres in Delhi, Kolkata, Hyderabad and Chennai. Our nine libraries have a membership of more than 60,000, while our Exams business offers UK qualifications to more than 120,000 Indians wishing to enhance their English language, academic and professional skills.

We operate through centres in New Delhi, Chennai, Kolkata and Mumbai. In partnership with the Indian Council of Cultural Relations, we run libraries in Ahmedabad, Bangalore, Chandigarh, Hyderabad, and Pune. India also hosts the British Council Management Services office in Noida, Uttar Pradesh, which provides finance and IT services for the global network.

UKIERI: Phase Two of UK India Education and Research Initiative was announced by the UK Prime Minister David Cameron and Indian Prime Minister Dr. Manmohan Singh in July 2010. This phase is being jointly funded by the Indian and UK government.

The main activities under the phase two of UKIERI have been identified based on the experience of UKIERI in phase one, deliberations during various policy dialogue events, outcomes from consultations, roundtable discussions and scoping for next phase of activity, that have clearly demonstrated a need for more focus on both leadership and harmonisation/mobility as enablers of increased levels of collaboration, while innovation partnerships remains a strategic priority for both countries in their plans for economic development. The focus on skills development, especially in India also has implications for labour market development worldwide.

This second phase of UKIERI is therefore comprised of four strands covering: 

1. Leadership Development

2. Innovation partnerships 

3. Skill Development

4. Enhancing mobility

This post will be part of above programme delivering on programme activities including all strand activities and in specific strand 3  (Skill development ) & 4 (Enhancing mobility).
Accountabilities, responsibilities and main duties: 
(including people management and finance)

Accountabilities

· Act as a Database administrator and provide support to the line manager and the UKIERI team for all events

· Meet the operational task timelines and deliver in line with the defined policies and procedures

· Liaison with external stakeholders for the strand 3 & 4 including vendors, agencies etc

· All collateral liaison for marketing and communication across all events and activities of the programme

· To provide support to line manager in accounting and monitoring the strand 3 & 4 income and expenditure against budgets.

Responsibilities

· Successful delivery of all events and activities for the programme as per the requirement of the project team

· Administrative support to all activities relating to strand 3 & 4 implementation  

· ensure all processes are in accordance with Finance & Business Systems (FABS) procedures
Main Duties :

· To provide support in logistics, event coordination for all UKIERI events
· Act as a database administrator in line with enquiries, visitors and events

· Acts as a scorecard administrator for all events under the programme to enable the UKIERI programme to meet its objectives

· All POs, vendor and customer details for all activities relating to programme are processed accurately, timely and as per the finance guidelines in SAP
· To provide Marketing and Communication support for all events and activities of the programme
· To provide Website support on programme updates with specific relevance to strand 3 & 4
Deliver Administration support to the programme for all events and activities 
• Event management of all UKIERI events planned- external and internal, securing meetings, detailing programme agenda etc
• Raise PO and create vendors as appropriate 
• Coordination of all venue contractual and facilities and supervision of all event related material
• Support customer care at external events including seminars, meetings and workshops 
•  Collect feedback on BC scorecard and report the same Event management of all UKIERI events planned- external and internal

• Own databases for the strand 3 & 4 and relevant events and ensure they are regularly updated as per the program requirements  

• Administer share point /UKIERI resources so that they are clearly labelled, logically filed and easily accessible to all 

• Store and inventory management

• Strand documentation management (strand 3 & 4 ), minutes, reports etc

• Written/Verbal queries are responded to as per standards within 2 working days.
• Communication with the UKIERI team and education team around all strand related activities, specially with the UKIERI UK post

Deliver financial support to the programme for all events and activities 
• Raise POs and create vendors as appropriate; specifically for strand 3 & 4 

• Contract and invoice processing as per the procedures for grant disbursements

• Quotation filing and adherence to any other processes in FABS as per BC standards

• Documentation for Audit 

Deliver Administration support to Director Education 
• Provide secretarial support to the Director as required - including diary appointments, logistics and briefing documents 

• Set up meetings internally / externally , coordinate agendas and minutes of the meetings

• Arrange visit programmes for UKIERI team along with travel plans and transport when needed

Key relationships: (include internal and external) 

Internal

India Education Team

Finance Team
Events Management Team 
Customer Service Team
UKIERI UK post
External

Vocational and Further Education Institutions

Government Organisations/ Departments (appropriate levels)

Vendors /agencies 
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

Post holders will be expected to work on Monday to Friday. This post may require travel across India and the UK and occasional late hours/weekend working for programme events/activities.


	Please specify any passport/visa and/or nationality requirement.
	The candidate should have a legal right to work in India. 

	Please indicate if any security or legal checks are required 
for this role.
	Satisfactory reference Check


Person Specification
	
	Essential 
	Desirable 
	Assessment stage

	Behaviours 
	Making it happen (essential)

Delivering clear results for the British Council.
Working together (essential)

Ensuring that others benefit as well as me.
Being Accountable (essential)

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

Connecting with others (essential)

Find common ground and build relationships and connections to support British Council goals.

	
	Interview

	Skills and Knowledge
	Marketing & Customer Service

(all responsibilities – level 1)

Communications Skills

(all responsibilities – level 2)

Computer Skills

(all responsibilities – level 2)

	Good interpersonal and analytical skills 
Awareness of vocational education/skill development 


	Short listing 
& Interview 

	Experience
	Professional experience of more than 2 years
	Administrative or  Secretarial experience

	Short listing 


	Qualifications
	Bachelors Degree in any discipline or 

Vocational education in Secretarial / Office Management

English for work
	
	Written Test

	Submitted by
	Head –UKIERI 
	Date
	25 September 2011
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