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	Role Profile




	Job Title
	Office Manager 

	Directorate or Region
	MENA
	Department/Country
	British Council Iraq 

	Location of post
	Baghdad, Iraq 
	Pay Band
	Grade G

	Reports to
	Country Director 
	Duration of job
	Permanent 

	Purpose of job:  

To support the work of the British Council’s Iraq operation through coordination of in – country HR, Procurement and facilities management, ensuring adequate overhead business support to programmes & projects. 
Context and environment:
As the United Kingdom’s international organisation for cultural relations and educational opportunities, the British Council creates opportunities for the people of the UK as well as of Iraq, in order to build trust and understanding, and maintain mutually beneficial relationships.

One of these challenges faced by Iraq is the rebuilding and revitalisation of the education system and meeting the demand for English and Skills to aid employability of young Iraqis. There is a large demand from target audiences for our services, linkages and programmes. This presents significant opportunities for the British Council to share UK expertise in Education, English and Society to create learning opportunities, strengthen institutions and create better understanding and trust between Iraq and the UK. However, doing this in a difficult security environment requires creativity, tenacity, passion and determination.

British Council Iraq is located in 3 offices: Baghdad, Erbil in Northern Iraq and Amman Jordan where the Finance Manager is located. There are also plans to establish a presence in Basra to cater for demand from the Governorate there and Oil and Gas sectors. The office in Baghdad is within the British Embassy compound.  Both offices run UK exams and deliver projects and programmes in English, Education and in the future, Society.

The Iraq resources team is small but efficient - Finance Manager in Amman, Office Manager in Baghdad and Finance&Admin. Officer and IT&Admin. Officer in Erbil and Finance&Admin. Officer in Baghdad. The team support four offices Baghdad, Erbil, Amman and Basra where the work includes Agency projects (EU and UNICEF), IELTS and Professional Exams and regional and local projects.   
Accountabilities, responsibilities and main duties: 

HR leadership

· Ensure compliance with corporate HR standards, EO&D policies and BC values

· Preparing Staff monthly payroll

· Provide support to line management on HR issues 

· Lead on the Learning and Development plan for Iraq in consultation with management and staff to enhance individual and team performance, business delivery and support organisational change

· Advise on local legislation in reference to Private Sector Labour Law

· Provide advice to staff on HR policies and regulations. 

· Monitor the implementation of HR policies in areas of recruitment, performance evaluation and TACOS 

· Maintaining British Council Organogram
Procurement
· Manage office procurement process ensuring that staff are familiar and compliant with BC policy and standards

· Conduct market test for Baghdad and Erbil and administer office Approved Suppliers list ensuring best value for money  

· Manage office services contracts for Security, cleaning, housing and maintenance, and updating contracts register  
Facilities Management and Environmental Framework Tool country coordinator:
Supervise office premises and ensure fit for purpose

· Take overall responsibility for environmental performance management of Iraq office ensuring premises and BC activities uphold best environmental practice where possible, 
· Ensure health and safety policies are applied in both offices, by regular checks on fire alarm system, testing extinguishers and routine premises check  

· managing the maintenance & development of BC offices premises in Baghdad & Erbil 
· Ensure smooth day-to-day running of the office/residential systems, services and equipment

Line manager of IT and Admin Officer
All line managers must effectively manage their staff during the year, this includes:

· Agreeing SMART deliverables that are aligned with higher level plans for each individual with feedback providers

·  Activity managing performance throughout the year, providing opportunities for regular dialogue supported by regular face-to-face meetings, at least quarterly.

· Address any underperformance issues quickly and effectively.

· Support relevant development of staff.

· Ensure all documentation and formal review meetings are completed on time.

· all staff to have undertaken essential training and briefing including Equal opportunity and diversity 
Generic Information Risk Owner
· Ensure Generic Information compliance on quarterly basis, highlight risks areas and engage the relevant staff as appropriate

Key relationships: (include internal and external) 

Internal: Country management team, IQ Finance Team, regional HR team, Global Estate team in UK, Regional IT & Internet co-ordinator.
External: British Embassy management section, TBI bank Green Zone branch, Zain telecommunication 
Suppliers, market research agencies, key partners, customer groups

Other important features or requirements of the job 
Participation in business-related events is often required, including occasional evening/weekend work.  Occasional overnight business trips inside and outside Iraq may be required.

	Please specify any passport/visa and/or nationality requirement.
	Ability to work in Iraq and travel within Iraq.

	Please indicate if any security or legal checks are required 
for this role.
	Successful applicant will be required to undergo FCO security clearance check; and Iraqi Security Forces check in Baghdad for permission to enter and exit the International Zone.


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Working together (essential)
Establishing a genuinely common goal with others

Shaping the future (essential)
Looking for ways in which we can do things better 

Creating shared purpose (more demanding)
Creating energy and clarity so the people want to work purposefully together

Connecting with others (more demanding)
Actively appreciating the needs and concerns of myself and others
Being accountable (more demanding)
Putting the needs of the team or British Council ahead of my own 
Making it happen (more demanding)
Challenging myself and others to deliver and measure better results 


	
	Interview 

	Skills and Knowledge
	Planning and organising level 2: plans ahead Organises own work over weeks and months, or plans ahead for others, taking account of priorities and the impact on other people.
Analysing Data and Problems level2: Uses data Reviews available data and identifies cause and effect, and then chooses the best solution from a range of known alternatives.
Managing Finance and Resources level 2: Uses financial systems and processes

Uses corporate financial systems and processes appropriately as part of the job and on behalf of a team.
Managing Risk level2:
Supports a risk management culture

Has track record of identifying and highlighting risks and suggesting mitigating actions.
Using technology level 2: 
Operates as an advanced user

Works as an advanced practitioner in the use of office software and/or British Council standard and social media platforms and trains or coaches others in their use.

Excellent spoken and written English (level B2)
Fluency in written and spoken Arabic 
	
	Short listing 
and Interview 

	Experience
	At least 2 years’ experience in one or more of the following areas; HR,  Procurement, Financial Management, Resource Management  


	Experience working with SAP 
	Short listing 
and Interview

	Qualifications
	University degree
	Certified Resources Management desirable
	Short listing 


	Submitted by
	Ismail Sada
	Date
	16 Jul. 15


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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