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	Role Title

	English Projects Officer


	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Project Officer
	H
	Tunisia
	2 years
	English Projects Manager

	

	Role purpose

	To support the Project Manager in the effective delivery of high-impact products, services and building and maintaining networks to enable the achievement of defined global, regional and local project outcomes. 

	

	About us 

	The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.

	Geopolitical/SBU/Function overview:

	Even before the revolution of January 2011, which initiated the Arab Spring, the reform and strengthening of English language teaching in Tunisia was an increasingly high priority for the government of Tunisia. Following the revolution this has become a major theme for government, particularly in relation to the development of the economy and for creating job opportunities for young people.  

English for Education Systems (EES) is an exciting and innovative department within the British Council that aims to achieve substantial impact though engaging in reform agendas at policy level with the Ministries of Education, Higher Education, and Vocational Training and Employment through teacher training and development and through supporting learners – working directly with learners, tailoring the British Council Global products and services to local needs.

	Main opportunities/challenges for this role:

	EES is already engaged in a number of major projects with the government of Tunisia and the private sector. Our work is guided by our 2020 vision and our approach through our Thought Leadership, System Consultancy and Capacity Building work.

New opportunities for large scale projects in this area are likely to be confirmed and/or emerge in the months to come.

The Project Officer works as part of the wider Tunisia Projects team – and may be required to work in or with other areas as projects evolve and develop. 

	Main Accountabilities:

	

	Products and Services

· Provide support to the Project Manager for the effective and efficient delivery of regional & local products and services.
· Assist in monitoring and evaluating the quality of events and their outcomes; and disseminating lessons learned to enable the team to repeat successes, act on lessons learnt and improve the quality of events and their outcomes.

· Support with ensuring safeguarding and guidelines are applied and upheld in line with standards and policy for the following areas:

· Child protection

· Equality, diversity and inclusion

· Health and safety
Marketing and promotion

· Support with marketing and communications by liaising with the Marketing and Communications team to secure appropriate media coverage and promotional materials production in line with British Council marketing and communications policies.

Networks & Relationship building

· Support the Project Manager to develop and maintain active relationships and networks successfully to the satisfaction of network members and stakeholders. 

Team-working and knowledge-sharing

· Provide administrative support to the Project Manager to plan and deliver projects effectively. 
· Communicate fully and in a timely manner with project team colleagues.
Resources management

· Provide administrative support to the Project Manager to manage project risks and finance.
· Use SAP effectively mainly to create and track purchase and sales orders.


	Key Relationships:

	Internal

· British Council local, regional and UK programme and project teams.

· British Council cross-departmental teams (Education, Marketing and Communications, Teaching and Exams).
External

· Officials in government ministries especially Education, Higher Education and Vocational Education and Employment.
· British Embassy in Tunisia.

· Teacher associations in Tunisia

· UK stakeholders from the ELT sector, including consultants.
· Media.

	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Applicants must have the right to work in Tunisia.
	Shortlisting

	Direct contact or managing staff working with children?
	Yes
Appropriate police check.


	N/a

	Person Specification:
	Assessment stage

	Language requirements 

	Minimum / essential
	Desirable
	Assessment Stage

	· English B2 CEFR minimum
· French B1 CEFR minimum

· Arabic C1 CEFR minimum
	
	Shortlisting

	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	· Bachelor’s degree in Business Administration or Social Sciences or an equivalent
	Professional degree or diploma in English or Education
	Shortlisting

	Role Specific Knowledge & Experience

	Minimum / essential
	Desirable
	Assessment Stage

	· Experience of supporting with projects.
	Experience of working with international organisations and/ or cross-cultural work

Experience of working with English Language or Education
	Shortlisting

	Role Specific Skills 
	Assessment Stage

	· Event management skills.
· Basic IT skills and familiarity with the Microsoft Suite.
· Experience of working with finance systems.
	Shortlisting AND Interview

	British Council Core Skills
	Assessment Stage

	Managing projects (Level 1) 

Follows project management disciplines – works with project management systems and procedures, and has a track record of compliance with them as a project team member.

Managing finance & resources (Level 1)

Uses resources efficiently – uses resources efficiently in own role and complies with financial rules and procedures.

Communicating & influencing (Level 1)

Communicates clearly and effectively – listens to others and expresses self clearly, with grammatical accuracy and awareness of a diverse audience in speaking and writing

Planning & organising (Level 1)

Is methodical – able to plan own work over short timescales for routine or familiar tasks 
	Shortlisting AND Interview

	British Council Behaviours
	Assessment Stage

	Connecting with Others (essential): 

Making regular opportunities to understand others better

Working Together (more demanding): 

Establishing a genuinely common goal with others

Being Accountable (more demanding): 

Delivering the best work in order to meet my commitments

Making it Happen (essential): 

Delivering clear results for the British Council
	Interview

	Prepared by: 
	 Date:

	Kiros Langston, Head of English for Education Systems in the Maghreb
	 05.03.2018
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