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	Role Title

	Business Operations Co-ordinator
 Tunisia

	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	MENA

Business Operations
	PB6
	Tunis
	Indefinite
	Director Tunisia

	

	Role purpose

	To deliver a high quality service supporting the business operations administration function, local financial processes, and other functions that may require support. The role will support the achievement of British Council corporate standards and the achievement of relevant polices and procedures.
To be a key and active member of the business management team and line-manager for other team members (still to be defined/agreed). To contribute as a member of an efficient and effective team, ensuring that the team’s performance adds value to the delivery of objectives and to ensure that all risks, compliance and business continuity requirements are identified, monitored, managed and controlled. 
To support management in communicating and delivering new initiatives and change programmes. 


	

	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:

	The Arab Spring began in Tunisia and although many citizens are disappointed that there have not been more tangible outcomes from their revolution the Tunisian government and a very healthy CSO sector continues to work towards entrenching democracy and attracting inward investment. This has to be seen, however, against a backdrop of a sluggish economy and relatively high rates of unemployment.

The British Council, meanwhile, has a good reputation in Tunisia and works in the English and Examinations, Education, Arts, and Society sectors, with this latter an increasing priority and often offering client-funded opportunities. 

	Main opportunities/challenges for this role:

	· The British Council’s Business Operations function is undergoing a significant restructure to position it more effectively to support the rapidly changing needs of the British Council. With this, a vital part of this role is to ensure that the new structure and processes are successfully embedded.
· The Business Operations Coordinator role will require adaptability and durability to change, and will often support management in promoting and delivery of change.

	Main Accountabilities:

	

	Relationship Management, Suppliers and Services
· The single point of contact for day-to-day supervision of suppliers services, including the bank and  cleaning, catering, and courier services
· Maintain contracts register
· Support Business Operations with office procurement services
· Apply detailed understanding of methods, systems and procedures within a specific functional discipline to provide practical advice and appropriate services to internal customers

· Respond knowledgeably and professionally to enquiries to ensure that internal customers receive high quality, prompt and timely service and/or advice
Risk / Information Management
· Coordinate office returns for audit requirements, coordinate local preparation for audit 

· Support the business in delivering the Child Protection action plan
Security
· Be local First Aid trainer, maintain first aid logs and ensure audit compliance is sustained.
Estates Coordination
· Manage the coordination of office space allocation and ensure all storage facilities are managed appropriately

· Oversee the replacement of equipment and disposal of old equipment ensuring appropriate authorisation has been received
General Administration 
· Manage the procurement of office stationary and maintain inventory
· Oversight of hotels/visas for internal and external British Council visitors
· Support SBUs with office event co-ordination and logistics
· Manage staff health insurance
· Manage customs clearance where applicable
· Support applications for Carte de Sejour and Franchise
· Complete and manage general administrative tasks, including but not limited to; SSC invoice scanning
· Office cars and insurance 
Onsite Financial Activities
· Cash handling, cash collection, petty cash and preparation of cheques
· Depositing cash into local bank account
· Manage the preparation and delivery of off-system payments to necessary recipients
Leadership & Management

· Plan and prioritise own activities across a range of different work streams and/or internal client relationships.  Respond to changing and, at times, competing requirements to ensure effective delivery of responsibilities
· Task and coordinate others (e.g. internal customers, colleagues or third party suppliers) to complete activities in accordance with agreed corporate procedures relevant to the functional discipline

· Where appropriate, provide guidance and support to colleagues through on-the-job training and coaching on use of systems/processes relevant to the area of functional expertise
· Line manage Business Operations Administrator

· Manage the office driver
Note that the responsibilities for this role may change according to organisational requirements


	Key Relationships:

	Internal

· Regional and local Country Senior Management

· Local country staff

· Local functional HR, IT and Regional Finance leads 
· SBU leads in country

External

· Government departments, local authorities
· External partners, suppliers, regulatory and professional bodies/associations


	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
IF YES. Appropriate police check
	N/a

	Notes
	 
	

	Person Specification:
	Assessment stage

	Language requirements (DELETE IF NOT APPROPRIATE)

	Minimum / essential
	Desirable
	Assessment Stage

	· Fluent reading and writing in English, Arabic and French
	
	Shortlisting

	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	· First degree, or work-related experience
	Degree in business related subject
	Shortlisting

	Role Specific Knowledge & Experience

	Minimum / essential
	Desirable
	Assessment Stage

	· At least 2 years’ experience in a similar role. Proven track record in general office administration.
	
	Shortlisting

	Role Specific Skills (if any)
	

	Minimum / essential

Desirable
· Experience  working in a multi-cultural organisation in an international context 
· Strong organisational skills with the ability to prioritise tasks and meet deadlines

· Track record of building effective relationships with employees and management to achieve the delivery of high quality and effective professional services

· Experience of developing and managing a range internal and external stakeholder relationships

· Strong administrative experience with the ability to interpret and follow organisational policy and practices.
· Experience and ability to manage multiple tasks to completion within a set timeframe.
· Experience of working in public, not-for-profit and private sector organisations
· Experience of working in a matrix management structure.

	Assessment Stage
Shortlisting AND Interview

	British Council Core Skills
	Assessment Stage

	Communicating and Influencing (Level 2)

Displays good listening, writing and speaking skills, setting out logical arguments clearly and adapting language and form of communication to meet the needs of different people/audiences. 

Planning  and Organising (Level 3)

Develops and reviews the implementation of annual plans for a work group or function, taking account of business and customer requirements and reconciling competing demands.

Analysing Data and Problems (Level 2)

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 corporate financial systems and processes appropriately as part of the job and on behalf of a team. 
	Shortlisting AND Interview

	British Council Behaviours
	Assessment Stage

	Making it happen (essential)
Delivering clear results for the British Council
Working together   (more demanding)

Ensuring that others benefit as well as me
Connecting with others   (more demanding)

Actively appreciating the needs and concerns of myself and others

Creating shared purpose   (essential)

Communicating an engaging picture of how we can work together
Being accountable (essential)
Delivering my best work in order to meet

my commitments
	Interview

	Prepared by: 
	 Date:

	Robert Ness
Director Tunisia
	11 August 2017
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