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	Role Profile




	Job Title
	Assistant Director Education

	Directorate or Region
	MENA
	Department/Country
	Programmes & Projects/ Saudi Arabia

	Location of post
	Riyadh
	Pay Band
	F

	Reports to
	Director Programmes & Partnerships
	Duration of job
	Indefinite

	Purpose of job:   To lead our work in Education (BC SIEM, Higher Education and Schools) ensuring coherence in our strategy and programme delivery for Saudi Arabia. To ensure agreed activity targets and objectives are achieved to the satisfaction of Director Programmes & Projects and Country Director, through effective use and management of financial and human resources.
To use networks and professional judgement to maintian quality and scale of delivery in the face of frequent complex challenges resulting from government and other organisations.

Context and environment: 
Saudi Arabia is the most important country in the Gulf region. With a young population (50% under 25) there is a particular focus on education, skills, women’s development and youth. Our work in Programmes is divided into three key strategic business units; English, Education and Society, and the Arts.

Education is a priority area for the Saudi government spending over 25% of the budget (one of the highest in the world) on infrastructure, training and development projects. They also invest heavily in the various scholarship programmes such as KASP.

Department : Education

Region : MENA – Middle East and North Africa  

Our programmes in Education are based around schools and higher education. In schools we work with a residual Connecting Classrooms project and the International Schools Award (ISA) with some engagement in ad hoc policy work. In the private sector we work with private schools in the pursuit of opportunities for and the delivery of our schools improvement offer.

In higher education we provide support to universities for quality assurance through the delivery of quality assurance programmes in partnership with National Commission for Accreditation and Academic Assessment (NCAAA)  and a private provider. We also support research collaborations between British and Saudi universities. Our work in HE has a strong connection to our SIEM (Services for International Education Marketing) work providing a channel for British universities to have access to Saudi HE institutions as well as through our UK alumni work.

The education projects vary in nature, from exhibitions to conferences, exchanges, seminars and workshops providing  support for collaborations, networking, policy dialogue and capacity building: but are all focused on three core long-term outcomes:

•
For the UK to become the international partner of choice for Saudi education policy makers and institutional leaders.

•
To support the promotion of the UK as a destination for Saudi students

•
To create wide appreciation and understanding of British education models and practice in terms of  diversity, quality and internationalism of UK education

This post will be based in Riyadh, Saudi Arabia. Saudi Arabia is one of the important countries within the MENA region for the British Council.

The post holder reports directly to the Director Programmes & Projects and will work and liaise closely with other Project Managers on Saudi projects in the face of frequent complex challenges resulting from government bureaucracies, working practices, etc. within Saudi Arabia. 

The post holder will also need to work and liaise with BC colleagues based in the Riyadh, Jeddah & Al Khobar office and in the MENA region.

Accountabilities, responsibilities and main duties: 
Accountabilities
Line Management of : 2 staff

Coordination and effective management of Project Manager Education and project co-ordinator.
Finances managed: 300K GBP
Full compliance with British Council corporate standards in Finance, IT, Customer Services and HR policies and standards.
Responsibilities
1. Strategy and Planning:  To support and contribute to the coherence of our Education strategies and activity with Country Strategy with Country Director & Director Programmes and Projects. To coordinate and lead day-to-day the successful delivery of British Council Education Projects in Saudi Arabia to agreed quality standards, targets, and deadlines.
2. Business Pursuit: Applies knowledge of organisational purpose, strategy and business context to identify, exploit, pursue and develop partnership and business opportunities for Projects.

3. Products & Services: To support the Director Programmes to deliver, market and evaluate regional & local products and services.
4. Networks & Relationships Building: To build and maintain relationships and partnerships with local governmental bodies, including Ministries as well other key stakeholders in country including different NGOs and international bodies. To build and maintain good relationships with UK-based stakeholders and partners.

5. Team Working and Knowledge Sharing: To support the development of a project team with effective knowledge-sharing between the team and with Regional colleagues, UK sector team and key stakeholders.
6.  Resources Management: Active management of staff, project finances and identification and control of project risks. To provide cover and support for colleagues as requested by the Director Programmes and Projects in order to ensure that the wider projects team operates in a flexible manner and efficiently.

Main duties:
Strategy & Planning:

1. To develop and review an Education Strategy for Saudi Arabia working across HE, Schools and Skills, in liaison with Director Programmes and Partnerships and aligned to country and regional strategy at the beginning of each financial year.  

2. To dead on BC SIEM for Saudi Arabia, setting a clear plan with agreed targets for growth, income and impact.  
3. To ensure plans for all projects in BC SIEM, HE and schools are aligned to country strategy and market analysis, and  regularly updated and effectively monitored to ensure achievement of income and impact targets.  
4. To secure an effective range of partnerships for our education which meet agreed targets for income and impact.  
5. To ensure business risk identification and analysis is completed for all project delivery and uses this information to inform approach and manage risk effectively.
6. To report progress against targets and issues to Director Programmes & Projects in a timely manner  to feed into FCCF&  ERMF reports, and immediately notify where there is significant risk to a specific project (financial and non-financial).
Business Pursuit
1. To lead in identify, exploiting, seeking  and developing  partnerships which lead to jointly funded or business opportunities in agreement with Director Programmes & Projects and aligned to country strategy
2. To monitor market trends and news to identify possible new partnership opportunities for the British Council to contribute to growing partnership income.
Products and Services: 

1. To ensure all Education projects meets the needs of stakeholders, partners, clients and customers in order to meet impact targets set out in the project plan and to agreed quality standards.
2. To clarify, communicate & coordinate with the Project Managers the activities necessary to deliver specified project outputs and ensuring deliverables for Project Managers align and fit the strategy context.
3. To work closely with Marketing and Communication Team to secure appropriate media coverage, in line with British Council scorecard and marketing and communications policies. To include marketing and communications for the British Council website.

4. To ensure that Project Managers are effectively communicating ‘telling our story’ for the education projects in Saudi Arabia, within a timely manner.
5. To ensure effective feedback mechanisms are in place by Project Managers which monitor the customer journey and provide constant improvement of activities.
6. To ensure evaluation of scorecard and story board data carried out to corporate standard and methodology. Analysis of feedback and lesson’s learnt on projects.
7. To lead in developing, negotiating and managing pre-contract agreements, contracts and Service Level Agreements with individuals, departments and organisations.
8. To design appropriate tender documents. Manages the procurement process to internal and external client standards for specific projects.

9. To lead on the identification, procurement and management of goods, services, and internal/external resources (including consultants, partners and suppliers).
Networks and relationships:
1. To manage relationships with key education bodies and government departments, including UKVisas, Ministry of Education, and Ministry of Higher Education.
2. To set targets for development of networks in agreement with Director Programmes & Projects.
3. To ensure database of contacts is developed and maintained with accurate and up-to-date data by Project Managers.
4. To ensure networks and relationships remain active and are maintained on good terms.
5. To actively create new appropriate relationships to strengthen the British Council’s reputation in Saudi Arabia.

Team working and Knowledge sharing:

1. To support Director Programmes & Projects to deliver learning and development programmes for project staff where necessary.
2. To ensure effective use of communication tools (to include digital tools) to develop regional & local working and knowledge sharing

3. To ensure full and timely communication to include regular meetings where necessary with Director Education, Regional Project Manager(s), other Project Managers & Project Co-ordinators of business strategy and targets.
4. To ensure project pages on MENA regional website maintained and up-to-date through Project Managers.
5. To ensure internal collaboration spaces and other knowledge sharing tools maintained and fully utilised effectively by Project Managers.
Resources Management: 

1. To manage all delegated budgets and processes accurately and ensure resources of right quality and nature are assigned to deliver projects and events. 

2. To carry out financial duties in accordance with the Council’s Finance and Business system (FABs) guidance and/or as stated in Essential Finance. 

3. To ensure all project staff (including self) fully engaged in and compliant with PMPD 

4. To make effective use of FABS to satisfaction of Deputy Director, Regional Project Manager(s) and Resources Manager

5. To maintain (relevant section of) Business Continuity Plan up-to-date to satisfaction of Country Director

6. To actively participate in Business Risk Management meetings where necessary in accordance to corporate guidelines. Ensuring project and financial risks are identified and controlled.

7. To be compliant with EO & D , Health & Safety , Child Protection and all other corporate policies.

8. To ensure line management duties and responsibilities are carried out in accordance with corporate policy and in a timely manner.
Key relationships: 
External stakeholders include

1. High officials in government ministries especially Education, Higher Education, Vocational Education and Employment

2. Local and international education providers including universities, colleges, private and state schools and companies providing educational services

3. Saudi Chambers

4. FCO and UKTI

5. Media

Internal stakeholders include

1. British Council local, regional and UK programmes and projects teams

2. British Council cross-departmental teams (Marketing and Communications, Resources, Teaching and Exams
Other important features or requirements of the job 
Projects Team hours are variable according to events and can include numerous evenings and occasional weekends.  
The role includes regularly visiting contacts on their premises, representing the British Council at external events from time to time and occasional travel within the MENA region and/or UK. On certain days it may be necessary to work longer hours to cater for externally imposed deadlines. 


	Please specify any passport/visa and/or nationality requirement.
	Applicants with a valid resident permit (Iqama) which is transferable are eligible to apply.

Saudi national are eligible to apply

	Please indicate if any security or legal checks are required 
for this role.
	Reference Checks

Child Protection declaration

Criminal Records Check


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	1. Working Together:  At Most demanding level
2. Being Accountable: At Most demanding level
3. Making it Happen: At More demanding level: 
4. Shaping the Future: At More demanding level.
5. Creating Shared Purpose: At more demanding level
6. Connecting with others: At more demanding level


	
	Interview 
Required for the role but not assessed at the application stage.

	Skills and Knowledge
	Fluent written and spoken English 

(IELTS 6.5 and above)

Advanced level of written and spoken Arabic 

IT Skills –level 2 (ICDL or equivalent)

Business Management & Development –level 2

Communication skills-level 2

Financial Planning & Management-level 3 (where applicable to the role)

Human Resources Management-level 1

Marketing & Customer Service-level 2

Project & Contract Management-level 2

http://www.britishcouncil.org/generic_skills_pack.pdf

	
	Short listing 
and Interview 

	Experience
	Project Management experience to include stakeholder relations
Strong awareness of developments within the relevant Education sector.

Experience of financial planning in project delivery and/ design
	
	Short listing 
and Interview

	Qualifications
	University Degree
	
	Short listing and interview


	Submitted by
	
	Date
	


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 can choose to 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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