Job Description




Ref no:

	
[image: image1.png]@@ BRITISH
@®® COUNCIL




	Role Profile




	Job Title
	Manager English Marketing and Communications KSA - B2B

	Directorate or Region
	MENA
	Department/Country
	ESBU Marketing/KSA

	Location of post
	Riyadh, KSA
	Pay Band
	6/G 

	Reports to
	Head of Marketing & Communications
	Duration of job
	Indefinite

	Before applying you must read the role profile

	

	Purpose of job:
To contribute to the development of British Council’s English business areas through the development of competitive intelligence, insight and analysis that feeds into marketing and business planning. To deliver and evaluate marketing and communication activities; manage the British Council brand; promote British Council’s English products and services to potential and current customers; together with Manager English Marketing and Communications KSA - B2C lead on the digital strategy for the English businesses in-country, ensuring important media presence; contribute to building long-term relationships with all major stakeholders and target groups.
Context and environment: 
British Council Saudi Arabia is part of the MENA region. English Teaching and Examination Services are delivered from centres in Riyadh, Jeddah and Dammam and include English courses for the public and corporate clients, teacher training and a wide range of UK qualifications including IELTS, schools exams and professional qualifications. 
The Saudi Arabia office has ambitious plans to increase its profile and impact across our three areas of work in English Strategic Business Unit (ESBU):  Teaching Centres, Examinations, and English for the Future Project.  Teaching Centre business in Saudi Arabia is delivered at British Council premises as well as partner schools in some cities.  Additionally, British Council manages approximately 100,000 UK exams each year and is aiming for significantly increased impact, partnership funding and visibility from our project work. 

The ESBU Marketing and Communications Manager – B2B will work closely with country business teams and regional ESBU marketing communications team to support and execute projects and initiatives that support the regional short and long-term marketing strategy and ensure that marketing strategies and tactics directly impact on brand reputation, recruitment of new clients, retention of existing clients, and enhancement of the client experience.
The post will focus on business to business (B2B) including teaching centre corporate services (both closed course contracts and corporate sponsored students), Aptis, IGCSE schools and IELTS institutions. The post holder will work closely with the Manager English Marketing and Communications KSA - B2C to leverage synergies and to provide cover for the role during leave periods. This post is part of the Marketing and Communications team and will directly report to the Head of ESBU Marketing and Communications and indirectly to Teaching Centre Managers and Country Exams Manager KSA.
Accountabilities, responsibilities and main duties: (including people management and finance)
1. Develop (with Head of ESBU Marketing and Communications and Manager English Marketing and Communications KSA - B2C) and implement marketing plans that deliver an integrated approach across the three English products (Teaching Centres, Exams, and English for the Future), capitalising on common client base, promoting synergies and economies of scale, and delivering maximum impact and business returns.
2. Manage internal and external market research for English on existing & potential clients, market trends, opportunities and competition, ensuring findings feed into strategy and planning.
3. Together with Head of ESBU Marketing and Communications and Manager English Marketing and Communications KSA - B2C liaise with Head of Customer Services to analyse current client data and evaluate client journey and accordingly develop strategies that address client issues and enhance client experience.
4. Monitor and analyse marketing spend against business and sales objectives and by product and segments.
5. Track performance of marketing campaigns through measurement and analysis to understand effectiveness and ROI.
6. Together with Head of ESBU Marketing and Communications and Manager English Marketing and Communications KSA - B2C lead internal stakeholders and external marketing, PR and digital agencies on all English marketing and communication efforts, ensuring all campaigns are based on sound briefs that support business and brand objectives, are client-focused, closely adhere to brand guidelines and are produced to British Council standards.
7. Together with Head of ESBU Marketing and Communications and Manager English Marketing and Communications KSA - B2C lead on brand management across all British Council centres and partner premises where British Council English products and services are offered, including style of communication and British Council branding, and identity standards of the premises.

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

2. To ensure all engagement in and compliance with PMPD 

3. To ensure effective use of FABS to satisfaction of head of Marketing & Communications.
4. To ensure compliance with EO & D , Health & Safety , Child Protection and all other corporate policies.

Key relationships: (include internal and external) 

· Regional Marketing & Communications Network

· Regional Digital Team

· Country Exams Manager, Teaching Centre Manager, English Project Manager 
· Customer Services Manager

· External Stakeholders
· Marketing &  Communication Agencies – Creative, Media, PR, and Digital
Other important features or requirements of the job 

Travel will be required within KSA across all three BC centres, with possible travel to other cities where expansion is planned. There will also be travel across the MENA region, primarily to Dubai. Occasional travel to UK may also be required.

	Please specify any passport/visa and/or nationality requirement.
	Applicants must hold a valid resident permit (Iqama) that is transferable.
Saudi nationals are eligible to apply

	Please indicate if any security or legal checks are required 
for this role.
	Criminal background check.

Reference check

Child protection declaration


Person Specification
	
	Essential 
	Desirable 
	Assessment stage

	Behaviours 
	Connecting with others (essential): actively appreciating the needs and concerns of myself and others 

Shaping the Future
(More demanding)
I achieve better business, innovation and growth by using my professionalism, knowledge and expertise to create a clear focus on what I want to achieve.

I spot opportunities, plan appropriately and create innovative solutions that recognise ambiguity and deliver business benefit. 

Making It Happen
(More demanding)

I deliver excellent results, achieve challenging goals and develop myself and others. I do this by setting clear and demanding objectives to deliver what is required. I demonstrate standards of excellence and deliver value for money. I measure progress and adapt plans when necessary
Creating shared purpose (essential): communicating an engaging picture of how we can work together
Working together (essential): 

Establishing a genuinely common goal with others

Being accountable (essential): delivering my best work in order to meet my commitments
	
	Interview

Interview
Interview
Required for the role, but not assessed during the application stage

Required for the role, but not assessed during the application stage

Required for the role, but not assessed during the application stage

	Skills and Knowledge
	Marketing & customer service (Level 2)

· English language: (level B2 on CEF) 

· Written and spoken Arabic (level C1).
Link to generic skill descriptors:
http://www.britishcouncil.org/generic_skills_pack.pdf

	
	Short listing 
and Interview 

	Experience
	Minimum of 3 years managerial experience in a similar role in the private or NGO sector
Proven success in application of social media for business use.

	
	Short listing 
and/or Interview

	Qualifications
	University degree or equivalent.
	Degree / MBA in Marketing, Communications or related field.
	Short listing 


	Submitted by
	David Townhill
	Date
	12 December 2013


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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