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	Role Profile




	Job Title
	Senior Programmes Manager /Society and Education

	Directorate or Region
	Jordan, MENA
	Department/Country
	Jordan

	Location of post
	Amman
	Pay Band and Salary
	Country-appointed Grade F
Monthly salary 1425 JDs 

	Reports to
	Deputy  Director
	Duration of job
	2 years (renewable)

	Purpose of job:  
1 to coordinate, direct and deliver on operational programmes 
2 to manage the quality control of large scale, full cost recovery projects
3 to seek co-funded partnership opportunities as well as agreed local projects in the programmatic areas of Society and Education 
4 to work with partners, stakeholders and wider target audiences in Jordan to achieve maximum impact and meet the British Council’s strategic objectives.
Context and environment: (e.g. dept description, region description, organogram) 
The British Council has been present in Jordan since 1950, and is active in Education, Society, English and the Arts. The office also runs a large Teaching Centre and Examinations Operation. We are currently seeking to strategically elevate our level of planning and delivery of the Society and Education Programme in order to meet the changing external dynamics in Jordan in these sectors.  The post holder will be expected to directly support the British Council’s objective of increasing its engagement in Jordan as well as extending the impact and quality of delivery of sustainable projects in Society and Education. 
Our work in Society focuses on engaging youth across Jordan in a range of programmes which develop their leadership and global citizenship.  Through this work we seek to become Jordan’s partner of choice in youth engagement and development.  At present we offer a wide range of projects under this portfolio;  
this post will be responsible for planning, managing, implementation and evaluation of the Youth empowerment “Active Citizens “ Project. 
Through its Education programmes,  the British Council works through a Schools Engagement and Online Partnership Programme with UK schools (Connecting Classrooms Programme) as well as an International Higher Education programme that aims to to globalize knowledge partnerships, promote innovation, extend policy debates, and establish a new generation partnership models that develop global knowledge economies.
Accountabilities, responsibilities and main duties: 
(including people management and finance)
The post holder will be line managing three team members; one project manager and two project officers. and report to the Deputy Director. The post holder will also be required to effectively work in collaboration with other team members in the Programs and Partnerships unit.
Accountabilities: 
Project management and financial reporting 
· Ensure that projects or series of projects under the Society and Education strands are managed and delivered to meet outcomes, outputs and objectives within the country and regional programmes plans. 
· Lead on implementation of the Society and Education programmes and projects in Jordan through the effective management of agreed projects and local cultural relations ensuring agreed performance targets are met vis-a-vis audience numbers, partnership funding and other impact/scorecard measures for the British Council in Jordan are met. 
· Ensure project monitoring and evaluation (scorecard and outcome data) is conducted in line with the corporate M&E framework and in collaboration with relevant regional teams.
· Ensure effective management of stakeholder relationships in relation to the Society and Education portfolio using agreed mechanisms and in consultation with appropriate colleagues from Society and Education SBU
· Plan and manage allocated budgets, income and expenditure

Partnership and relationship management

· Develop and maintain strong relationships with customers/clients/partners/stakeholders to support the delivery of  Society and Education projects and to ensure income targets are met.

· Attend stakeholder meetings, update partners on developments and actively contribute to knowledge management within the office and the region. 

· Contribute to identifying  and building relationships with new clients/customers, partners and other stakeholders that support the development and implemention of British Council strategy as well as the achievement of income.

Communications 
· Produce or ensure production of appropriate content such as project case studies, reports and stories to be shared both internally and externally on different channels (website, social media, intranet, newsletters etc) in line with the British Council Jordan communications plan

· Work with the MarComms team to implement appropriate press and media strategy for assigned programmes and projects
· Take ownership of all forms of communication for Society and Education programmes (email, website, intranet, collaterals etc) 

Work management 

· Support timely information and guidance to projects implementation support staff, working closely with Deputy Director, to ensure effective and efficient delivery and implementation of Society and Education projects. 

Business and Partnerships development 

· Gather market intelligence relating to Society and Education programmes and appraise the Deputy Director and team 

· Work closely with Deputy Director and Partnerships Manager to actively pursue and identify opportunities in society and education sectors and turn the opportunities into programmes through FCR, co-funding or other forms of partnerships and business development; a process which involves scoping , design (technical and financial proposals), delivery, follow up and evaluation.  

· Follow-up with potential clients and partners on business negotiations and dealings

Integrated team working
· Actively contribute to ensuring the Programmes and Partnerships Team is seen as an integrated and effective unit which delivers high quality products and projects which contribute to country and regional plans.

· Active contribution to cross-team work, including all programme areas and FCR/GPF.

· Identify links and opportunities for collaboration across programmes
Professional Development 

· To participate in professional debates, workshops and/or networking events as appropriate.

· To keep up to date on developments externally and internally in the sectors of Society and Education and other areas of cultural relations as relevant.

· Agree own personal development plan to be agreed with line manager and review it at least once a year.
Line Management

· Line manage in accordance with corporate standards. 

Other Responsibilities and main duties

· Procure and manage internal and external resources for specific activities within Delegated Authorities
· Identify and report through the British Council risk framework on risks related to project activities and to implement action agreed with Deputy Director.
Key relationships: (include internal and external) 

Internal
Country Director; Deputy Director, Programmes and Partnership team members, Regional and UK Society and Education Strategic Business Unit leads; 
External

Secretary-Generals of Ministries of Education, Heads of Partner NGOs in Jordan and the UK; British Embassy and Arab Partnership Fund stakeholders; European Delegation Task Managers.
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
This job will involve travel within Jordan, the MENA region and the UK. Participation in evening events is part of the job and the Deputy Director will be expected to represent the British Council at such events. 

	Please specify any passport/visa and/or nationality requirement.
	Jordanian citizen or can legally work in Jordan

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


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Skills and Knowledge


	· Project and Contract management in the Society development and or education development sector(s)

· Excellent Communication Skills in English and Arabic


	Public and Private NGO sector experience

Knowledge of the education systems and /or civil society landscape, key actors, stakeholders and priorities in Jordan.

	Short listing, interview 

	Behaviours 
	1.Being Accountable (Most demanding)

Putting the needs of the team or British Council ahead of my own
2.Creating Shared Purpose (More demanding)  

Creating energy and clarity so that people want to work purposefully together
3.Shaping the Future (More demanding)

Exploring ways in which we can add more value
4.Connecting with others (More 
demanding)
Actively appreciating the needs and concerns of myself and others
5.Making it Happen (More demanding)
Challenging myself and others to deliver and

measure better results
6.Working together (More demanding)
Ensuring that others benefit as well as me

	
	1.Interview

2. Interview

3. Interview

4-6. not assessed at recruitment stage

	Experience
	· Financial planning and management  relevant to  programmes and projects of society and social development and or education
· A minimum of 4 years of staff/team management experience 

	Experience in donor-funded project pursuit or fundraising in the development sector.
	Short listing and interview


	Qualifications
	Bachelor degree in relevant area – Social/International Development/Economics or Management 
	Postgraduate degree in Education, Development, Social Sciences, Arts or MBA.
	Short listing and certificates


	Submitted by
	May Abuhamdia
	Date
	Revised; 31 March 2014


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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