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	Role Profile




	Job Title
	Resources Coordinator

	Directorate or Region
	Middle East North Africa
	Department/Country
	Resources / KSA

	Location of post
	Riyadh
	Pay Band
	H

	Reports to
	Resources Manager Riyadh
	Duration of job
	One year contract

	Purpose of job:  

To work as a member of the Resources Department to ensure smooth and efficient running of British Council resources and services which meet corporate standards. These include financial services and processes that meet corporate standards; facilities and HR services to support the operation in meeting country and regional objectives; as well as to maintain an appropriate working environment for staff and visitors, which is safe, comfortable and efficient and makes a positive statement about Britain and British Council to clients, customers and staff.  
Context and environment: (e.g. dept description, region description, organogram) 
The post holder will work as Resources Coordinator within the Riyadh Resources Team, reporting to Resources Manager Riyadh and working closely with the Riyadh Resources team.
Accountabilities, responsibilities and main duties: 
(including people management and finance)

Finance Admin (FABS 0S role) 

· Support the Resources Manager and ensure that all Finance related responsibilities are carried out as per the Essential Finance Framework.
· Responsible for payables
· Payroll 
· Receive and verify over the counter income and issue receipts to sub cashiers from different 

             departments (TC, Exams)

· Post cash journals for over the counter income and cheques received on FABS

· Prepare bank paying in slips and pay money into bank (income from Teaching Centre, Exams) and handle petty cash
· Responsible for keeping keys for office safe and for keeping cash, cheques and bank drafts in safe

· Prepare Teaching Centre refunds and ensure posting on FABS. Prepare refund cheques for Teaching Centre
· Courier Payments .

· Aged Debt Report - floating credits and debits

· DBT's GBP and AED to be emailed to staff for clearing

· Terminal Gratuity

· Lease and Pre paid Accruals
· To act as the main cashier by reconciling  with the Customer Services team and checking the cash desk for each   
· Checking credit Card.

· Create Purchase Orders

· Prepare & send cheque log to the HUB
·  Help exams team with Income Reconciliations and update the Excel spreadsheets 
· Gratuity and Final Settlement calculation for Permanent teachers 
· Provide support to RM for all finance related matters
General Administration 

Support RM with effective management of resources, including premises,  to meet corporate standards, ensuring health and safety standards, environmental standards and local legislation requirements are met. 
During Admin Coordinator absence helps in Admin issues.
General Administration

Support RM to ensure that facilities and fixed assets including office and staff premises, Security, maintenance services and equipment meet corporate standards

· Maintain and monitor stock of (accountable) office stationery and order as required, liaising with printers for locally printed stationery using British Council standards.  

· Maintain and update Business Continuity Plan (BCP) ensuring that responsibility of caring for disabled persons on premises is duly delegated.

· Undertake other general administration duties as requested by Resources Manager.

· Support Resources Manager to ensure officer services and supplier contracts are managed effectively.

· Support operational teams to obtain visas for staff /visitor arrivals. 

Key relationships: (include internal and external) 

Internal: British Council staff
External: Suppliers and Contractors
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Occasional Travel to other British Council offices in the KSA


	Please specify any passport/visa and/or nationality requirement.
	Valid resident permit (transferable) permitted to work in Saudi Arabia. Valid Saudi driving licence.

	Please indicate if any security or legal checks are required 
for this role.
	Criminal Records Check

Reference Checks

Child Protection Declaration

Finance declaration of interest


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Working together: (essential)

Establishing a genuinely common goal with others
Making it happen: (essential)

Delivering clear results for the British Council
Being accountable (essential)

Delivering my best work in order to meet my commitments
Creating shared purpose: (essential)

Communicating an engaging picture of how we can work together
 
	
	Interview 

Interview

Interview

Interview

	
	Shaping the future:
(essential)

Looking for ways in which we can do things better
Connecting with others: (essential)

Making regular opportunities to understand others better
	
	Required for the role but not assessed at application stage



	Skills and Knowledge
	Fluent written and spoken English and Arabic
Using Technology- Level 1

Communicating and Influencing – Level 1

Financial Planning & Management– Level 1

Managing accounts and partnerships– Level 1


	
	Aptis test (minimum score required by grade)
and Interview

	Experience
	At least 2 year experience in Admin and Finance role.
	SAP and Payroll Experience 
	Short listing 
and/or Interview

	Qualifications
	Admin/ Accounting Bachelor degree
	
	Short listing 


	Submitted by
	Motasim Osman
	Date
	February 2015
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