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	Job Description - Role Profile  




	Job Title
	Events and Administration Officer 

	Directorate or Region
	South Asia
	Department/Country
	Resources, Sri Lanka 

	Location of post
	Colombo 
	Pay Band
	Grade J/PB 3

	Reports to
	Assistant Manager Directorate/PA
	Duration of job
	Indefinite Contract

	Purpose of job:  
· To support travel and events team on a daily basis and ensure that compliance with British Council (BC) policies and procedures are maintained at all times
· Assisting with various administrative tasks as outlined in the role profile to support the Finance and Resources team   
· To build key contacts and maintain communications with external authorities, organisations and BC staff
Context and environment: (e.g. dept description, region description, organogram) 
British Council Sri Lanka is a vibrant operation delivering a high impact portfolio of projects in the areas of English, Education & Society and Arts. We have 22,000 members in our library which is the largest membership in the British Council global network and run two of the largest British Council Teaching Centre and Exams operations in the world.  
The travel and events team works closely with colleagues across the office at a local and a regional level. 
Accountabilities, responsibilities and main duties: 
· Raising purchase orders for international and local travel (for all British Council staff and official visitors), events (Regional and  local) and accommodation and follow up until payments are processed

· Ensure all vendor payments are prepared and processed on a timely basis as per financial control and compliance procedures
· Assist in  preparing and processing Resources related vendor payments (including HR and Facilities) on a timely basis as per financial control and compliance procedures 

· Monitoring payments made under temporary WBS and preparation of journal transfers in order to clear the temporary WBS 

· Assist in organizing both external and internal events including regional meetings and conferences

· Working on relevant documentation such as joining instructions, visa letters, invitation letters, workshop / conference material, invitations, etc. 

· Co-coordinating all vendor creations, amendments and deletions for British Council Sri Lanka

· Responsible for Invoice scanning and cheque dispatching of the Finance unit as per set guidelines

· Responsible for maintaining filing and following up on travel envelopes of the Finance unit as per set guidelines

· Acting for Assistant Manager Travel Services during absence 
Key relationships: (include internal and external) 
Internally

· Assistant Manager Directorate/PA
· Assistant Director Resources and Finance team
· Assistant Manager Travel and Events 

· All staff 
· Regional colleagues
· Global Service Desk (GSD) 
Externally

· Transport providers (international and domestic) – air, rail and road

· Supplier/ vendors/ institutes such as Hotels and providers of event management venues
· Other Suppliers/vendors

Other important features or requirements of the job (e.g. travel, unsocial/evening hours, restrictions on employment etc)
Occasionally the post holder may be required to work extra hours depending on the urgency of a job/task. (e.g. month end, year end, event deadlines)


	Please specify any passport/visa and/or nationality requirement.
	Sri Lankan citizen or in possession of a valid work visa to work in SL

	Please indicate if any security or legal checks are required 
for this role.
	Under our Child Protection agenda, the post-holder may be required to obtain a Police Report within 3 months of securing this job.


Person Specification

	
	Essential 
	Desirable 

	Assessment stage

	Behaviours 


	Only first three Behaviours will be used at the interview
Making it happen (essential)

Challenges self and others to deliver and measure better results

Working together (essential)

Establishing a genuinely common goal with others

Being accountable (essential)

Delivering my best work in order to meet my commitments

Creating shared purpose 

creates energy and clarity so that people want to work purposefully together

Shaping the future 

Looking for ways in which we can do things better

Connecting with others 

Integrates people of different backgrounds into teams in order to achieve business objectives


	
	Short listing & Interview

	Skills and Knowledge


	· Computing Skills (level 2)
· Communication Skills (level 1)

· Marketing and Customer Service (level 1)
	
	Short listing & Interview

	Other Skills
	
	Previous experience in Event Management 


	Short listing & Interview

	Qualifications


	G.C.E. A/L or equivalent qualification


	Basic /part qualification in accountancy 

	Short listing


	Submitted by

Line Manager


	Ruwani Fonseka

Assistant Manager Directorate/PA
	Signature & Date
	3 July 2014

	Post-holder


	 
	Date
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