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	Role
	Pay Band
	Location
	Duration
	Reports to:

	Human Resources Officer  
	Grade J
	Colombo/ Sri Lanka
	Fixed Term 
(12 months)
	Manager HR

	Role purpose

	To provide HR administrative/operational support as defined in the agreed duties in relation to assigned Strategic Business Unit (SBU) staff and act as first point of contact with reference to basic HR requests/services for SBU staff.


	About us 

	The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.



	Geopolitical/SBU/Function overview:

	British Council in South Asia Region
South Asia, with a population of around 1.8 billion people, is one of the most diverse and dynamic parts of the world and is characterized by continuing economic growth.  There is a strong demand for recognised education and English language skills, and an interest in many countries in exploring how creative, open and transparent societies can lead to greater prosperity.

We have operations in high-growth developing economies of India, Pakistan, Bangladesh, Sri Lanka, Nepal, and Afghanistan. Our annual turnover across these markets is more than £175 million and our employee population is approximately 1800. Each of our country offices are headed up by a Country Director, and supported by shared functions for human resources, finance and marketing which support all businesses.

 

British Council in Sri Lanka
In Sri Lanka, British Council is a vibrant operation delivering a high impact portfolio of projects under the larger English and Education program. Additionally, we have approximately 25,000 members in our libraries, the largest membership in the British Council global network and run two of the largest British Council Teaching Centres and Exams operations in the world.



	Main Accountabilities:

	Recruitment, onboarding and induction:

· Advertising, scheduling/co-ordinating job interviews, attending to all related documentation, managing the e -Recruitment system for country appointed (CA) staff (i.e. developing/uploading up to 5 templates per recruitment as required, extracting applications and pre-screening, preparing the shortlisting template, scheduling interviews including preparing interview document pack, update e-recruitment system, scanning all recruitment documents as per retention policy, setting up feedback session for internal candidates, attending to final recruitment documentation, process recruitment related payments, updating local recruitment database). 

· Scheduling interviews, attending to HR documentation, checking time and attendance sheets, preparing documentation/liaising with temporary agencies and processing payments for temporary/outsourced staff. 

· Scheduling induction programmes i.e. liaise with SBU leads/line managers to ensure that all stages of the induction checklist (tasks to be done before new staff joins, sessions on first day, first week throughout the first three months including job specific briefings, on-line training) are received by new staff, follow up with line managers/staff, complete induction checklist and forward for filing) and compiling feedback for improvements.

· Compiling details for staff identity cards and ensuring issue of ID cards liaising with IT Unit and service provider for all categories of staff/vendors (e.g. including special access for relevant staff, temporary/outsourced staff, janitorial, security, canteen, TC invigilators/placement test staff, CELTA trainers and trainees, visitors, premises contractors) including of processing relevant payments (i.e. taking photos, compiling staff details for printing, activation and de-activations, follow ups).  

HR database management 

· Administration of e-HRM system - creating the initial master employee records for new staff (i.e. registering thumb impressions, populating the master record, setting up leave records) and updating existing staff master records on staff movements and attending to end of year leave transfer process on e-HRM system.

· Administration of day-to-day e-HRM system – e.g. updating time and attendance details, line management changes, processing reports and attending to basic trouble shooting and any other day-to-day e-HRM updates.

· Key responsibilities for maintaining/updating staff statistic databases (i.e. HR dashboard, organisation charts, all staff lists, all data related returns to region/HQ, BCP data and updating relevant databases for new comers). 

· Update the salary handover sheet to reflect any staff changes.

      HR documentation and personal file record keeping
· Preparing and compiling of HR documentation (i.e. appointment letters, additional & higher responsibility allowance, resignation acceptance, service letters, L&D applications, performance management documentation).

· Attending to salary letters and employment confirmation letters as per the agreed timelines.
· Attending to probation and contract extension follow ups and preparing probation confirmation and contract extension letters.

· Attending to all HR filing (i.e. staff personal files, legal files any other confidential filing)

· Handling all functions of EPF (Employer’s Provident Fund)/ETF (Employer’s Trust Fund) schemes and ensuring relevant documentation are filed (i.e. registrations, claims, loan documents, coordinating amendments of data, all relevant letters, statements distributed to staff, scanning and e-filing).

· Compiling HR related documentation in line with all audit requirements (i.e. EDI; Equality, Diversity and Inclusion, Child Protection, Health & Safety, Finance, Exams, HR) and ensuring that all relevant files are up to date. 

Exit/resignation process

· Following up on the Resignation Checklist liaising with relevant managers and preparing final payments  

· Handling ex-staff queries, preparing EPF/ETF claim documentation and service letters.

Staff medical insurance 

· Acting at first point of contact for staff and liaising with medical insurance service provider/consultant attending to queries, claims including reimbursement of spectacle claims, data amendments/updates, attending to insurance cards and all related payments.   

· Processing OT, holiday pay, travel claims, updating bank details, loans & bond documents (including raising POs), medical allowances, writing scripts/translations payment, (i.e. updating attendance records, attending to calculations based on rosters/shifts, follow up with budget/line managers for updates and approval, updating OT summary sheets, compile the final report for salary input).
· Scheduling/organising all staff learning and development arranged through HR Unit, updating mandatory training statistics, send follow ups to staff and maintaining L&D records.

· Assist in EDI (Equality, Diversity and Inclusion), Health & Safety and Child Protection activities.

· Completing any other projects/assigned tasks within agreed deadlines.

All above accountabilities, duties and responsibilities should comply with standards and guidelines incorporated in the Global Policy Framework (e.g. Code of Conduct, Global Policy Statements, Child Protection (CP), Equality, Diversity and Inclusion (EDI), Information Knowledge Management (IKM), ICT standards (e.g. Acceptable Usage of IT standards).



	Key Relationships:

	Internal

· Assigned SBU staff
External

· Labour Secretariat, Central Bank, Recruitment agencies, Outsourcing agencies, Insurance provider

	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Sri Lankan citizen or in possession of a valid work visa to work in Sri Lanka

	Shortlisting

	Security or legal checks required for this role

	Under our Child Protection agenda, the post-holder is required to obtain a Police Report prior to appointment, clearances on three reference checks, three forms of identification and original qualifications
	Shortlisting

	Person Specification:


	Assessment stage

	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	G.C.E. A/L or equivalent 


	A professional qualification in HRM
	Shortlisting

	Role Specific Knowledge & Experience

	Minimum / essential

· Six months to 12 months work experience/completion of an internship
	Desirable

· Prior experience in HR database management, HR Operations
	Assessment Stage

Interview


	Role Specific Skills (if any)
	Assessment Stage

	Knowledge in MS Excel, MS Word is desirable
	Shortlisting and Interview

	British Council Core Skills
	Assessment Stage

	Core Skills:

· Communicating and Influencing (L1):

Communicates clearly & effectively: Listens to others and expresses self clearly, with grammatical accuracy and awareness of a diverse audience in speaking and writing. 

· Planning and Organising (L1):

Is methodical: Able to plan own work over short timescales for routine or familiar tasks and processes.
· Using Technology (L2):

Operates as a basic user of information systems, digital and office technology: 
Able, with adjustments if necessary, to use office software and British Council systems to do the job and manage documents or processes.


	Shortlisting and Interview

	British Council Behaviours
	Assessment Stage

	· Connecting with others (Essential)

Making regular opportunities to understand others better

· Working together (Essential) 
Establishing a genuinely common goal with others

· Making it happen (Essential)

Delivering clear results for the British Council

Behaviours not assessed during recruitment process 
· Connecting with others (Level - essential) 
· Creating shared purpose (Level – essential) 
· Shaping the future (Level – essential) 


	The position holder will be required to demonstrate all six behaviours, on the job. These will be assessed during year end performance evaluations.   
 


	Prepared by: 

Manager HR
	Date: 
March 2019


www.britishcouncil.org	
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