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Customer Services Officer- Dhaka 
The British Council is the United Kingdom’s international organisation for educational opportunities and cultural relations. We operate in 110 countries. Our purpose is to create international opportunities for the people of the UK and other countries and build trust between them worldwide. 
We are highly committed to staff development and work life balance. 
British Council invites applications for the position of Customer Services Officer
Number of positions: Two
The successful applicant will be expected to:

· handle all customer enquires as per the defined British Council standards 
· register and enrol customers for the appropriate British Council service or activity

· provide a ‘meet and greet’ service welcoming all visitors, members, and customers

· update and collect data on customer transactions and ensure all enquiries are logged and statistics are maintained accurately.

· reconcile end of day revenue as per the prescribed financial process

· maintain high levels of positive interaction and information flow with and between various internal teams

· register or enrol customers for the appropriate British Council service or activity including Examinations Services, Resource Centre, Teaching Centre, Programmes, British Council SIEM, etc. 
And will have the following skills and experience:


excellent communication skills 
· sound computer skills in Microsoft Outlook, Word, Excel, and PowerPoint
· minimum one year of related customer service experience in a reputed organisation
· university graduation in any discipline  
We can offer:

· Monthly salary Tk 41,525.00 (consolidated) 

· Transport allowance of Tk 4,500.00 per month plus other benefits according to the organisation’s policy

· Professional development opportunities

· Experience of working in an international organisation and good work life balance.

Only shortlisted applicants will be contacted and called for interview. We will only shortlist applications submitted on a British Council application form. We will not respond to CVs.
To apply, please download the Role Profile and the application form from www.britishcouncil.org/bangladesh-about-us-jobs. Applications can be submitted electronically to dhaka.recruitment@bd.britishcouncil.org. Post title should be mentioned in the subject line of the email. 
Closing date: 4 June 2014 
The British Council is committed to a policy of equal opportunity and we are keen to reflect diversity at every level within the organisation. We welcome applications from all sections of the community.
The British Council believes that all children have potential and that every child matters - everywhere in the world. The British Council affirms the position that all children have the right to be protected from all forms of abuse as set out in article 19, UNCRC, 1989. 
