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	Job Title
	Regional Co-ordinator: Commonwealth Scholarship and Fellowship Plan (CSFP) 

	Directorate or Region
	Education & Society
	Department/Country
	Bangladesh 

	Location of post
	Dhaka
	Pay Band
	Band 4

	Reports to
	CSFP Regional Manager
	Duration of job
	Fixed term employment contract for 1.5 years

	Purpose of Job: To ensure the consistent delivery of services to support the Commonwealth Scholarship and Fellowship Plan (CSFP) across the whole of South Asia. These services will include both scholars and fellows pre-departure services as well as new services to support post-award alumni activity, and monitoring and evaluation. This will involve managing/coordinating support in 4 priority countries: Bangladesh, India, Pakistan and Sri Lanka, as well as represented countries, Malaysia and Mauritius.  

Context and Environment: The British Council has worked with the Commonwealth Scholarship Commission (CSC) for over 50 years and the Association of Commonwealth Universities (ACU) to support CSFP delivery providing scholars and fellows with pre-departure briefings and post-Award stages of the scholarship cycle overseas. The CSC draws on our overseas networks to support these services and to develop new activities to support overall project objectives.
The services the British Council provides are defined in a log frame with targets and milestones. The CSFP Regional Manager retains oversight and overall accountability for service delivery but requires full time support to ensure that priority and represented countries in the region are able to deliver to a consistent level and report accurately and in a timely manner. 

Accountabilities, responsibilities and main duties
Regional Responsibilities and Support

· To coordinate pre-award and alumni activity across the region in consultation with the CSFP Regional Manager

· To ensure that data entered into the programme online information sharing system Huddle is done accurately and in a timely manner and to ensure corrections are made as appropriate

· To ensure that CSFP finance data is posted correctly in South Asia and to chase and correct any mispostings on a monthly basis

· To ensure that South Asia countries are completing their alumni tracing spreadsheets accurately and submitting them on a monthly basis. 

· To support the CSFP Regional Manager in ensuring that staff working on CSFP in South Asia countries understand their roles and responsibilities, including any new staff members or temporary members of staff.

· To ensure that the CSFP Regional Manager is updated on delivery activity on a regular basis as agreed

Specific Country Duties
· To liaise with country staff on a regular basis to ensure all CSFP targets for Bangladesh are delivered according to the country plan

· To ensure that country budgets are managed and reported on appropriately on the British Council financial system, SAP.
· To liaise with the higher education and skills team to support other scholarship management. 

· To represent and promote British Council and CSFP at any country events as appropriate or through the media or publications

· To track scholars on return to home country,

· To monitor in-country media for alumni impact and collect good news stories 

Reporting and Working With the UK

· To provide a report to the UK  Project Delivery Manager on a monthly basis in consultation with the CSFP Regional Manager

· To work with the UK  Project Delivery Manager and Senior Project  Manager to develop and deliver an alumni work and communications plan in consultation with the CSFP Regional Manager

· To work with UK colleagues to develop a quarterly newsletter/e-bulletin on alumni activity in consultation with the CSFP Regional Manager

· From time to time reporting on Pre and Post awards services to the Commonwealth Scholarship Commission, UK
Internal
· UK CSFP Team (Commonwealth Scholarships Senior Project Manager & Project Manager and Contract Finance Manager)

· Regional teams   

External
 In-country stakeholders including 
· CSFP alumni

· British High Commission 

· Nominating Agencies (e.g. University of Grant Commissions )
· Commonwealth Scholarship Commission

· External Relations Committee and Monitoring and Evaluation Committee

· Association of Commonwealth Universities.  

Other important features or requirements of the job 
The remit includes coordinating delivery across a number of countries with events taking place across the region for which visits may be required for preparation and attendance.  

Training may be required for certain aspects of the job such as using SAP and impact reporting etc.



	Passport/visa and/or nationality requirement.
	Bangladeshi/Must be legally entitled to work in Bangladesh

	Security or legal checks required for this role.
	Standard pre-employment checks


The British Council is committed to a policy of equal opportunity and is keen to reflect the diversity of Bangladesh society at every level within the organisation. We welcome applications from all sections of the community. In line with the British Council's Child Protection policy, any appointment is contingent on thorough checks. In Bangladesh, and in other countries where appropriate systems exist, these include criminal records checks. 
Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 

Please see The Behaviours Dictionary for behaviour definitions and levels 
	Behaviours assessed during interview stage of recruitment process

Making it happen (More demanding)
 Being Accountable (More demanding l) 

Connecting with Others (Essential)
Behaviours not assessed during recruitment process

Shaping the future – Essential 

Connecting with others – More  demanding

Creating shared purpose-Essential

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

Behaviours to be assessed during the interview stage of recruitment are mentioned.


	Skills and Knowledge
	Excellent English language skills (e.g. IELTS level 7 or equivalent) 

Note that language assessment during the interview process will determine the level of English of all shortlisted candidates.

Core skills (please click here for details)

· Communicating and influencing (Level 2)

· Managing Projects  (Level 2)

· Managing People (Level 2)

· Using technology (Level 2)
	
	Short listing 
and Interview 

	Experience
	Minimum 2 years of experience of managing delivery of services. 

Experience of setting up new processes and start up. 

Planning and delivery of events to specific groups of people.
	Experience of managing services in the Higher Education educational context
	Short listing and interview

	Qualifications
	A university degree.
	
	Short listing 


	Submitted by
	Recruitment Team 
	Date
	April 2016
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