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	Job Title
	Head Human Resources

	Directorate 
	Bangladesh
	Department
	Human Resources

	Location of post
	Dhaka, Chittagong or Sylhet
	Pay Band
	7 

	Reports to
	Director Bangladesh 
	Duration of job
	Indefinite 

	Purpose of job
To provide HR leadership to the British Council Bangladesh operation.

To ensure that overall HR operation is delivered in all offices across the country in compliance with the British Council global policy and standards, and also in compliance with local law. 
To ensure that HR function is working as strategic partner with businesses and helping them to achieve their business objectives.   

Context and environment
The British Council is well-established in Bangladesh having opened its first office in 1951. This is a large, high priority British Council operation, part of the South Asia region, which has seven offices in three cities.

The aim of the HR team is to work as a business partner for the whole operation across the country. The capacity of the HR team has recently been strengthened to help achieve this ambition along with clear business benefit for the operation as well as to ensure high standards in compliance with the organisation’s policies and procedures.

The HR team, which consists of five people, plays a key role in ensuring we have the right people, in the right place, at the right time in the operation. This is achieved by ensuring quality focused, innovative work in recruitment, performance management, learning and development, talent management, compensation and benefits and data analytics, while upholding British Council values and adhering to principles of equality, diversity and inclusion. 

Key responsibilities
· Provide overall HR leadership to the country operation and ensure that the HR operation is delivered in line with corporate policies and standards as well as in compliance with local law. 

· Ensure that HR services including recruitment, staff development, induction, day to day HR etc. are delivered consistently in all offices across the country.

· Provide strategic HR guidance, advice and support to the country Senior Leadership Team (BSLT).

· Lead on the development of HR policies and procedures and ensure that all HR policies and employee Terms and Conditions of Services (TACOS) are reviewed and/or updated on a regular basis 

· Ensure that global and regional reward principles are implemented and employee pay and benefits are competitive with the market.

· Provide guidance and advice to managers on disciplinary and grievances issues. 

· Work with BSLT to ensure a high level of employee engagement.

· Work with regional and corporate HR teams to ensure consistency is maintained and any new initiatives are implemented effectively.
· To assist and lead different HR change projects when required in the operation.

· Assist with the development of the capacity and capability of Strategic Business Units (SBUs) in order to achieve their targets and objectives.

· Work with identified teams as HR Business Partner.  

· Lead on the development of workforce planning. 
· Monitor staff costs and headcount at all times and provide updates to BSLT and advice on achieving efficiency as required 

· Lead on a range of HR initiatives like talent management and succession planning, HR bench marking etc. 

· Oversee payroll management and management of the HR budget. 

· Develop strategic HR reports to inform BSLT strategic decision making. 

· Manage the HR team.   

Key relationships
Internal

Regional HR Business Partners
Corporate HR

HR colleagues in other countries  

In country Senior Leadership Team and all staff.

External

HR community
Recruitment agencies
Other important features or requirements of the job 

· The post holder will understand and make decisions which are affected by our Equality Diversity and Inclusion policy. Additionally s/he will exploit the opportunities brought by diversity and build them into all planning. 
· The post holder will understand the importance of child protection and ensure that policies and processes are in place to offer maximum protection of young people at all relevant events and venues and ensure compliance with BC Child Protection policies.
· The post holder will need to be flexible in terms of occasional national and international travel, and weekend and evening work.


	Please specify any passport/visa and/or nationality requirement.
	Bangladeshi/Must be legally entitled to work in Bangladesh

	Please indicate if any security or legal checks are required 
for this role.
	For external candidates standard pre-employment checks including criminal record check. 


“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” 

“The British Council is committed to a policy of equal opportunity. Our policy aims to ensure that no job applicant or employee receives less favourable treatment on the grounds of gender, age, disability, ethnicity, religion or marital status. We guarantee an interview to disabled candidates who meet the essential criteria” 

 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

Connecting With Others- Most demanding 
Being Accountable- Most demanding 
Making it Happen- More demanding
Behaviours not assessed during recruitment process

Creating Shared Purpose- More demanding
Shaping the Future- More demanding
Working Together- More demanding
	
	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 written and spoken communication skills both in English and Bangla. 

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

Track record of building effective relationships with business leadership teams and managing a range of complex internal and external stakeholders in the delivery of high quality and effective professional HR services.

Able to demonstrate experience of leading the successful implementation of HR change projects.
Knowledge about HR analytics and the use of HR big data. 
Core skills (please click here for details)

· Communicating and Influencing (Level 4)

· Planning and Organising (Level 3)

· Analysing Data and Problems (Level 3)

· Managing Risk (Level 3)

· Managing People (Level 3)
· Managing Projects (Level 3)

· Managing Finance and Resources (Level 3) 

	
	Short listing 
and Interview 

	Experience
	At least 5 years work experience and proven track record of Human Resources Management and 3 years in a similar role.
Significant HR business partner experience in an international context working across multiple business streams.
Strong HR generalist experience well versed in all areas of HR from talent and performance to reward. Very good knowledge and understanding of all areas in HR. 

 
	Working in both public and private sector organisations.
Experience of delivering strategic workforce planning for an organisation.

Experience of working in a matrix management structure.


	Short listing 
and Interview

	Qualifications
	Masters level qualification.  
	Professional qualification in HR
	Short listing 


	Submitted by
	Recruitment team 
	Date
	May 2016
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