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Role Profile








Ref no: CH/PRG/RC/P2/01
	Job Title
	Library Executive 

	Directorate or Region
	Bangladesh 
	Department/Country
	Programmes – Library

	Location of post
	Chittagong 
	Pay Band
	2 (locally appointed)

	Reports to
	Library Officer 
	Duration of job
	Indefinite

	Purpose of job:  

· To deliver British Council Library services in Chittagong in line with the overall British Council Bangladesh Library strategy under the supervision and guidance of Library Officer. 

· To assist, and when delegated, lead on the implementation of events and activities. 

Context and environment: 
The purpose of the British Council is to create international opportunities for the people of the UK and other countries and build trust between them worldwide. As the United Kingdom’s international organisation for cultural relations and educational opportunities, the British Council works with public and private organisations across the world to build mutually-beneficial relationships.  The successful design and implementation of our programmes and projects are increasingly dependant on partnerships for income and impact. 

British Council Library in Chittagong (under the main library in Dhaka) is established and providing library services and activities from a partnership premises. Currently, it has two staff members and proving full range of library services.   

Accountabilities, responsibilities and main duties: 

· To provide support to Library customers (to help identify customers’ needs, provide professional advice and guidance on resources
· To organise orientation sessions for new members according to the  time table and in accordance with corporate standards 

· To ensure quality support to programmes team (English, the Arts, Education and Society), Exams and Teaching Centre for organising events in a coordinated way.
· To support in organising events for the Library and circulate the information to different departments as appropriate and send notices to facebook and other media so that the members and potential members are aware
· To participate in running activities at partner organisations 

· To visit institutions and corporate bodies monthly to promote Library membership and other activities of the Centre.

· To up to date information on our new arrivals and events are posted in our web page monthly.

· To support in ordering necessary resources for the library within the financial year.

· To perform all assigned administrative duties such as, but not limited to, - stock management, updating customer database, customer notice etc.

· To share knowledge among the team and with stakeholders

· Receiving and cash and registering members from the front counter of the Library.     
· To play a supporting role in all agreed areas of operational management (e.g. customer service excellence, events and visitor management, health and safety, the green agenda, equal opportunities, child protection, data protection and security)

· Support Resource Centre Officer to promote Book Reading Corporation in different places in Chittagong including Cox’sbazar.

· Monitor Satellite library based in cox’sbazar time to time with coordinator.

Key relationships: 
Internal: Library team in country and in region, members of the Programmes Team.
External:

· National Higher Education institutions, 

· Schools, focusing on English medium schools in Dhaka

· Local and international corporate bodies working in Bangladesh 

· Local and international libraries and organizations working in similar field 
· Potential corporate sponsors, foundations and government-funded sponsors 

· Chittagong Independent University as partner of the Library in Chittagong 

Other important features or requirements of the job
· The post holder will understand and make decisions which are affected by Equal Opportunity and Diversity (EO&D) legislation and policy. Additionally he/she will exploit opportunities brought by diversity and build them into all planning.
· The post holder will understand the importance of child protection and ensure polices 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 be required to work in shifts and may be required to take staggered offs. 
· The post holder occasionally may require working extended hours and/or working on weekends. 
· The post holder occasionally may require nation and/or international travel   



	Please specify any passport/visa and/or nationality requirement.
	Bangladeshi passport holder or must have existing right to work in Bangladesh

	Please indicate if any security or legal checks are required 
for this role.
	ID, local/international police record check qualification and reference checks are required for external candidates.


“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” 

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

Working Together –  

essential  level

Being Accountable –  

essential  level

Making it Happen –

 essential  level 

Behaviours not assessed during recruitment process

Shaping the Future- 

essential  level 

Connecting with Others– 

essential  level

Creating Shared Purpose –  essential  level
	
	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

See Core skills  for details
	Communicating and influencing (Level 1)

Using technology (Level 1)

Managing accounts and partnerships (Level 1)

Language skills: Excellent spoken and written English language skills. 
	.
	Short listing and Interview 


	Experience
	Minimum one year of experience services in a reputed organisation.
Experience of

working with

Children.
	Experience  of providing library services in a reputed organisation 

Experience of safe

planning,

organisation and

delivery of activities

for children.

	Short listing 
and/or Interview

	Qualifications
	A University degree 
	
	Short listing 

	Submitted by
	Recruitment team
	Date
	November 2014
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