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	Job Title
	Project Coordinator – PRODIGY (Promoting Democratic Inclusion and governance through Youth)

	Directorate or Region
	Bangladesh
	Department/Country
	Programmes

	Location of post
	Dhaka 
	Pay Band
	H

	Reports to
	Project Manager - Society
	Duration of job
	Fixed Term (2 years)

	Purpose of job:
To work in the project called PRODIGY (Promoting Democratic Inclusion and governance through Youth),it develops the knowledge and skills of young people to engage the wider community through volunteer activities, including youth club activities, theatre performances, internships with local government, community radio programs and public dialogues, creating platforms and channels to ensure that the wider community has access to government information. 

· To support the Project Manager-Society in the design, implementation and monitoring and evaluation of the PRODIGY project (Promoting Democratic Inclusion and governance through Youth) in Bangladesh. 
· To assist, and when delegated, lead on the implementation of events and activities. 

· To assist in running the PRODIGY project  budget  

Context and Environment: 
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 is increasingly dependent on partnerships for income and impact. 
The aim of PRODIGY (Promoting Democratic Inclusion and Governance through Youth), is, over 21 months, to increase peaceful civic participation in local governance in Bangladesh by empowering youth.
PRODIGY is a very high profile project to be implemented with local partners with duration of 21 months.
Accountabilities, Responsibilities:

 
Accountable to the Project Manager Society and responsible for:
· assisting with the implementation of the PRODIGY project

· liaising with British Council colleagues, young Bangladeshi leaders and Civil Society partners  

· supporting the Project Manager in delivering training, field visits and events for the project    
· as directed, supporting Project Manager in planning, delivery and evaluation of events and activities to achieve the required impact
· assisting the Project Manager in the preparation of external communication PRODIGY project to support impact and reach
· assisting the Project Manager in the running of the PRODIGY budget, spend and profiling 
Main Duties: 

· To provide logistic support to events in the PRODIGY project ensuring purchase orders, invoices and good receipts are done on time
· To meet internal reporting and monitoring deadlines through collection of data from the fields

· To liaise with colleagues, trainers/facilitators and Civil Society partners 

· To contribute to the development of project related materials such as training modules, success stories, promotional and digital contents 

· To identify and report on risks related to the delivery of projects

· To liaise with contacts in partner organisations and other suppliers  

· 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)

· To support the financial administration of project activities using British Council’s SAP-based financial and business system (FABS)
Key relationships: 
Internal: Members of the Programmes Team, British Council  Global and Regional Society colleagues  
External:  Major actors in Bangladesh Civil Society/NGO sector, Youth empowerment, Government Ministries and other Departments relating to PRODIGY programme.
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 polices.
· The post holder will need to be flexible in terms of national & international travel and weekend and evening work.

	Please specify any passport/visa and/or nationality requirement.
	Bangladesh / Must be legally entitled 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 The Generic Skills Dictionary for details
	Project and Contract Management (L1)

Financial planning and management (L1)

Language skills: Spoken and written English language skills (IELTS level 6)


	Knowledge of the Bangladesh Civil Society/NGO sector 
	Short listing and Interview 

	Experience
	Two years’ relevant experience
	Work experience in the Civil Society/NGO sector will be preferred
	Short listing 
and/or Interview

	Qualifications
	A University degree 
	
	Short listing 


	Submitted by
	Recruitment team
	Date
	September 2014
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