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	Role Title

	EA to the Global Director Strategy and Marketing


	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Business Support
	Payband 7
	London
	IDC
	Director Marketing Operations

	

	Role purpose

	This key role provides consistent senior administrative support to the Director Strategy and Marketing to ensure they are able to focus on strategic responsibilities in the most efficient and effective way. The role also provides general support to the other four senior managers in the Centre of Excellence for their travel and general administration needs.

	

	About us 

	The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.


	Strategic Business Unit overview:

	The Marketing Directorate’s aim is to shape our story, brand and relationships in the UK and globally. We create the frameworks, tools and culture that empower our colleagues to do the same. The team covers corporate strategy, global marketing, brand and communications, to ensure alignment of our work and stakeholder relationships in the UK.

The directorate engages with our work and our people at every level across the global network. Working in Marketing offers the opportunity to be close to key strategic development and decision making processes, and be part of a team which is helping to build the wider profile and brand reputation of the organisation. 

The post holder will be an integral part of the whole team, however they will primarily support the Director Strategy and Marketing. They will be highly organised, able to juggle competing priorities, able to work with senior stakeholders and interested in the activities of the Directorate. 



	Main opportunities/challenges for this role

	· The postholder needs to develop a strong knowledge of the British Council’s strategy and work, and demonstrate enthusiasm and interest for our work in the UK and overseas.

· The postholder will need to be flexible enough to be, on occasion, available at short notice to complete last-minute tasks and deal with unexpected matters.

· The postholder will be required to maintain an appropriate standard of confidentiality at all times.
· Where time is available and the appropriate opportunity arises, the postholder may have the opportunity to contribute directly to some project activity

	Main Accountabilities:

	Provide executive support to the Director Strategy and Marketing through:

Providing senior administrative support:
· Taking responsibility for the Director’s diary and commitments to ensure they are appropriately focused and time is prioritised, well-managed and balanced.
· Responsible for ensuring the Director is fully prepared in advance of all meetings, with the relevant documentation.
· The role also provides general support to the other four senior managers in the Centre of Excellence for their travel and general administration needs.
Oversee administrative and logistical support:
· Arranging meetings with external stakeholders and internal colleagues.
· Managing the Director’s correspondence (electronic and post) ensuring all communications are timely and support the British Council’s reputation, sourcing information and commissioning of drafts from colleagues where necessary.
· Records management, ensuring correspondence and documentation is filed, archived or shredded as appropriate, and stakeholder engagement records and tracking of meetings are overseen and updated.
· Oversee management of overseas engagement and travel ensuring visits have clear purpose and outcomes, including providing briefing documents and programmes, researching and preparing travel pack.

· Manage finances for the Director and assist in collecting, collating and publishing of EB members’ expenses. 
· Lead the Directorate approach to equality, diversity and inclusion, collating and reporting on activity and working closely with EDI representatives within teams.
Management of internal relationships

· Build and maintain effective relationships with internal teams and stakeholders, and develop understanding of the wider context of the British Council’s work and varying priorities in order to ensure smooth and efficient diary management and the flow of information, briefs and correspondence.
· Work closely with the team in the CEO & Chair’s office and help provide cover or ad hoc support where necessary

Management of external relationships 

· Build and develop relationships with external stakeholders including Board members and/or Trustees

· Represent the Director in terms of professional, yet approachable first point of contact

Communications
· Where necessary, assist with the Director’s external and internal communications, including the updating of information on both internal and external websites.
Delivery of small scale cross-departmental projects
· Available to provide extra resource to other departmental teams as and when required.  

	Key Relationships:

	Internal
· CEO & Chair
·  Board of Trustees and Secretary to the Board
· Executive Board and Management Board and their Executive Assistants
· Senior colleagues across the organisation
External

· Senior government and sector stakeholders and their offices

· Stakeholders in Scotland, Wales and Northern Ireland


	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	UK passport holder or right to work in the UK without restriction
	Shortlisting

	Direct contact or managing staff working with children?
	No


	N/a

	Person Specification:
	Assessment stage

	Role Specific Knowledge & Experience

	Essential
	Desirable
	Assessment Stage

	Skills and Knowledge
· Excellent communication skills, both verbal and written. Writes clearly, in a style suited to purpose and with the needs of the reader in mind.

· Proficient use of Microsoft Office tools, specifically Outlook.

· A high level of organisational and administrative skills – able to prioritise multiple tasks and deadlines and has good attention to detail.

	
	Shortlisting and Interview

	Role Specific Skills 
	

	           Essential
	               Desirable
	Assessment Stage

	Experience
· Proven track record of proficient office administration in busy and complex environments, prioritising multiple tasks and deadlines.

· Experience of working effectively with individuals at all levels (critically senior managers), both internally and externally.

· Holding people to account – in eliciting responses

	
	Shortlisting and Interview

	British Council Core Skills
	Assessment Stage

	Communicating and influencing (Level 2): Relates communications to circumstances

· Displays good listening, writing and speaking skills, setting out logical arguments clearly and adapting language and form of communication to meet the needs of different people/audiences.
Planning and Organising (Level 2): Plans ahead

· Organises own work over weeks and months, or plans ahead for others, taking account of priorities and the impact on other people.
Managing Finance and Resources (Level 2): Uses financial systems and processes
· Uses corporate financial systems and processes appropriately as part of the job and on behalf of a team.

	Shortlisting and Interview

	British Council Behaviours
	Assessment Stage

	Working together (more demanding): 

· Establishes effective ways of working together
Connecting with other (more demanding):

· Interacts with other openly and honestly and is approachable
Being accountable (more demanding):

· Meets commitments and takes personal responsibility for the results

Making it happen (more demanding

· Delivering clear results for the British Council


	Interview

	Prepared by: 
	 Date:

	Christopher Wade, Director Marketing
	 January 2019
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