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	Role Title

	Programmes Officer


	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Partnerships
	4/H
	Kigali
	1 year, with possible extension by mutual agreement.
	Programmes Manager

	

	Role purpose

	To support the direct and indirect delivery of a portfolio of country and regional education, society, arts and English projects, increasingly through partnerships within Rwanda, the region and/or UK. All programmes are designed to meet both the British Council’s core strategic objectives as well as partners’ expectations, at all times working to the high standards required in terms of partnership / stakeholder management, financial procurement compliance, and management of all event and training resources.

	

	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.


	Geopolitical/SBU/Function overview:

	British Council Rwanda has its office in Kigali, but we work across Rwanda to create international opportunities in Education, Society, English and the Arts and to forge positive links between the people of the UK and Rwanda.  British Council Rwanda has a small, but flexible team of a Programme Manager and Programme Officers led by the Country Director to deliver our portfolio of projects in Education and English. 

The Programmes Officer will work across projects which encompass the Education, Society, Arts and English SBUs, and in support of the Programmes Manager. The Programmes team will be key to ensuring an increase in the impact of our work with partners, and will help put a new focus on partnership income generation through CSR/ FCR/ donor-funded projects, as well as working on grant-funded activities.

The British Council creates international opportunities for the people of the UK and other countries and builds trust between them worldwide. In all that we do the British Council acknowledges our duty of care to ensure a healthy and safe place to work for our staff, customers and visitors. We aim to achieve this through compliance with the safety laws in each of the countries in which we operate. We aim, where practicable, to follow UK standards, guidance and codes of good practice where these offer enhanced standards of health and safety.

The British Council recognises that we have a fundamental duty of care towards all children we engage with including a duty to protect them from abuse. We achieve this through compliance with UK child protection laws and relevant laws in each of the countries we operate as well as by adherence to the United Nations Convention on the Rights of the Child (UNCRC) 1989.

Our Equal Opportunity Policy commits us to ensuring that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of age, disability, gender including HIV/AIDS status, marital status including civil partnerships, pregnancy and maternity, political opinion, race/ethnicity, religion and belief, socio-economic background, spent convictions, trade union activity or membership, work pattern and on the basis of having or not having dependants or any other irrelevant grounds.

We guarantee an interview to candidates living with disability who meet the essential criteria.

Candidates with special needs should please ask us for this information in alternative formats.

All employees of the British Council must adhere to the Corporate Health & Safety, Equal Opportunity & Diversity and Child Protection policies and the Code of Conduct.



	

	Main Accountabilities:

	

	· All will be in line with our Equal Opportunities and Diversity, Child Protection and other over-arching corporate policies

· General Project/Programme planning and delivery of project outputs as per contract with partners: Deliver high quality project activity and events, working with partners and stakeholders in order to meet global, regional and country plans. 

Partnerships: 

· Deliver projects in accordance to business need, ensuring compliance with all donor/partner and corporate standards.

· Deliver projects to agreement and proactively manage partners through positive communication to ensure that projects maintain positive, mutually beneficial relations. 

· Monitoring & Evaluation, Database Management: 

· Plan and implement questionnaire surveys, including Scorecard, and collate, analyse and report on the results as/when required

· Maintain an accurate and up-to-date database of contacts engaged within the portfolio of projects 

· Prepare case studies & compelling impact stories that can be used in evaluation of long-term, sustainable  outcomes and personalisation of project impacts

· Ensure that agreed project targets are met (or exceeded) 

· Equality, diversity and inclusion and Child Protection standards

· Support the Programmes Manager Rwanda to ensure that project delivery and activities reflect British Council EDI policy.

· Ensure that Child Protection policy and Child Safe standards are followed and maintained for all relevant projects, and all specific aspects within projects

Marketing and Communications: 

· Deliver the agreed marketing and communications project outputs

· Work with agencies to ensure that promotional and branded materials meet branding standards 

· Manage content of publications of various projects



	Key Relationships:

	Internal:   
Programmes team, Business Support Services, Country Director, Regional Projects team and Global Service Desk

External:  
Donors/implementing partners; Media partners (to maximise the reach and impact of products and services through multiple channels, including publishing, websites and broadcast media as appropriate); Potential new clients, partners and other stakeholders and delivery of sponsorship (CSR) opportunities  

	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Right to work and live in Rwanda
	Shortlisting

	Direct contact or managing staff working with children?
	Yes/No


	N/a

	Notes
	 Occasional unsocial hours, weekend work, flexible working, availability to travel when required for project support; possible international travel for training/work
	

	Person Specification: 


	Assessment stage

	Language requirements 


	Essential
	Desirable
	Assessment Stage

	Good written and spoken English 
and Kinyarwanda (Minimum CEFR rating B1 in English required – Assessed pre - interview through taking an Aptis test)
	
	Shortlisting

	Qualifications

	Essential
	Desirable
	Assessment Stage

	· First Degree in a related discipline  
	
	Shortlisting

	Role Specific Knowledge & Experience

	Essential
	Desirable
	Assessment Stage

	Previous proven experience of working to support multi-partner funded projects, and a range of outsourced partners 

Experience of working to tight deadlines and targets, giving close attention to detail throughout
	Experience in event planning & management 

Previous work on Education, English language, Society or Arts-related programmes

	Shortlisting and/or interview

	Role Specific Skills 
	

	           Essential
	               Desirable
	Assessment Stage

	Understanding  of ICT tools and media 
	Knowledge of SAP or another finance planning/procurement/ reporting systems an advantage
	Shortlisting and/or 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.

Managing Projects level 2

Analyses project data

Examines project data and performance, reporting on progress and recommending corrective action as needed.

Finance and Resource Management 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.
Commercial & Business Development level1

Reviews data

Applies a range of standard analytical techniques to support business development – e.g. pricing tools, revenue tracking, monitoring sales prospects, audience figures or profit margin.

Account and Partnership management level1

Supports account management level 1

Able to research business issues and contacts in stakeholder and potential partner organisations to support account management and business development.
	Shortlisting and/or Interview

	British Council Behaviours
	Assessment Stage

	Creating Shared Purpose (More Demanding)  

Creating energy and clarity so that people want

to work purposefully together 

Connecting with others (Essential) 

making regular opportunities to understand others better

Shaping the Future (Essential) 

Looking for ways in which we can do things better

Working together (More Demanding)

Ensuring that others benefit as well as me
	Shortlisting and/or Interview

	Prepared by: 
	 Date:

	Brian Young/Country Director
	19 October 2017
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