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	                                                               Role Profile 


A. JOB DESCRIPTION





	Job title, reference number and location
	Executive Officer

Based in Lahore

LHE/B/05/1516

	Strategic Business Unit
	Directorate
	Country, region
	Pakistan, South Asia

	Reports to
	Director Punjab
	Pay band
	4- Salary: PKR 62000

	Reports to
	Indefinite contract of employment

	PURPOSE OF JOB 
To provide support to:

· The Punjab Area Director and the wider Directorate

· The HR Manager in Lahore, and where appropriate, national HR team

· To liaise with relevant colleagues in the Business Support Services team
CONTEXT AND ENVIRONMENT
Team Structure

Executive Officers also exist in Karachi and Islamabad with roles similar to this position.
ACCOUNTABILITIES, RESPONSIBILITIES AND MAIN DUTIES
· Support the Area Director for Punjab by coordinating travel arrangements, appointment scheduling and correspondences of the Area Director

· Work independently or with the Executive Officers in Islamabad and Karachi to manage events, visits etc. 
· Support the Business Support Services team in terms of security, procurement, administration and logistics

· Support the HR Manager in Lahore, and where required, the wider HR team to manage personnel data, recruitment exercises, training activities, inductions and exits
· Providing visa support to staff and visitors for Lahore

KEY RELATIONSHIPS
The post holder will be working to manage the following key relationships:

· Director Punjab
· External visitors and stakeholders as and when required by the Area Director Punjab

· Area Directors in the Islamabad and Karachi offices

· Country Director Pakistan

· Executive Officers in other offices

· HR Manager Lahore and the wider HR team
· Business Support Services team including Director Business Support Services, Head of Security, Manager Premises and Facilities Lahore, Administration Officer Lahore, Procurement Officers etc.

OTHER IMPORTANT FEATURES OR REQUIREMENTS OF THE JOB 
The post holder is required to occasionally work unsocial hours

	Passport/visa and/or nationality requirement.
	Right to work in Pakistan

	Security or legal checks required for this role.
	Comprehensive background check


B. 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 
Being Accountable- essential 
Making it Happen- essential  
Behaviours not assessed during recruitment process

Shaping the Future- essential 
Connecting with Others- essential  
Creating Shared Purpose- essential 
	
	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
	Communicating & Influencing (L1) 

Listens to others and expresses self clearly, with grammatical accuracy and awareness of a diverse audience in speaking and writing. 
Planning and Organising (L2)

Organises own work over weeks and months, or plans ahead for others, taking account of priorities and the impact on other people.
Managing People (L1)

Provides support to less experienced members of the team and is aware of individual differences. Helps colleagues perform tasks and use systems and processes.
Managing Finance and Resources (L2)

Uses corporate financial systems and processes appropriately as part of the job and on behalf of a team.
	Using Technology (L1)

Able, with adjustments if necessary, to use office software and British Council systems to do the job and manage documents or processes 


	Shortlisting, Test and Interview

	Experience
	
	One year of relevant experience 
	Shortlisting and/ or Interview

	Qualifications
	14 years of education
	Masters in Business Administration
	Shortlisting and/ or Interview
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