	[image: image1.png]@@ BRITISH
@®® COUNCIL




	                                                               Role Profile 


A. JOB DESCRIPTION





	Job Title
	Human Resources Manager 
	Job Reference Number
	KHI/B/006/1415

	Directorate or Region
	Pakistan, South Asia
	Department
	Human Resources

	Location of post
	Karachi 
	Pay Band
	6- PKE 120,000

	Reports to
	Director Human Resources
	Duration of job
	Permanent contract of employment

	PURPOSE OF JOB 
· To oversee implementation and monitoring of British Council Performance Management cycle across teams in Pakistan

· To support the Director HR in providing expert HR advice and support to managers in Karachi on Learning and Development (L&D), Performance Management, Compensation and Benefits, Terms and Conditions of Service (TACOS), Equal Opportunity & Diversity (EO&D), and staffing

· To support development and monitoring of HR systems, policies and procedures across British Council offices in Pakistan

· To support implementation and monitoring of British Council Compensation and Benefits policies

CONTEXT AND ENVIRONMENT

Team Structure

This position is part of a larger team of Human Resources. The post holder will be reporting to the Director HR, have peer positions in other offices of British Council. The position holder may also be required to work on a daily basis with the Area Director Karachi and Business Support Services. 

ACCOUNTABILITIES, RESPONSIBILITIES AND MAIN DUTIES

· Provide guidance to staff in understanding the performance management cycle and active engagement in the process

· Ensure maintenance of appropriate structure, numbers and skills in teams (staffing profile) to enable the business to meet its goals and objectives 

· Support Director HR in providing guidance and resolving HR issues regarding Compensation & Benefits encountered by colleagues on an on-going basis

· Support Director HR in providing guidance on Compensation and Benefits policy and procedures in line with best practices and market dynamics in Pakistan

· Assist staff in understanding of the relevant HR policies and procedures and knowledge of where to obtain guidance on them

· Create awareness of the development opportunities especially in areas of Performance Management  available to staff within the organisation for both individual and business growth 

· Oversee induction of newly appointed staff and provide support to managers with the exit process and performance management where required in Lahore

· Maintain Personnel files and staff records in Karachi
KEY RELATIONSHIPS
The post holder will need to develop successful relationships with:

· All staff across teams and offices in Pakistan

OTHER IMPORTANT FEATURES OR REQUIREMENTS OF THE JOB 
Occasional travel within Pakistan for HR meetings and events

	(Please specify any passport/visa and/or nationality requirement.
	Right to work in Pakistan

	Please indicate if any security or legal checks are required for this role.
	Local police verification 


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
Connecting With Others –    

More demanding level 

Being Accountable–              

More demanding level
Working Together –            
Essential level 

Behaviours not assessed during recruitment process
Creating Shared Purpose-               

Essential level 

Shaping the Future –            

Essential level 

Making it Happen –           

More demanding 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
	Communication skills 

Excellent written and spoken communication skills both in English and Urdu

· Understanding purpose (L2)

· Understanding the audience (L2

· Understanding tools and media(L2)

· Knowledge sharing (L2)

Computer skills 

· E-learning (L2)

Human resource management 

· Resourcing  (L1)

· People and Performance (L2) 

· Development (L1)
	Other Skills: 

Networking and Influencing Skills 

Strong Negotiation Skills

Strong and Proven Analytical Skills

Working knowledge of HR policies and procedures relating to the management of staff

Knowledge of local labour and employment laws and Compensation and Benefits market trends 


	Short listing, Test
and Interview 

	Experience
	One year relevant experience
	Experience of  compensation and benefits
	Short listing 
and Interview

	Qualifications
	14 years of education
	MBA with Majors in HR

Relevant professional qualification 
	Short listing 


	Submitted by
	Recruitment Team
	Date
	July 2014
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