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	Role title

	Office Coordinator





                         Ref: OC 05-19

	Role information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Full-time
	H 100% 
	Budapest, Hungary
	Fixed term (for 2 years) renewable
	Country Director Hungary

	

	Role purpose

	The Office Coordinator oversees finance and HR administration, premises management and onsite IT support to remote teams. The post holder also co-ordinates necessary action with regional teams and colleagues within EU region.  

The Office Coordinator is expected to provide effective and efficient administrative / finance support in order to achieve smooth, efficient and effective running of the operation, as well as to perform the Business support staff role in SAP.

	

	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 Hungary is part of the North-East cluster of countries within the EU Region. This is led by Poland and covers the three Baltic States and the three Central European countries – Czech Republic, Slovakia and Hungary. Teams in Hungary work closely with the Poland hub and colleagues in Bratislava and Prague.
Budapest is a small operation, focussed on the teaching of English, delivery of UK qualifications and project work covering Education, Arts and Society. Approximately 18 contract staff, a further 20 freelance teachers and a large number of Exams freelance staff work out of Budapest and one regional post is based here. 


	Main opportunities/challenges for this role

	· The job requires the ability to work successfully across the whole office, responding to needs of colleagues. This can require careful prioritising and handling and an ability to connect well with others and offer high levels of internal customer service.
· The postholder will need to balance the different demands of the role – from the practical aspect of fixing basic IT and maintenance issues to the concentration required to work on routine finance tasks on the computer.

	Main accountabilities

	Finance: Dealing with payments to vendors, contracts with suppliers, cash journals, banking:
· Invoice payments – every goods receipt invoice must be invoice receipted; all invoices to be processed, stamped and filed; 

· To deal with invoices related to the back office and rental payments;

· To deal with all issues regarding payments (payments to vendors, provide support to vendors, blocked invoices, double payments);
· Purchase order management – responsible for all premises and IT related purchase orders and to support other staff members with the full cycle of procurement, from vendor creation to payment;

· Contract Management – maintain an accurate central repository for contracts, undertaking periodic reviews and ensure that all contracts contain the mandatory British Council clauses on Equality, Diversity and Inclusion (EDI), Child Protection and Data Protection (to meet GDPR requirements);

· To act as first point of contact for the bank download daily bank and credit card statements;
· To help the office staff with issues related to partner-to-partner process and travel claims;

· To deal with overseas IT Hub support Global Service Desk (Delhi).
Premises management support:

· To act as first point of contact with our Teaching Centre partner premises

· To act as first point of contact between British Council and office cleaning company; 

· To ensure the office cleaning is carried out to reflect our professional image; 

· Manage office stationery orders; 

· Purchasing and monitoring office supplies; furniture, maintenance of watercoolers;
· Manage large procurement projects (vendor selection and fixed asset management)

· To provide manual checks of office inventory to meet audit requirements;

· To ensure any signage and furniture comply with brand guidelines;
· To issue/replace/collect SIM cards to/from the British Council staff when joining/leaving;

· To support the Country Director and ensure Health and Safety requirements (Fire safety, safety of the premises (i.e. Close Circuit TV), Safeguarding and Child protection are adhered to.
HR Administration
· To maintain HR database according to regional standards and deadlines;
· To issue and file employment contracts;
· To ensure every staff member has a personnel file and contents are up to date inline with local legal and corporate audit requirements;
· To manage local legal requirements at the beginning and end of contracts, including providing support to non-Hungarian staff;

· To manage the payroll process for contract staff;

· To manage annual leave paperwork;

· To manage local tax requirements with the payroll company to ensure the operation is compliant with local regulations.
Technical support: Providing support to the remote Cluster IT Manager (based in Slovakia):

· Switch board maintenance, i.e. changes, fixing issues and dealing with the service company;

· Local assistance to Global Service Desk (GSD) with upgrades/updates of equipment; 

· Local assistance to provider of phone and Internet lines; 

· Maintenance of access security system (access cards, biometric data), i.e. changes, fixing issues, dealing with supplier;

· Care of all printers and toners, i.e. monitoring of supplies, ordering new toners, collection of old ones, changing toners, repairs, dealing with supplier;

· Troubleshooting on Wi-Fi system;

· To carry out purchases of IT equipment, mobile phones and SIM cards following corporate processes;

· Minor IT works in the server room, support with IT inventory (dealing with local phone);
· Permanent support to all colleagues in the office with their failed hardware (mice, keyboards, computers, monitors) in physical absence of the Cluster IT Manager. 
Counter Fraud:

· To act as the Counter Fraud Focal Point for Hungary and support Czech Republic and Slovakia.

	Key relationships

	Internal: All teams within the British Council Hungary office; Regional colleagues, Finance and IT Hub (GSD) in Delhi.
External: Vendors and suppliers.

	Role requirements

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	The post holder must have the right to live and work in Hungary.
	Shortlisting

	Direct contact or managing staff working with children?
	No


	N/A

	Notes
	The post holder will be required to provide an up-to-date criminal record check.

	

	Person Specification:
	Assessment stage

	Language requirements

	Essential
	Desirable
	Assessment Stage

	Excellent written and oral communication skills in English and Hungarian (Level C1).
	
	Shortlisting and Interview

	Qualifications

	Essential
	Desirable
	Assessment Stage

	First degree or level equivalent.
	                 IT Certification
	Shortlisting

	Role Specific Knowledge & Experience

	Essential
	Desirable
	Assessment Stage

	Proven experience with data management related to finance (e.g. SAP).
Proven experience working in office environment providing either administrative support, IT support and/or premises maintenance support.
Logical thinking and general technical knowledge.
	
	Shortlisting and interview
Shortlisting and interview

Interview

	Role Specific Skills 
	

	Essential
	               Desirable
	Assessment Stage

	Excellent administrative and organisational skills.
Proficient user of MS Windows Office applications, especially Excel.
	
	Interview

Interview

	British Council Core Skills
	Assessment Stage

	Planning and organizing (Level 1) – Is methodical. Able to plan own work over short timescales for routine or familiar tasks and processes.

Analysing Data and Problems (Level 1) – Is systematic. Breaks down problems into a list of tasks to be done and decides on an appropriate action.

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.
Using technology (Level 2) – Operates as an advanced user.
Works as an advanced practitioner in the use of office software and/or British Council standard and social media platforms and trains or coaches others in their use.

Managing risk (Level 1) – Follows good practices. Demonstrates understanding of risk management policies and procedures and record of following them.
	Interview
Interview

Shortlisting and Interview
Shortlisting and Interview

Interview


	British Council Behaviours
	Assessment Stage

	Creating shared purpose: I gain the active support of other people so they are fully engaged and motivated to contribute effectively. I do this by communicating our purpose in a way that others can understand and that achieves shared clarity. I help them understand the part they play, so that our aims are clear to all. 

Essential level: Communicating an engaging picture of how we can work together.
Connecting with others: I find common ground and build relationships and connections to support British Council goals. I do this by building trust with others, by paying attention to their concerns and needs and showing that I understand their interests. I achieve understanding and trust in a culturally sensitive way – whatever my role.

Essential level: Making regular opportunities to understand others better.
Working together: Knowing that we will achieve more with other people than we can do separately, by sharing goals and resources to add more value, I work towards common goals with others. I do this by agreeing effective and respectful ways of sharing success. I generate mutual support, shared benefits and promote interdependence.
Essential level: Establishing a genuinely common goal with others. 

Being accountable: I show accountability and commitment to the British Council and I demonstrate resilience and determination. I hold myself and others responsible for delivering goals in line with the shared purpose of the British Council. I give and accept constructive feedback to maximize high performance and manage under-performance.
More demanding level: Putting the needs of the team or British Council ahead of my own.
Making it happen: I deliver excellent results, achieve challenging goals and develop myself and others. I do this by setting clear and demanding objectives to deliver what is required. I stay focused on measurable outcomes, while building longer-term capability. I demonstrate standards of excellence and deliver value for money. I measure progress and adapt plans when necessary.
More demanding level: Challenging myself and others to deliver and measure better results.
Shaping the future: I achieve better business, innovation and growth by using my professionalism, knowledge and expertise to create a clear focus on what I want to achieve. I spot opportunities, plan appropriately and create innovative solutions that recognise ambiguity and deliver business benefit.
Essential level: Looking for ways in which we can do things better.

	Not to be used for recruitment

Interview

Interview

Interview

Interview

Not to be used for recruitment

	Prepared by: 
	 Date:                     

	Attila Molnar, Country Director Hungary
	09 May 2019



´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´
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