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	Role Profile




	Job Title
	Project Manager (ADEC project) 

	Directorate or Region
	UAE
	Department/Country
	EES, UAE

	Location of post
	Dubai or Abu Dhabi
	Pay Band
	G (Hourly paid)

	Reports to
	Ann Veitch
	Duration of job
	15th February – 31st July 2015

	Purpose of job:  
The role of the post holder will be to manage project implementation and delivery of an English course materials development project which British Council has been contracted to undertake on behalf of ADEC (Abu Dhabi Education Council). Project activity began in August 2014 and we are currently on track to complete the project by July 2015. 
Context and environment: (e.g. dept description, region description, organogram) 
The aim of the project is to develop a text-based resource for Cycle 3 ADEC schools to help students develop their English skills, critical thinking skills and exam skills. Working with a team of writers, we are developing a set of 153 student resources plus supporting teacher notes. These are then professionally designed into a finished resource. PDF versions are provided to ADEC and a print version of the student content is provided to each school. 
The English course materials development project is managed through the EES (English for Education Systems) Department. The department consists of an English Projects Manager and a Project Co-ordinator. 

Accountabilities, responsibilities and main duties: 
(including people management and finance)
Main duties, accountabilities and responsibilities as follows: 

- To manage project activity. To be aware of project timelines and coordinate project activity accordingly. 
- To identify, assess, report and monitor progress in addressing risks to the achievement of project objectives. 

- To manage a writing team consisting of writers, proofreaders and editors. As writers, editors and proofreaders are located in and outside of the UAE, effective remote management is needed. 

- To coordinate project activity with designers and printers. 

- To investigate copyright, obtain permissions if necessary and keep up to date the copyright log. 

- To maintain good relationships with ADEC project owners. 
- To manage project budgets and procurement to corporate standards. 

- To ensure that project outcomes and impacts are measured and reported according to corporate standards. 

 
Key relationships: (include internal and external) 

Internal: English for Educational Systems team (Head of English, English Project Manager, Projects Co-ordinator), Country Director.  
 

External: Funders of project (ADEC), Service providers (Writers, proofreaders, editors, designers, printers)
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Occasional travel to Abu Dhabi will be required. 


	Please specify any passport/visa and/or nationality requirement.
	Candidates must have the right to work in the UAE.

	Please indicate if any security or legal checks are required 
for this role.
	Successful applicant will be required to undergo security checks with British Embassy.

Any other Security/Health Checks as per UAE regulations.


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Making it happen (More Demanding) 
Challenging myself and others to deliver and measure better results.
Being Accountable (Essential) 

Delivering my best work in order to meet my commitments.

Working Together (Essential)
Establishing a genuinely common goal with others. 
	
	Interview only

	Skills and Knowledge
	Managing Projects 

Leads smaller projects (Level 3)
Analyses requirements with the sponsor/stakeholders, defining the specification, planning, revising, implementing and evaluating on small-to-medium scale and/or low risk projects. 

Managing Accounts and Partnerships 

Works with stakeholders and partners (Level 2)
Communicates regularly with diverse stakeholders, customers and/or partners to build mutual understanding and trust. 
Managing People 

Supervises a small team (Level 2)
Supervises a small team of people doing similar jobs to deliver short term tasks to agreed quality and time standards. 
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 1)

Operates as a basic user of information systems, digital and office technology 
Able, with adjustments if necessary, to use office software and British Council systems to do the job and manage documents or processes. 
English language (CEFR B2)
	Planning and Organising 
Plans ahead (Level 2)
Organises own work over weeks and months, or plans ahead for others, taking account of priorities and the impact on other people.


	Short listing 
and Interview 

	Experience
	Experience of managing project delivery. 


	Experience of working in publishing. 
Experience of working within the educational sector. 
	Short listing 
and Interview

	Qualifications
	1st degree 
	Project management qualification 
	Short listing 


	Submitted by
	Ann Veitch
	Date
	22/01/2015


Guidance on Preparing a Role Profile

(a) Job Description

Complete the job description section of the role profile

Purpose of job – What is the overall aim of the job?  Why does it exist? (One or two sentences are usually enough for this).

Context and Environment – what does the department do? Which region does the job sit in? Are there any particular challenges or attractions of the region or area?  Is it part of a team, if so how big is the team and where does the job fit?  Who does it report to? 

Accountabilities, Responsibilities and Main Duties  

Accountabilities - results for which the post holder is held accountable not necessarily tasks they perform themselves.  More senior roles often have more accountabilities as they deliver results through others.

Responsibilities – what actions or tasks is the job holder responsible for? e.g. management or administration of finances, managing people, delivering or contributing to organisational targets, delivering own or others work to agreed standards

Main Duties – the main specific duties that job holder has to do in order to meet the responsibilities e.g. project planning, budget planning, event co-ordination, teacher recruitment.  This is not meant to be an exhaustive list of all the tasks in a job, just the main ones. If there are one or two duties which form the major part of the job e.g. reconciliation of payments for a finance role it is helpful to indicate what percentage of the job these activities take up.

Key Relationships 

What people or organisations (internal and / or external) does the job holder have to interact with or influence and to what level?  For example an Events Co-ordinator might have to maintain relationships with venue providers and participants externally and managers and PAs internally. 

Other important features or requirements of the job – are there significant or unusual demands which are essential to the job e.g. unsocial / evening hours, international travel etc? Please be as specific as possible on these and only include those which are essential. 

(b) Person Specification 
Complete the person specification section. As part of the role profile, it is used for recruitment purposes only.  It sets out the selection criteria used for short listing and interview i.e. nature and level of the skill, knowledge and behaviour which will be assessed.  These criteria are classed as either essential or desirable.  Essential criteria are always used in assessment.  Desirable ones are used to enable selection for interview where more than five candidates meet the essential criteria.  Candidates who have declared a disability and who meet the essential criteria are always interviewed.

To increase opportunity while minimising bureaucracy and the amount of work for applicants and recruiting managers, no more than eight criteria should be listed as essential under the headings of behaviours, skills & knowledge and experience.  We recommend that a maximum of four desirable criteria can be added.

Behaviours – List all 6 Behaviours (link attached) and identify those – we suggest no more than four - which you propose to use as part of the selection criteria and specify the required level i.e. essential, more demanding or most demanding.  In the interest of minimising bureaucracy, please remember that you can choose to assess Behaviours at interview only, thus streamlining the application and short listing stage. 
Skills and Knowledge – Select required skills and level from the list of Generic Skills (link attached).  Guidance is no more than two - for example project and contract management, financial planning and management. Specify any additional knowledge requirement (this may be not always be applicable) for example, knowledge of employment law.

Experience – What is the minimum experience (work or otherwise) which is required or desirable for the job for example, leading a dispersed team, implementing a new system or policy, working in the public / private sector.

Qualifications - Please list the minimum qualifications or equivalent required for this role. Sometimes the "equivalent" could be practical experience or a local qualification or other similar accreditation.  Qualifications should only be listed as essential if absolutely necessary for the job.
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