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	Role Profile




	Job Title
	English Projects Coordinator

	Directorate or Region
	Wider Europe
	Department/Country
	English/Armenia

	Location of post
	Yerevan, Armenia
	Pay Band/Grade
	H Grade  

	Reports to
	English Projects Manager
	Duration of job
	1-year with possible extension till 31 March 2022

	Purpose of job:  
· To facilitate delivery of English projects 
· To provide support in administrative and financial management of the programme activities in Armenia in accordance with British Council guidelines.

· To support the management of partnerships with partner organisations and government institutions
· To contribute to the projects’ financial and technical evaluation in line with plans and timetables agreed 
Context and environment: 
The British Council is the United Kingdom’s international organisation for educational    opportunities and cultural relations. We build engagement and trust for the UK through the exchange of knowledge and ideas between people worldwide.

The British Council office in Armenia was established in 2002. British Council Armenia’s English projects aim to contribute to a better quality and wider spread English language teaching and learning in Armenia. We develop and implement teacher and learner development projects in collaboration with RA Ministry of Education and Sciences and partner organisations namely Children of Armenia Fund and HSBC Armenia.    
Accountabilities, responsibilities and main duties: 
· Coordinate the delivery of English projects activities in cooperation with the ELT Projects Manager.
· Support accurate, efficient and timely administrative, financial and logistical activities in line with British Council standards and to the satisfaction of the stakeholders and target audience.
· Liaise with local partners to ensure their agreed input in the delivery and reporting of the projects as well as their full engagement throughout the project delivery.
· Ensure all projects related information and data is properly documented and the project data is maintained, stored and retained in conformity with requirements of the British Council and Client.

· Procurement, contracting and payment of goods and services completed according to British Council procedures (e.g. vendor creation, purchase orders etc.)

· Work closely with the ELT Manager and Marketing Coordinator to ensure proper communication and marketing of the projects in accordance to the projects’ communication plans and the visibility requirements.
· Ensure that all the project activities delivered reflect British Council values and adhere to its equal opportunity and diversity principles.

Other important features or requirements of the job
· The working hours are from 10 to 18 from Monday to Friday.

· There may be periods when overtime and weekend work will be required.

· There may be periods when traveling to the regions will be required.

· Developing familiarity with British Council products & programmes (face to face, online, mobile, etc.) is required.
· Maintaining contacts databases and assist in communications via email, mailing list is required.
Work Environment:

In British Council Armenia, we live and work by our values of integrity, mutuality, creativity, professionalism and valuing people. Our work environment is therefore one of trust, empowerment, mutual respect and flexibility where you are encouraged to voice your opinions and contribute to our cultural relations work. 

Key relationships: 

ELT Projects Manager

Other British Council Armenia’s staff

External and internal customers

	Please specify any passport/visa and/or nationality requirement.
	Armenian citizen or foreign citizen holding work permit for Armenia

	Please indicate if any security or legal checks are required 
for this role.
	No


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Connecting with Others: Making regular opportunities to understand others better 
· Working together: Ensuring that others benefit as well as me 
· Being Accountable: Delivering my best work in order to meet my commitments 

· Making It Happen. Delivering clear results for the British Council 

	Shaping the Future: Looking for ways in which we can do things better 

Creating Shared Purpose: Communicating an engaging picture of how we can work together 
	Shortlisting & interview

Shortlisting & interview 

Shortlisting & interview



	Skills and Knowledge
	· Experience of project coordination and delivery

· Experience of administrative and financial management

· Developed presentation and communication skills
· Developed computer skills
· C1 and higher English language proficiency

· C2 Armenian language proficiency

   
	Project management skills

Proven ability to identify and develop relationships with potential partners
	English Language Proficiency test (upon Necessity)

Computer Literacy Questionnaires (upon Necessity)

	Experience
	· Working within diverse & remote teams

· Flexibility in a changing environment

· 2+ years of project coordination experience 
	
	Shortlisting & interview

	Qualifications
	· Graduate level qualification or equivalent
	
	Shortlisting


	Line Manager
	Addeh Hovassapian, ELT Projects Manager
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