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	Job Profile




	Job Title
	Human Resources Manager

	Directorate or Region
	East Asia
	Department/Country
	Thailand

	Location of post
	Siam Square, Bangkok
	Pay Band / Grade
	F

	Reports to
	Regional HR Manager, East Asia
	Duration of job
	Indefinite

	Purpose of job:  
To contribute to the business objectives of British Council Thailand through managing and developing human resource strategies, policies, systems and operations.
To provide BC management and staff with a broad range of HR services and advice supporting the achievement of business objectives
Context and environment: (e.g. dept description, region description, organogram) 
The British Council is the UK’s agency for cultural relations with operations in 110 countries and territories worldwide. Its Head Office is based in London and employs over 7,000 people worldwide and has an annual turnover of +£850m. In Thailand the British Council has six centres, five centres in Bangkok and one in Chiang Mai. The main office is based in Siam Square. The British Council in Thailand employs over 220 people including over one hundred non-Thais who work as teachers in its teaching centres. The British Council Thailand focuses its work in three areas: the teaching of English and manages one of the largest teaching operations in its global network, Education and Society supporting large scale projects in Education and Thai students studying in the UK and in the Arts and Creative Economy.

The British Council in Thailand changed status in 2012 from a Branch office to become a company limited by shares and is structured using 3 interconnecting companies: BC Thailand Holding Company, made up of BC Operations housing Project, Programmes, Examinations operations, and business support services and BC Language Teaching which forms the Thailand Teaching Business. The postholder will be responsible for providing HR services and support to all 3 companies.  

Our Thailand operations are based in Bangkok and Chang Mai and are seeing significant growth with 2 new teaching centres opened in the past 18 months and a third planned. The change of status is a significant change to the way our operations in Thailand do business and the challenge for this role is to ensure that we both comply with local labour law as well as British Council systems whilst working with and promoting professional development of our team within a growing operating environment. 
Reporting to the Regional HR Manager, the job holder will be accountable for delivering human resources management to British Council Thailand Directorate. He/she will work closely with the Regional HR team with occasional contact with the global HR team in the UK.
The postholder will manage locally a team of three people based in Siam Square.
The postholder is a member of the Thailand Leadership Team and the East Asia HR team.
Accountabilities, responsibilities and main duties: 
(including people management and finance)
1. HR Management
· Develop and manage a broad range HR functions and activities (such as; communications, HR queries, recruitment & selection, training & development, internships, employee facilitation & counselling, staff activities, HR administration & records,) 
· Develop, or contribute towards the development of, HR policies which meet BC Thailand's operational needs and which are in line with its values, in order to support the achievement of its operational goals, including modelling best practice by keeping abreast of HR good practices.  

2. Staff Salary & Benefit Management 

· Administer monthly salary and other related payment for calculating, distributing and recording for local employee

· Prepare data and analysis for annual salary budget, salary increase and salary/benefit comparison

· Monitor and analyse year-on-year inflation rate and any other substantial CPI increases by the beginning of the year

· market salary survey undertaken as agreed, but no less then every 3 years

· Manage and administer medical insurance benefit both for local staff and international staff as per agreed  package

3. Performance, Training & Development Management

· Performance management cycle is maintained throughout the year
· Induction of new staff is effective
· Managers are supported in managing under performance including disciplinary procedures for underperformance or misconduct, when required
· Training needs for all staff are identified 
· Cost-effective solutions found to training needs
· Evaluations from staff and line managers show high success rate of training interventions
· Lead training sessions in HR related topics
4. Equal Opportunity and Diversity (EO & D)
· Manage Equal Opportunity and Diversity in the office to create an inclusive workplace; raise awareness about EOD 
· Hold refresher EO&D workshops for staff; make sure that staff understands the EO&D action plan; work closely with the Country Director to achieve DAF target 
· work closely with the region on EO&D matters and initiatives
5. Financial Management

· Plan, forecast and manage own budgets and carry out financial duties in accordance with SAP  role and ensure timely and efficient reporting of budget expenditure and income. 
· Comply with corporate finance, procurement, risk management standards.

· Provide accurate data for planning, forecasting and other reporting.

· Manage procurement processes and resources vendors including preferred suppliers annual checks

· Manage staff cost data in SAP system including post cost averages calculations
· Management of budgets: up to £40,000 

6. Line Management

· Line manage a team of three people in accordance with corporate standards
7. Staff engagement / staff survey / feedback management

· Under the leadership of the Country Director, contribute to improvement of staff engagement;

· overseeing the completion of the Staff survey and other feedback activities and ensure participation targets are met.

· developing staff survey action plans, leading on implementation and review
· analysing local information and drawing out key issues, trends and features

· conducting out more detailed research, focus groups and other feedback gathering as required

Key relationships: (include internal and external) 

· Officers in Ministry of Labour and Office of Private Education
· Local lawyers

· Consultants for salary review, HR consultants, recruitment agencies
· Training vendors & suppliers

· Staff
· Regional HR Director and Regional HR Manager, Regional teacher recruitment team, HR colleagues in E Asia
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Some unsocial hours required, some travel to Chiang Mai office, some travel to East Asian countries for  regional meetings / training


	Please specify any passport/visa and/or nationality requirement.
	Thai nationals only

	Please indicate if any security or legal checks are required 
for this role.
	Standard security checks from local police and pre-employment health checks


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Experience 
	Proven track record in 

· HR management, able to demonstrate understanding of best practice in HR processes and systems

· leadership

· team management and team communication skills

· managing change. 

Budget management experience.


	· 
	Short listing & Interview

	Skills and Knowledge
	· Excellent communication skills in  English 
	· Training skills
	Short listing 
& Interview 

	Behavioural
	CREATING SHARED PURPOSE – More demanding

Creating energy and clarity so that people want to work purposefully together

SHAPING THE FUTURE – More demanding

Exploring ways in which we can add more value
MAKING IT HAPPEN – More demanding

Challenging myself and others to deliver and measure better results
Not assessed in recruitment:

BEING ACCOUNTABLE – More demanding

Putting the needs of the team or British Council ahead of my own
WORKING TOGETHER – More demanding

Ensuring that others benefit as well as me
CONNECTING WITH OTHERS – More demanding

Actively appreciating the needs and concerns of myself and others


	
	Interview
For performance management purpose only

	Qualifications
	Qualification in HR or related relevant subject
	
	Short listing


	Submitted by
	Andrew Sheard
	Date
	22 May 2013
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