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	Role Profile




Job Description




Ref no:
	Job Title
	Human Resources and Legal Assistant

	Directorate or Region
	Thailand
	Department/Country
	HR

	Location of post
	Bangkok 
	Pay Band
	J

	Reports to
	HR Manager
	Duration of job
	Indefinite

	Purpose of job:  To provide administrative support for a delivery of high quality personnel services as part of the HR Team and Legal & Compliance Manager
Context and environment: (e.g. dept description, region description, organogram) 
Thailand British council employs around 200 staff both local and foreign.  The businesses include teaching Centres, Examinations, Arts, English Education and Society.    
Accountabilities, responsibilities and main duties: 
· HR administrative support
· Assist in recruitment arrangement and contract preparation
· Assist in visas and work permits process
· Maintaining personnel data records and filing
· Finance administration tasks

· Participating in EOD/diversity and child protection programme

· Other HR-related tasks
· Assist Legal and Compliance Manager in administrative support
· Assist in preparing document for MOE
· Assist in preparing legal statutory reporting and filing

· Assist in preparing group reporting on a quarterly basis for presentation to Thai entities
Key relationships: (include internal and external) 

· HR team and Legal & Compliance Manager
· Finance team

· Candidates 

· Local and teacher Staff

Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)


	Please specify any passport/visa and/or nationality requirement.
	Due to work permit restrictions - at present only Thai nationals can be considered for the post

	Please indicate if any security or legal checks are required 
for this role.
	Criminal Record Check


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	For recruitment

- Working Together

- Being Accountable

- Connect with Others


	-Make it happen

- Create Share Purpose 


	Interview Essential behaviours only


	Skills and Knowledge
	· Computer Programmes i.e. Microsoft outlook, words, excel, and power point.
· Good interpersonal skill

· Detail-oriented


	
	Short listing & Interview


Interview

Interview

	Experience
	· Experience in administration and/or human resources function

	
	Short listing & Interview


	Qualifications
	· Education to tertiary level
· Good in English and Thai, reading, writing and speaking
	
	Short listing 

Short listing & interview 
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