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	Role Profile


	Job Description                          
Ref No:

	Job title
	English Programmes Assistant 


	Directorate / Region
	East Asia
	Department/Country
	Programmes, Thailand 

	Location of Post
	Siam Square Office
	Job Grade / Pay band
	J

	Reports to
	Manager English Programmes 
	Duration of Contract
	Full time, permanent 


	Purpose of Job:

	To provide administrative and general logistical and event administration support to English (EES) programmes team activities.



	Context and Environment:



	

	Accountabilities, responsibilities and main duties:

	1.  
	To support members of the English (EES) team in delivery of events and projects by advising and supporting on logistical and administrative aspects of event planning through the following activities:

	Standards
	· Building and managing effective relationships with suppliers including travel agent, hotels, conference venues and restaurants and effectively negotiating rates and contract terms.

· Advising and making travel arrangements for the English prgrammes team, consultants and Thai contacts 

· Arranging meetings, booking rooms, refreshments (as appropriate), inviting internal and external participants and to collate papers/documents as necessary, planning and other meetings.

	2. 
	To maintain effective office systems that allow team members to keep up-to-date with incoming work and filing systems (electronic and paper) that allow immediate access to necessary documents

	Standards
	· Effective systems created allowing for immediate retrieval of materials. 
· System is easily understood and used by others. Explanatory notes for users created and  kept updated for easy access by all interested parties.

	3.
	To develop and maintain databases for customers and contacts

	Standards
	· Effective systems created allowing for immediate retrieval of data. 
· System is easily understood and used by others. Explanatory notes for users created and  kept updated for easy access by all interested parties.

	3. 
	Financial support

	Standards
	· Ensure that relationships with vendors are maintained and payments are processed on time and in accordance with SAP guidelines

· Ensure that purchases and financial activity within SAP is in accordance with department planning

· Responsible for keeping a record of all finanical transactions for the English EES team 

	4. 
	Assist in the implementation and organisation of English (EES) Programmes team marketing/promotional events

	Standards
	· Implement and support the organisation of promotional events

· Ensure the implementation of the evaluation for events

· Draft reports of promotional events in a specific time frame   

	Key Relationships: 

	Head of English Programmes

Manager English Programmes

Assistant Manager English Programmes

Vendors

Counsultants

Partners

	Other important Features or requirements of the job: 

	Occasional travel within Thailand is required, sometimes with overnight stays



	Please specify any passport/visa and/or nationality requirement.
	This post is open to Thai Nationals only

	Please indicate if any security or legal checks are required 
for this role.
	Police criminal record background check required


Person Specification
	
	Essential 

	Desirable 

	Assessment Stage

	Behaviours

	Working together
	E
	
	Interview

	Being Accountable
	E
	
	Application form


	Making it Happen
	E
	
	Application form, Interview 

	Connecting with others
	E
	
	Application form, Interview 

	Skills and Knowledge 

	Strong written and communication skills in English, and excellent interpersonal and communication skills in English and Thai
	E
	
	Application form,  Interview

	Administrative and organisational skills including demonstrable competence in using Microsoft Office suite or similar programmes
	E
	
	Application form, Interview

	Knowledge and experience of finance and procurement processes and SAP system
	
	D
	Application form, Interview

	Experience

	Experience or knowledge of working in English or Education sectors
	
	D
	Application form

	Experience of working with Thai government departments and officials and Thai schools
	
	D
	Application form

	Qualifications

	Education to tertiary level
	E
	
	


	Submiited by:
	Pattanavimol Israngkura 
	Date:
	7 May 2014
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