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	Role Profile




	Job Title
	Assistant Programmes Manager, Education (Partnership) 

	Directorate or Region
	East Asia 
	Department/Country
	Programmes/ Thailand 

	Location of post
	Bangkok 
	Pay Band
	H

	Reports to
	Programmes Manager, Education (Partnership) 
	Duration of job
	Full time indefinite

	Purpose of job:  
To promote the UK as a world leader in education and cultural relations through managing the

delivery of successful and high quality education promotions programmes to achieve maximum impact

with target audiences in Thailand and the East Asia region

To support the Programmes Manager, Education (Partnership) to achieve the objectives of the Thailand Country Plan and East Asia Regional Plan.
Context and environment: 
The post is based in Bangkok and will be part of the Education team Thailand which consists of 6 staff. We build international partnerships, foster global dialogue and promote international student mobility. 
Accountabilities, responsibilities and main duties: 
1. Support the delivery of high quality cultural relations programmes in Education
· Making and managing logistical arrangements for events and activities

· Representing BC at events and networking with external contacts as required 

· Liaising with UK and Thai partners over detailed arrangements for events and activities.

· Arranging programmes for visitors 

· Contributing thoughtfully to the planning of activities, being mindful of corporate strategies and objectives 

· Responding to all enquiries (phone/ email/ walk-in) about events and/or project activities in a timely fashion (same day for written and telephone enquiries)

2. Monitoring and Evaluation of activities
· Support Programmes Manager, Education (Partnership) in evaluating the effectiveness of events and/ or project outcomes to enable the planning and delivery teams to repeat successes or improve the quality of both

· Prepare evaluation statistics and record all feedback, ensuring that project data is collected and analysed promptly and effectively
· Input or assist in inputting scorecard results into Project Organiser
· Assist the project manager in the collection of data for assessment of reporting purposes
· Assist the project manager in the production of reports and project-related communications
3. Financial support 
· Report to Programmes Manager, Education (Partnership) and Head of Business Development Education on budgets as required

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

· Ensure that purchases and financial activity within FABS is in accordance with department planning
4. Professional Development
· To keep up to date on developments externally and internally in the sectors of education and other areas of cultural relation as relevant.
· Agree own personal development plan to be agreed with line manager and review it at least once a year.
Key relationships: (include internal and external) 

Director of Programmes
Head of Business Development, Education 

Programmes Manager, Education (Partnership) 

Thai and overseas academics and researchers 
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
The job sometimes requires working on unsocial/ evening hours. 


	Please specify any passport/visa and/or nationality requirement.
	Due to visa regulations, only Thai nationals can apply. 

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


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 

	Working together 
Being accountable 


	Creating a shared purpose 
Shaping the future 

Connecting with others
Making it happen 
	Interview only

	Skills and Knowledge
	Administrative and organisational skills including demonstrable competence in using Microsoft Office suite or similar programmes
Strong written and communication skills in English and Thai, and excellent interpersonal skills 
	
	Short listing 
and Interview 

	Experience
	
	Proven experience working in Education projects, 
	Short listing 
and Interview

	Qualifications
	Education to tertiary level
	
	Short listing and interview


	Submitted by
	Sarita Suwannarat 
	Date
	11th June 2013 
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