Job Description




Ref no:
	
[image: image1.png]@@ BRITISH
@®® COUNCIL




	Role Profile




	Job Title
	Facilities and Logistics Officer

	Directorate or Region
	Ethiopia / SSA
	Department/Country
	Finance & Resources

	Location of post
	Addis Ababa
	Pay Band
	CA 4

	Reports to
	Procurement Manager
	Duration of job
	Indefinite

	Purpose of job: 

To support high quality management of British Council’s facilities, premises and other assets in Ethiopia, ensuring the security and safety of all staff, visitors and assets as per the corporate standard. The post holder will also support the Procurement and Facilities Manager in the purchasing of any goods and services related to BC Ethiopia’s estate and will coordinate store management, including keeping up-to-date inventory records. She / he will also assist with work and residence permits for expat staff, duty free and all custom clearances as well as supporting staff moves and residence management.
Context and environment: 
This post is based in the Finance and Resources Team and will have a cross functional relationship with all the directorates of the British Council’s country office.  The post holder will be directly responsible for line management of the Security team – as well as coordinating and regularly feeding back on any out sourced arrangements related to IT, security, cleaning, maintenance services and any other related areas.
Accountabilities, responsibilities and main duties: 
The post holder will be accountable to the Procurement and Facilities Manager and will be responsible for ensuring facilities, estates and assets are maintained to a high standard across BC Ethiopia operations, overseeing implementation of safety and security protocol, and supporting the Finance and Resource team across day to day office routines as required.

Specific duties will include: 

• To be responsible for all administrative processes related to UK appointed staff moves, including arrivals, departures, customs clearance and ongoing residence management – including any associated procurement;
•  To support the Procurement and Facilities Manager in delivering a range of services ensuring the maintenance of corporate buildings (including office stores) and maintenance of vehicles, equipment and assets including IT, VC, CCTV and phone equipment in order to provide a safe and efficient working environment for staff and customers; 

•  To support the Procurement in both local and international procurement of goods and services which includes, but is not limited to, identifying potential vendors, preparation of bid and tender documents and securing quotes from suppliers;
• Responsible for the management and upkeep of office equipment, including ensuring availability of stationery items and that office / IT equipment is fully functional at all time and are regularly maintained and serviced;
• Responsible for store management, including keeping up-to-date inventory of fixed assets and supplies and bin records, identifying items for re-sale and replenishment of stock for regularly used items and office supplies;
• Responsible for raising purchase orders for utilities and regular contract payments, and ensuring the timely settlement of all utility bills for the office and UK appointed staff residences
• Ensure the efficient management of estate and office properties so these are well maintained and secure;
• Ensure all office appliances are functional to the expected standards;
• Ensure the safety and security of the office by regularly monitoring the fire, safety and security equipment are in place and up-to-date
•Line manage the Security Guards and support coordination of out-sourced services for clearing, maintenance, gardening and security.
• Additional assignments and responsibilities as assigned by line manager.
Key Relationships: 
Internal: BSS Services (including  the Head of Finance and Resources, Finance Manager, HR and IKM Manager) .  All Ethiopia country and regional staff, Country Director, SMT, Estates Department in London, 

External: Vendors, Estate/Property Agents, Customers, Out sourced service providers, Embassy (security and management departments).

Special requirements of the job: 
Some unsocial hours and weekend work may be required. 



	Please specify any passport/visa and/or nationality requirement.
	Applicants must have the right to live and work in Ethiopia

	Please indicate if any security or legal checks are required 
for this role.
	Police and medical Clearance is required


Person Specification
	
	Essential 
	Desirable
	Assessment stage

	Behaviours 
	Connecting with Others (essential): 

Making regular opportunities to understand others better

Working Together (essential): 
Establishing a genuinely common goal with others

Making it Happen (essential): 
Delivering clear results for the British Council

Creating Shared Purpose (essential): 

Communicating an engaging picture of how we can work together

Being Accountable (essential): 

Delivering the best work in order to meet my commitments

Shaping the Future (essential): 

Looking for way in which we can do things better)
	
	· Interview



	Skills and Knowledge
	Communications skills (Level 2)
Facilities management (Level 2)
	
	· Shortlisting & Interview


	Experience
	· A minimum of 4 years hands on experience in facilities and logistics management

· Excellent communication skills in written and spoken English and Amharic (English IELTS 6.5 or equivalent)
	Some experience in an international organization setting is preferable
	· Shortlisting & interview



	Qualifications
	· Diploma in logistics management, Business Administration or related field

	. 
	· Shortlisting 
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