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	Job Title
	Premises, Safety and Security Manager, Tunisia

	Directorate or Region
	MENA
	Department/Country
	Tunisia

	Location of post
	Tunis, Tunisia
	Pay Band
	G

	Reports to
	BSS Manager
	Duration of job
	Indefinite 

	Purpose of job:  

To ensure the British Council premises remain fit for purpose and to maintain an appropriate working environment for staff and visitors, which is safe, comfortable and efficient and makes a positive statement about Britain and the British Council to clients, customers and staff.  

Context and environment: (e.g. dept description, region description, organogram) 

The Premises, Safety and Security Manager is based in Tunis, Tunisia and works as a key part of the Business Support Services (BSS) team, responsible for providing support to staff in Tunisia in pursuit of their business objectives in the areas of Finance, HR, IT and premises. 
The BSS team currently consists of: BSS Manager, IT & Premises Officer, Accounts Officer, 2 BSS Resourcing Coordinators and 9 security guards.

Accountabilities, responsibilities and main duties:
· Develop, implement, manage and audit safety and security procedures in line with local legislation, recognised industry best practise and British Council requirements
· Conduct and review risk assessments on British Council and partner premises and activities throughout Tunisia 

· Develop and deliver appropriate safety and security training
· Develop and manage a compliance regime around the Plan, Do, Check and Act concept

· Accident and incident reporting and investigation in line with British Council Protocol

· Line Manage and develop Security team, including producing weekly/monthly rotas for the team
· Line Manage Premises & IT Officer

· Co-ordinate crisis management planning and ensure records are kept up to date

· Act as co-ordinator of crisis management group if convened

· Convene safety and security meetings as required

Key relationships: (include internal and external) 

· BSS Manager and other members of Senior Leadership Team including Country Director and Deputy Director
· BSS team members
· Teaching Centre, Exams and Customer Services teams.

· MENA Security Manager and UK Security and Safety team.
· British Embassy Overseas Security Manager and his deputy.
· Tunisian Police officers posted to guard British Council premises and their immediate supervisors.

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

The British Council Tunisia operates 7 days a week requiring security guards from 06.00 – 22.00 Tuesday-Friday, until 19.00 on Saturdays, 14.00 on Sundays and 18.30 on Mondays.  Part of the role will be to ensure there is sufficient premises cover at all times and will include on-call duties for evenings and weekends where necessary.

Ensure safeguarding and guidelines are applied and upheld in line with standards and policy for the following areas:

· Child protection 

· Equal Opportunity and Diversity

· Health and safety


	Please specify any passport/visa and/or nationality requirement.
	Eligibility to live and work in Tunisia.

	Please indicate if any security or legal checks are required 
for this role.
	B3 Tunisian police check


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Connecting with others (Essential) 

Making regular opportunities to understand others better

Working together (More demanding) 
Ensuring that others benefit as well as me 
Being accountable (More demanding) 

Putting the needs of the team or British Council ahead of my own 

Making it happen (More  demanding)  

Challenging myself and others to deliver and measure better results

Creating shared purpose 

(Essential)  

Creating energy and clarity so that people want to work purposely together
Shaping the future (Essential) Looking for ways in which we can do things better


	
	Interview

Interview

Interview

	Skills and Knowledge
	Managing Risk – Level 2

Supports a risk management culture and has a track record of identifying and highlighting risks and suggesting mitigating actions.

Analysing Data and problems – Level 2

Reviews available data and identifies cause and effect and chooses best solution from a range of known alternatives. Ability to analyse, implement and uphold processes in a systematic way.
Marketing & Customer Service – Level 1 
Understands and responds to customer needs (internal & external)
Ability to operate in English, French and Arabic (spoken and written) with at least a B2 level of English evidenced by Aptis test.
Communication Skills – Level 1
Communicates clearly and effectively.
Managing People – Level 2

Supervises a small team of people doing similar jobs to deliver short term tasks to agreed quality and time standards.

	
	Short listing & Interview 

Short listing & Interview
Short listing & Interview

Short listing & Interview. 

Interview

 

	Experience
	Proven track record in premises management.
At least five years’ experience working in Health & Safety and Security.
	Previous experience working for an international organisation to international standards.
	Short listing & Interview

	Qualifications
	University degree
	
	Short listing


	Submitted by
	Denise Waddingham
	Date
	01 September 2016
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