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	Role Profile




	Job Title
	Administrative & Finance Executive

	Directorate or Region
	EA
	Department/Country
	Korea

	Location of post
	Korea
	Pay Band
	J

	Reports to
	Customer Management Officer
	Duration of job
	1 year 

	Purpose of job:  
The main duty of the Administrative & Finance Executive is to provide quality back-end support to the British Council Sales & Customer Management Team.

Context and environment: 

British Council Korea is one of the biggest in the global network with thousands of adult and young learner students studying with us at any one. Our customers engage with us face-to-face, online, through email and via the phone.  
Accountabilities, responsibilities and main duties: 
General administrative and finance duties for all onsite and offsite programme including, but not limited to the following:

Finance
· Daily TC(Teaching centre) revenue report

· Daily Exam revenue report

· Reconciliations for TC incomes

· Monthly TC deferred income report

· Create TC related PO

· Create Invoice for company sponsor students

· Process Credit and Refund in Pepi
· Monthly Aged debtor report

· Record Exams income into Pepi 
· Cashtil
· Education reconciliation
· Book PT 
Administration
· Set up classes in Pepi every session (1st round centralise function, changes: to be made by branches)
· Produce class register files every month
· Prepare registration/welcome letter every month 
· Prepare Student’s attendance report/certificate and certified letter

· Order teaching material both textbooks for students and material for teachers.

· Produce student ID cards, refund sticker, pick up pass etc
· Notice and signs

· Stock checking

· Coordinate with other departments such as facility or IT

· SMS and record for YL absents

· Distribute scorecard and questionnaires

· Room booking in Outlook
· Part time staff arrangement 
· Vendor create for whole British Council Korea office
· Managing Pepi student portal
· Education verification service /Edu UK email account
· Library Front of House area, produce membership cards for all TC customers
· Session prep every Week4
· Sudden teacher change – update on Pepi 
Others
- any other duties as assigned by the line manager

Key relationships: (include internal and external) 

External : Customers, Visitors, Young learner students, Adult students, Parents 

Internal  : Teaching Centre & Examinations Business Managers, MarComms, Senior Teachers, Co-ordinators, Teaching Resources,  Facilities, Finance, IT
Other important features or requirements of the job
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

The successful candidate will work a 5-day week Monday to Friday. Evening and weekend working could be required if needed.  


	Please specify any passport/visa and/or nationality requirement.
	NA

	Please indicate if any security or legal checks are required 
for this role.
	Local Police Check


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Making it happen
Establishing a genuinely common goal with others (More demanding)
Working together

Establishing a genuinely common goal with others (Essential)
Being accountable

Delivering my best work in order to meet my commitments 

(More demanding)
Connecting with others

Making regular opportunities to understand others better (Essential)
Shaping the future

Looking for ways in which we can do things better (Essential)
Creating shared purpose

Making regular opportunities to understand others better (Essential)

	
	Application & interview
Application & interview

Application & interview

Application

Not assessed at recruitment stage
Not assessed at recruitment stage

	Skills and Knowledge
	· Excellent written and oral communication skills in English and Korean
· Sales techniques
· Competent IT skills


	
	Short listing and/or Interview 



	Experience
	At least 1-2 years experience in admin & finance environment 
	
	Application, interview, references 

	Qualifications
	University Education
	
	Short listing and/or interview
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