	
	Recruitment information



	Job title
	Communications Officer
	Department/location
	Mauritius 

	Job type 
	Fixed Term 1 year renewable
	Pay band
	4

	Line manager
	 Country Director
	Post-related allowances
	Local travel allowance

	Start date
	Immediately / as soon as possible

	Remuneration
	

	Applications to


	Reena Gopaul-Murugesan

	Deadline
	18 November 2016

	Extra Information
	Only applicants shortlisted for interview will be contacted.  Applications received after the stated deadline will not be considered. Please apply using the materials on the website. 

We are unable to process applications that do not conform to the required format, and we will not accept CVs.

Candidates with special needs should please ask us for this information in alternative formats.

The British Council is committed to a policy of equal opportunity, diversity and inclusion and is keen to reflect the diversity of Mauritian society within the organisation. We work to ensure that people are not unjustifiably discriminated against on the basis of gender, disability, ethnicity, religion or belief, age or sexual orientation.  We welcome applications from all sections of the community.
In line with the British Council's Child Protection policy, any appointment is contingent on thorough checks, including criminal records checks.  We will require an up to date morality certificate. 

	Before applying you must read the criteria on who can apply and how to apply.


Job Description
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	Role Profile



	Job Title
	Communications Officer 

	Directorate or Region
	Sub Saharan Africa 
	Department/Country
	Mauritius

	Location of post
	Rose Hill
	Pay Band
	4

	Reports to
	Country Director
	Duration of job
	Fixed Term.  1 Year renewable

	Context and Environment: 
The British Council is the UK’s international organisation for cultural relations and educational opportunities. We work in the fields of art, sport, education, science, culture, language, innovation and creativity. Founded in 1934, a UK charity governed by Royal Charter and a UK public body, we work with over 100 countries across the world teaching English and administering examinations, promoting the arts and developing partnerships to deliver education and society programmes. Each year we reach over 50 million people direct (face-to-face, at events and digital social media), plus more than 500 million people online, via broadcasts and publications.  

The British Council has been working in Mauritius since 1950 and has been at its main office in Rose Hill for more than 50 years.  The Mauritius office is part of the British Council’s sub-Saharan Africa region and there are regional resources to support our work, primarily in Nairobi and Johannesburg.  Our programme in Mauritius is based around our teaching centre, our exams business and our programme work in education and arts.
Purpose of Job:  

To help increase the impact, reach and visibility of British Council Mauritius operations from our English, Exams and Programmes activities, through leading on our digital and other communications. This will include advising the country teams on communications options and impact, leading on communication innovation and coordination and management of updates to our Facebook pages and website, strategic use of advertising and development of other appropriate communication options, relevant to the Mauritian context.   The post holder, in conjunction with regional communications team, will support the development of digital strategies for all of our work in Mauritius, and will work with the Senior Management Team in developing and managing a Communications strategy.
Accountabilities, Responsibilities and Main Duties 
Working closely with English, Projects and Exams teams, in British Council Mauritius, the post 
holder will be responsible for leading and innovating British Council Mauritius communications, 
with particular respect to digital platforms.  This includes: 
· With the senior management team, build and implement a coherent communications 
and digital development strategy for Mauritius
· Input into marketing plans for English, Exams and projects
· Monitoring of impact of our communications work and feeding lessons back into ongoing improvements

· Ensuring that British Council Mauritius is appropriately represented within British Council regional and global internal communication channels (regional intranet, Bulletin, discussion boards etc)
· Budget management for online marketing -  Facebook bosting and advertising, Google ads

· In house training on digital tools for staff – analytics etc
· Ensure all media and communication material are compliant and aligned with British Council values, policies and procedures (including branding, sign off procedures and EDI standards) 

Digital Communications and Social Media:
· Management of social media pages (particular emphasis on English/Exams content) – currently only Facebook but Twitter may be added

· Management of country website

· Create and implement digital marketing campaigns for priority Exams and Teaching Centre offers.  Discuss and agree the campaign plan with manager and key stakeholders, making changes where necessary.
· Coordinate monthly social media plans 

· Identify quality content produced in other parts of the organisation to adapt and reuse

· Devising new digital content and approaches

· Monitor and identify trends in Mauritius and sub-Saharan Africa social media and market insight and work with managers to ensure that our communications work is informed by these

· Adhere to the brand guidelines including visual style, correct use of logo, messaging and tone of voice.

· Share social media successes internally and showcase best practice

Media:

· Assist with media relations and other promotional activities for all work, including placing articles, organising press conferences and media briefings, online dissemination and advert placements.

· Maintain an up to date database of media contacts

· Support event planning, ensuring that appropriate communications plans are in place
Conversion analytics:
· Understand consumer use of digital platforms and how these impact on purchasing decisions.

· Work with team to increase conversion rate of business-critical webpages 

· Implement search engine optimisation for Teaching Centre and Exams following the parameters of the British Council’s global SEO policy

· Manage effective search advertising plans that aim for an increased conversion rate, lower cost per click and higher click through rates.

· Identify the different key performance indicators that need to be measured on each online marketing channel

· Explain the success and failure of digital marketing activities and provide on-going feedback on the results of activities to relevant managers.

Ensure all work complies with and promotes British Council’s EDI and Child Protection policies.
Key Relationships: 
Internal –Academic Manager, Exams Manager, Projects Officer, Information Governance lead, Customer Services teams, Regional Digital, Communications and Content Manager, Regional business development managers, Regional SAL and Blended English Learning Manager, Regional Digital Platforms and Analytics Coordinator, UK Corporate HQ colleagues in marketing and digital

External: media contacts and advertising partners, PR and events management, suppliers.  
Other important features or requirements of the job 
Some weekend and evening work will be necessary. Travel to other locations in Mauritius and occasional international travel may sometimes be required. 

	Please specify any passport and/or nationality requirement
	Person must have pre-existing right to Work in Mauritius  



	Please indicate if Child Protection checks are  required
	Yes, up to date checks for all staff are required.

Post holder will be required to meet British Council child protection standards.  


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 

	· Creating shared purpose (More demanding) 
· Working together (Essential)


· Being accountable (Essential)

· Making it happen (Essential)

· Shaping the future (Essential)
· Connecting with others (Essential)

	
	· Shortlisting &Interview

· Shortlisting &Interview

· Shortlisting &Interview

· Shortlisting &Interview

· Required for the job, but not assessed for recruitment purposes

	Skills and Knowledge


	Analysing data and problems – level 2

Reviews available data and identifies cause and effect

Managing People – level 1 

Provides support to less experienced members of the team and is aware of individual differences. 

Communicating and influencing – level 2

Relates communications to circumstances, adapting language to meet the needs of different people 

Using technology – level 2
Operates as an advanced user and coaches others in their use 
	· E-marketing strategy

· Mobile marketing and aps
	Shortlisting & Interview

	Experience


	· Handling day-to-day integrated marketing and communications work, content strategy, writing and editing

· Brand management 

· Understanding of social media behaviour and web user journeys 

· Strong knowledge of web analytics, social media insight tools and KPIs

· Conversant in principles of marketing 

· Focussed and independent time management 

	· Product strategy

· Communications strategy development

· Online market research and analysis including use of analytics/ web marketing tools
	Shortlisting & Interview /Test

	Qualifications
	Media, communications, marketing or other relevant post-school qualification

	· Media, communications, marketing degree

· Google marketing certification’
	Shortlisting

	Language Proficiency
	Bilingual in English and French
	
	

	Submitted by
	Tris Bartlett
	Date

	28 October 2016
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