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BRITISH DIPLOMATIC MISSIONS IN CHINA
JOB DESCRIPTION 
I. JOB INFORMATION

	Job Title:
	Corporate Services Officer


	Position Code:
	4574725

	Section/Post:
	Corporate Services Team, British Embassy Beijing

	Grade of Job:
	LE III

	Duration of Appointment:
	Six months

	Hours of work per week:
	35 hours


II. JOB SPECIFICATION
	Main purpose of job (max 200 words):

To provide support to the Corporate Services Team by performing administrative duties, dealing with routine correspondence and general enquiries, with a focus on financial transactions and Prism processing.


	Provide key results to be achieved by this position and a breakdown of the main duties and responsibilities, as well as the percentage of time they occupy:

	Key Results to be Achieved
	Duties & responsibilities
	% of time

	Ensure that the FCO’s financial accounting guidelines are correctly applied

	To act as a Prism Requisitioner and Buyer for the procurement of goods and services with external clients.  To follow the FCO’s Purchase-to-Pay process and policy guidelines, in order to maintain high quality purchasing system.  Assist the Accounts Team with Prism housekeeping processes.
	40


	Administer the stock of official mobile phones and bill staff for their personal use of these phones and other phones on a regular basis.

	To administer official mobile phones (including blackberries) to officers and visiting officials.  To check and process mobile phone bills on a quarterly basis.  Report to accounts for personal billing of staff calls. Act as point of contact for problems, replacements and to ensure SOPs are followed in conjunction with PSO and IT department. Maintain data base of stock for the Supplementary Financial Return.

	20

	Administration of the FCO Travel Package.

	To implement and administer the Travel Package for UK-based staff and to deal with enquiries from staff of personal balances. To process all claims associated with their packages in an accurate and timely manner.

	10

	Ensure that imprest accounts are managed correctly by imprest holders.

	To authorise, check and process Imprest accounts for Imprest holders.  Ensuring accurate accounting of funds and the transparency of a cash-based system.

	10

	
	To assist in other activities in the embassy as required by the Corporate Services Team or as directed by the Finance or Corporate Services Managers.

	20

	Report to: Finance Manager

	Grade: LE II


	Resources managed - staff and expenditure: 
     


III. Requirement on Incumbent

1. Key competences required for the job: 
	
	Essential
	Useful
	Explanation

	  Working with Others
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	  Delivering Results
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	  Managing self and resources
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	  Customer Focus
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	  Communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


2. Specific specialised knowledge, professional skills, qualifications or experience required for this job:
	Academic Education:
Bachelor Degree on Accounting, administrative support or other related fields.


	Professional skills /Qualifications:
· Good knowledge of accounting procedures.
· Good  IT skills relating to MS Office (e.g. EXCEL), database and accounting software


	Experience:

· Relevant experience in accounting or administration


	Language:
Confidence

Intermediate
Operational

Extensive

Chinese

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

English

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	IT Skills:




3. Other job-related or local special factors not mentioned above:
	Others:



IV. General Conditions of this Job

	We offer a competitive package, which includes basic salary, good leave entitlement and insurance plan etc. The gross starting salary for Chinese staff before all deductions is RMB9,330/month. We also offer excellent development opportunities and a 1 day annual leave entitlement per month. The successful candidate will be employed under locally employed staff conditions within the British Embassy.  Conditioned working hours is 35 hours/week from Monday to Friday and flexible working can be arranged upon personal needs. 
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