
 

 

 

 
Vice Consul (B3) 

(2 year fixed term contract) 
Deadline for Applications: 15 October 2015 

 
The British Embassy in Jakarta is part of a world-wide network of 230 Posts, representing British 
prosperity, security and consular interests overseas. Indonesia and the United Kingdom have a 
dynamic, strong relationship 
 
As a senior member of the consular team, the Vice Consul will ensure the delivery of modern and 
efficient consular assistance and notarial and documentary services to British Nationals in Indonesia, 
as well as contribute to the delivery of the regional consular business plan, the country business 
plan, and consular elements of emergency/crisis planning. 
 
Main Duties and Responsibilities 
 

 Support the Consul in managing the consular team in Jakarta, providing guidance and 
support to the team, including the Consulate in Bali and the network of Consular Wardens 
across the country, as well as deputise for the Consul in his absence 

 Provide consular assistance to British nationals including handling high-profile and/or 
difficult cases, prison and hospital visits, and issuing urgent emergency travel documents 

 Support the provision of notarial and documentary services 

 Interpret and implement consular assistance policies to ensure adherence to these 
guidelines and high customer service standards  

 Liaise with colleagues in London, other Posts in SE Asia Pacific and the Regional Consular 
Director to deliver regional best-practice, innovation and consistency of support to British 
nationals 

 Maintain and widen contacts with and outreach to local authorities, emergency services, 
NGOs, the public and travel industry and wider stakeholders. Attend meetings, workshops 
and other events as representative of the Embassy.  

 Maintain and test annually the Crisis Management Plan in readiness for any potential crises 

 Monitor and update travel advice, including recommendations for social media messaging 

 Line management of two consular assistants 
 

Essential Requirements 
 

 Excellent interpersonal and communication skills with a strong customer focus  

 Flexible, resilient under pressure and decisive with a proven track record of delivering results 
to a high standard within tight deadlines  

 Good self management and organisational skills with an ability to prioritise own, and the 
team’s work effectively with competing workload under pressure 

 Experience of managing staff, preferably in a customer service setting 

 Ability to deal sensitively with difficult situations and people in distress 

 A track record of displaying sound judgement and an analytical approach to decision making 

 Personal drive and the ability to be a self-starter as well as a team player 



 

 

 

 Excellent English language skills, both written and spoken.  For candidates with English as a 
second language, certification at IELTS (or equivalent) level 7 or higher within the last 2 years 
is required. All skill areas (Writing, Speaking, Listening and Reading) must be IELTS score 6.5 
or higher 

 IT proficiency in MS Office, Outlook and the ability to learn FCO systems   

 Ability to travel across Indonesia and occasionally internationally as needed  

 Willingness to work additional hours as necessary, sometimes unsociable hours during a 
crisis  

 
Desirable Requirements: 
 

 Experience of living in the UK or understanding of the UK 

 Previous consular experience or other experience in a service delivery role or a similar role in 
another Embassy, NGO or international organization 

 Knowledge of some spoken and written Bahasa Indonesia 
 

Key Competences required 
 

Making Effective Decisions   Changing & Improving 
Managing a Quality Service   Leading & Communicating 
Collaborating and Partnering   Demonstrating Resilience 

 
Please refer to our website for more information on these B3(L) competences. 

 
Salary 
 
The British Embassy offers a competitive compensation package including:  

 Minimum Monthly Gross Salary of IDR 12,371,852 

 Medical  Insurance benefits 

 Paid Annual Leave entitlement 

 Access to extensive learning and development opportunities.    
 
No accommodation or relocation expenses are payable in connection with this position. Applicants 
must have work authorisation for Indonesia in order to apply. 
 
Employment offers are subject to successful clearance of pre-employment checks.  Staff recruited 
locally by the British Embassy in Jakarta, are subject to Terms and Conditions of Service according to 
local Indonesian employment law. 
 
To Apply  
 
Please complete the application form, which can be downloaded from our website at  
https://www.gov.uk/government/world/organisations/british-embassy-jakarta/about/recruitment 
and send together with your updated resume / CV to Indonesia.Recruitment@fco.gov.uk. 
 
Deadline for applications is 15 October 2015 (Thursday). Please follow this format for the email 
subject heading: <ViceConsul_SURNAME First Name>.  
 
Please note that incomplete applications will not be taken into consideration. 
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Interviews will be held during the 1st week of November 2015. We regret to advise that only 
shortlisted candidates will be contacted.  The successful candidate is expected to start work by 
December 2015. 
 
The British Embassy is an equal opportunities employer, dedicated to inclusivity, a diverse workforce, 
and valuing difference. All applications are treated on merit. 


