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	Job description/person specification


	

	Job title
	IELTS Marketing Assistant
	Department/office
	Exams/Shanghai

	Job holder
	Vacant
	Job code
	

	Job type
	Full time
	Pay band
	4

	Line manager
	IELTS Marketing Officer, Shanghai  (Sophie Gao)
	Post-related allowances
	N/A


Job description
Guidance on completing job descriptions can be found on the HR intranet site at http://bcnet.britishcouncil.org:8000/hr/pmpd/example.htm 
	Job aim
	To contribute to the success of IELTS (International English Language Testing System) market and Exams Service team development.
To provide high quality and efficient support to IELTS marketing team to strengthen IELTS market position as the best choice of English language test for overseas study and language proficiency.

	Number of staff managed
	0
	As line manager
	0
	As countersignatory
	0

	Finances managed
	N/A

	Duty and standards – measurable in terms of time, cost, quality or quantity.  Please note this list is not to be regarded as exclusive.

	1 Duty  (50%)
	Support IELTS marketing team in the following areas:
1. Assist to carry out exhibitions, events and projects, including tasks arranging promotional materials logistics, liaison with internal and external parties,  preparing presentation delivery and key influencers visiting, and setting up venue and so on. 
2. Contribute to conduct preliminary marketing research as requested through the combination of desk research and survey /interview /group discussions, including competitor analysis, market research, communication channel evaluation, focus group discussion and events evaluation. 

3. Closely monitor online and offline media coverage of IELTS related news and marketing activities, write summary and keep files if necessary.  
4. Carry out customer profile analysis through MIS on a regular base.  
5. Update key influencer contacts and maintain key contacts database. 
6. Provide administrative support to the team, e.g. file sorting, documents inputting and updating, translation, meeting arrangement, liaising with team members nationwide etc.
7. Other duties assigned by line manager.


	Standards
	Agreed deadline and plan are met successfully as required.

All tasks should be delivered with high quality and in a consistent manner. 

Feedbacks from relevant parties are positive.
All EXCSS (Examinations Customer Service Standards) are met. 



	2 Duty  (20%)
	Support national market intelligence collection

       1.    Assist National Market Intelligence Manager in news clipping filing and translation.

2.     Assist National Market Intelligence Manager in collecting and classifying fundamental market 

        information such as city profile, university profile, etc.

       3.    Assist National Market Intelligence Manager in field work research.

       4.    Other duties assigned by National Market Intelligence Manager.


	Standards
	Translations and filing are accurate and deadline is met.

All research work is done to a high quality standard and in a professional manner. 

All EXCSS (Examinations Customer Service Standards) standards are met.

Feedback from National Market Intelligence Manager and other colleagues is positive.



	3 Duty  (10%)
	Provide assistance on finance issues and take over Operational Staff (OS) role in Finance and Business System (FABS),  which includes: 
1. Seek quotations and carry out suppliers’ evaluation.

2. Provide supporting documents for creating new vendors. 

3. Raise purchase orders and sales orders, check whether they have been approved, carry out good receipts. Track status of purchase orders, and chase if necessary.
4. Keep a file of contracts and quotations.



	Standards
	All financial management complies with Essential Finance, corporate standards and FABS user role.



	4 Duty  (10%)
	Provide assistance on IELTS brand materials management:

1. Coordinate design, editing, printting, and delivery of all kinds branded promotional materials.

2. Manage brand material physical stock in and stock out, keep stock record. 

3. Monitor and replenish stock level, and place order for coming round production.  

4. Coordinate with other colleagues to display materials where necessary e.g. in test centres. 
5. Maintaining the relationship with the promotional materials' suppliers to get new information about new production.


	Standards
	Branded materials are consistent with corporate design standards and IELTS branding policy. 

Branded materials displayed at all sites are up to date. 
All EXCSS (Examinations Customer Service Standards) standards are met.


	5 Duty  (5%)
	Promote British Council professional reputation

1. Maintain professional networks outside own team/area of work which support IELTS marketing.
2. Give presentations to internal and external contacts as required.



	Standards
	Meet all corporate standards for human resource and performance management.



	6 Duty  (5%)
	Personal and professional development

1. Participate in training as offered or required.

2. Take over the work of other colleagues as necessary. 
3. Participate in team events as necessary.


	Standards
	Staff duties are covered as required.

Attend English classes and be available for any relevant professional development programmes provided by the British Council.




Person specification

Managers should select competencies from the Organisational Skills Profile and should use no more than 8 for recruitment and selection purposes.
	
	Criteria:  behavioural competencies (assign levels), skills, knowledge experience, and specialist qualifications.
	Essential (E) or desirable (D).
	All criteria will be used for performance management purposes. 

Indicate here (Y or N) if a criterion is to be used for recruitment and selection.
	If a criterion is to be used for selection, please state here how it will be measured (e.g. application form, interview, performance evaluation

	
	Behaviours
	
	
	

	1
	Analytical Thinking (Level 1)

Breaks down an issue into its component parts (A, B, C). Lists items, tasks or activities without setting priorities.
	E
	Yes
	Application, interview (with presentations), performance evaluation

	2
	Achievement (Level 2)

Understands and works towards goals set by others. Measures progress against targets. Seeks to understand reasons for obstacles and to find ways to overcome. Acknowledges the work and contribution of others.
	E
	Yes
	Application, interview, performance evaluation

	3
	Customer Service Orientation (Level 2)

Thinks about the customer when undertaking day-to-day work. Questions ‘how is this adding valuee for the customer?’ Makes decisions with the customer in mind. Takes pride in delivering a high quality product or service. Investigates service delivery and provides solutions to problems.
	E
	Yes
	Application, interview, performance evaluation

	4
	Flexibility (Level 1)

Demonstrates willingness to change ideas or perceptions based on new information or contrary evidence. Is open to new ideas and listens to other people’s points of view.
	E
	Yes
	Application, interview, performance evaluation

	5
	Teamworking (Level 1)

Willingly co-operates. Is not afraid to seek advice from others. Puts in extra effort when needed to help others. Recognises that the ways of getting things done in different departments, organisations and communities are not the same.
	E
	Yes
	Application, interview, performance evaluation

	
	Generic Skills
	
	
	

	6
	Excellent spoken and written communication skills in Chinese and English (IELTS 6, BULATS 3 or equivalent)
	E
	Yes 
	Application, Bulats test, interview

	
	Job Families: technical skills, knowledge and experience
	
	
	

	7
	Marketing qualification and marketing work experience desirable.
	D
	Yes
	Application, interview, performance evaluation

	
	
	
	
	


Any special requirements of the job, including any legal requirements e.g. restrictions on employment, occasional unsocial hours, flexible working, passport status.
	Occasional weekend and evening work might be needed.  

Annual leave should avoid the peak periods if necessary.  


	Submitted by
	Sophie Gao 


	Date
	29 April 2008
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