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	Job description/person specification


	

	Job title
	Examinations Administation Manager
	Department/office
	English and Examinations, Chongqing

	Job holder
	Vacant
	Job code
	EAM1

	Job type
	Full time
	Pay band
	Local band 6

	Line manager
	Assistant Director, 
English and Examinations
	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 realisation of the British Council’s corporate outcomes and outputs in English and Exams through the development and delivery of Exams business in Southwest China.

	Number of staff managed
	5
	As line manager
	2
	As countersignatory
	3

	Finances managed
	As per FABS role and office approval limits.

	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  (30 %)
	To oversee IELTS administration systems and processes.  
· Act as principle IELTS Administrator for Southwest China.
· Supervise IELTS administrative work.
· Take charge of IELTS stock order and oversee IELTS stock control system including conducting stock checks and security reviews.
· Coordinate the upgrading IELTS administration systems including ESOLCOMMS and MIS, and maintain the data and user accounts for these system.
· Handle post-test candidate identity verification.
· Act as the 1st  IELTS Test Report Forms signatory.
· Deal with enquiries on IELTS results verification.
· Deal with 2nd level candidate complaints.
· Manage contracts with Exams specific suppliers. 

	Standards
	· IELTS administrative work is conducted in full compliance with requirements as specified in IELTS Administrator’s Manual and IELTS Audit Observation Sheets.
· Highest security standards are achieved and maintained through a sound exams stock control system and effective test day administration mechnism.  
· Enquiries or complaints are dealt with in a timely and professional manners, which meets the British Council Examinations Customer Services Standards (EXCSS).

· Contracts with post office, hotels and car rental companies are reviewed  on a regular basis, and new hotels, car rental and courier companies are identified to meet operational needs.

· Feedback from candidates, stakeholders and test partners is positive.  

· Active contribution is made to the development of IELTS adminiatration policies and systems in China.

	2 Duty  (10 %)
	To oversee the administration of professional and English qualifications. 
· Provide guidance on setting up systems and processes in administering these exams.
· Plan and deploy resources for the delivery of these exams.
· Deal with 2nd level candidate complaints.

	Standards
	· All the exams are administered up to the standards as specified by the relevant exam board and the British Council Examinations Customer Services Standards (EXCSS).

· Feeback from candidates and exam boards is positive.

	3 Duty  (20%)
	Venue staff management
· Take charge in the recruitment, training and monitoring of invigilators, clerical markers, supervisors and assistant supervisors for all exams.
· Manage supervisor and assistant supervisor allocation system.
· Participate in examiner recruitment as required.
· Support Assistant Director, English and Exams on dealing with disciplinary issues.

	Standards
	· There is an adequate supply of qualified invigilators, clerical markers, supervisors and assistant supervisors which meets business demand.

· Invigilators, clerical markers, supervisors and assistant supervisors are recruited and trained following the procedures and standards set by relevant exams boards.  
· Enquries on IELTS clerical marking are dealt with in a timely manner to ensure accurate marking.

· An effective supervisor/assistant supervisor allocation system is in place which reflects consideration of scorecard requirements and staff work-life balance.  

· A clear system is set up and followed on the monitoring of IELTS venue staff; monitoring feedback is given in writing on a regular basis to ensure their performance is up to EXCSS and IELTS standards.

· Underperformance or disciplinary issues are addressed in a timely and professional manner, in line with procedures and standards as specified by relevant exams boards.
· Policy updates are communicated to venue staff in an effective and timely manner.



	4 Duty  (10%)
	Administrative support to IELTS test centre management
· Assist Assistant Director, English and Exams in the inspection and selection of new test centres or test venues.

· Prepare test centre inspection timetable and conduct test centre inspections as required.

· Plan and deliver test centre staff training.

· Communicate with test centres on IELTS administration related policies and rountine test-related feedback.

· Support Assistant Director on the organisation of local test centre meetings.

	Standards
	· Test centres are inspected twice a year, and inspection reports are kept on record.

· Test centres are kept updated about IELTS related policies; feedback on test administration is communicated to test centres within 5 working days after the test. 

· Training and other events are delivered according to agreed plans, and feedback from test centre staff is positive.

	5 Duty  (15 %)
	Staff management

· To line manage ESO1 and ESO2 and to oversee the administration team.

	Standards
	· Staff's training needs for carrying out their work efficiently and effectively are addressed properly.

· Staff have updated job descriptions and permance agreements, and performance evaluations are conducted and documented according to corporate requirements.

· Staff perform their duties competently; underperformance is dealt with effectively in line with relevant corporate policies.  

· Feedback from staff is positive.

· Assistance is provided in new staff recruitment and induction upon request.

	6 Duty  (10 %)
	Exams delivery

· To conduct duties as supervisor/asst supervisor/invigilator for IELTS or other exams as required.

· To monitor the performance of test venues and venue staff as required.

· To cover the duties of other member of staff when they are on leave.

	Standards
	· Supervisor/assistant supervisor/invigilator’s duties are performed up to the requirements as per EXCSS and IELTS Administrators’ Manual. 

· Monitoring feedback on test venues and venue staff is provided in writing within 2 working days after the test.

· Candidate’s complaints are handled in a professional manner.

· Feedback from candidates, colleagues, partners and exam boards is positive.

	7 Duty  (5 %)
	Personal development
· Improve personal competencies and facilitate Exams operation.

	Standards
	· Personal competencies are improved through attending in-house training, job attachment and self study.   

· Active contribution is made to Chongqing and China Exams teams through participating in meetings at office and national levels.

· To perform FABS role in line with corporate guidance.




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
	Achievement 
Level 3: drives for improvement despite frequent obstacles
Is determined despite frequent obstacles.  Tackles difficult problems and takes personal responsibility for reaching solutions.  Seeks ways to improve overall performance levels to give higher levels of satisfaction to target groups.
	E
	Y
	Application form, interview, performance evaluation

	2
	Customer Service Orientation
Level 3: addresses underlying needs
Takes time to question and understand the real, underlying needs of customers, beyond those initially expressed.  Establishes systems to collect customer feedback. Focuses resource without bias on priority areas and /or key customer groups.
	E
	Y
	Application form, interview, performance evaluation

	3
	Leading and Developing Others
Level 2: demands high standards                            

Demands high performance or results from others by setting example. Monitors performance against clear standards or deadlines, providing appropriate feedback when required. Helps individuls to start again when setbacks occur. 
	E
	Y
	Application form, interview, performance evaluation

	4
	Flexibility
Level 2: applies procedures flexibly

Applies rules or procedures flexibly, depending on the individual situation, to accomplish tasks or activities more effectively. Responds effectively to changing circumstances. Remains focused when faced with competing demands. Makes reasonable adjustments to ensure maximum effectiveness and motivation of self or others. 
	E
	Y
	Application form, interview, performance evaluation

	5
	Professional Confidence

Level 2: acts independently

Provides an opinion from his/her own area of expertise. Makes decisions without deferring unnecessarily to others, and is decisive when the situation demands it. Has the confidence to admit when they do not know a fact or cannot commit to an immediate view without more research.
	E
	Y
	Application form, interview, performance evaluation

	6
	Relationshil Building for Influence

Level 2: builds rapport and takes several steps to persuade

Demonstrates awareness of the strategic importance of effective relationship management in increasing influence/reputaton, imporving business delivery and in managing risk. Uses a planned approach and knowledge sharing tools to build positive, reciprocal relationships. Takes a number of steps to persuade. Tailors an approach to appeal to the needs of a particular audience. Recognises the impact of the cultural dimension in managing relationships. 
	E
	Y
	Application form, interview, performance evaluation

	
	Generic Skills
	
	
	

	7
	Communications skills 
Excellent communication skills in written and spoken Chinese and English (English to BULATS Level 5 or IELTS 7.0)
	E
	Y
	Application form, interview, performance evaluation, exam.

	
	Job Families: technical skills, knowledge and experience
	
	
	

	8
	Background or experience in English language teaching, testing or administration
	D
	Y
	Application form, interv


Any special requirements of the job, including any legal requirements e.g. restrictions on employment, occasional unsocial hours, flexible working, passport status.
	Job involves occasional unsocial hours, frequent weekend work and frequent travel within China when required for test delivery.


	Submitted by
	Mabel Li


	Date
	07 May 2008



The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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