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	Job description/person specification


	

	Job title
	Examinations Services Assistant
	Department/office
	English and Examinations, Chongqing

	Job holder
	Vacant
	Job code
	ESA3

	Job type
	Full time
	Pay band
	Local band 4

	Line manager
	Examinations Services Officer
	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 of British Council in Southwest China.

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

	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  (55 %)
	IELTS administrative work

· To undertake pre- and post- test administrative work.

	Standards
	· IELTS results are 2nd keyed in ESOLCOMMS accurately by Friday morning after the test.
· Jagged Profiles report is produced and double-marking is arranged no later than the 2nd Monday after the test.

· Candidate photos are scanned into ESOLCOMMS within 8 working days after the test and the quality of the photos scanned meets the requirements as specified in IELTS Administrator’s Manual and IELTS audit documents.

· Candidate scores are uploaded to MIS before 10:00am on the 2nd  Thursday after the test.
· Requests on extra IELTS Test Report Forms (TRFs) are processed accurately within five working days upon receipt, and records are updated timely on MIS and the British Council website. 
· To act as the backup person for preparing IELTS sales and purchase orders, and ensure these documents are 100% accurate. 


	2 Duty  (10 %)
	Support to the administration of professional and English qualifications
· To assist ESO1 in the administration of professional and English qualifications including preparing sales and purchase orders.
· To act as backup contact person for these exams.

	Standards
	· Correspondence including letters, emails and phone calls is replied in an appropriate manner within the corporate deadlines.

· Each test is delivered following requirements set in Examinations Customer Services Standards and  by relevant exam boards.

· Test-related administrative work is done accurately and within the required deadlines.
· Purchase orders and billing documents are prepared with 100% accuracy. 

· Feedback from candidates and exams boards is positive.

	3 Duty  (10 %)
	Exams stock control

To assist ESO2 in the management of exams secure materials.
· To assist with the check and stock-in of test materials upon arrival (1st person). 
· To check returned test materials and oversee destruction of test materials after each test.
· To work as the backup person for ESO2 and ESA1 and help perform their duties as appropriate.

	Standards
	· Exams materials are managed in accordance with guidelines set in EXCSS, IELTS Administrators’ Manual, IELTS audit documents or instructions from other exams boards.
· Used exam materials are returned to stock timely, checked and destroyed securely within required deadlines.

· Outdated materials are checked and destroyed as per instructions from test partners or exams boards.

	4 Duty  (10 %)
	Customer services

· To deal with candidate enquiries over phone, in person or via exams public email boxes (1st person).
· To act as the 2nd  backup cash collector in the office.

	Standards
	· Email and telephone enquiries are answered accurately within the deadlines set in EXCSS, and feedback from candidates is positive. 

· Postal remmitance is checked on a monthly basis to ensure its accuracy, and relevant information passed to ESA2 before the end of each month to prepare sales order to local post office. 

· Bills to DHL, EMS or other courier providers are checked on a monthly basis to ensure accuracy in payment.

· Constructive suggestions are made to Exams Administration Manager with regard to the improvement of customer experience.    

	5 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 is provided in writing within 2 working days after the test.

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

	6 Duty  (5 %)
	Personal development
· To 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 Exams team and Chongqing Office through participating in team meetings and office meetings.

· FABS role is performed up to corporate standards.


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 1: wants to do a good job and does not give up

Clarifies what is expected. Is positive and enthusiastic about the job. Does not give up at the first obstacle. Respects the rights of others whilst against achieving one’s own goals.
	E
	Y
	application form, interview, performance evaluation

	2
	Customer Service Orientation Level 2: adds value

Thinks about the customer when undertaking day-to-day wrok. Questions ‘how is this adding value 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
	Y
	application form, interview, performance evaluation

	3
	Flexibility

Level 1: accepts need for flexibility

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
	Y
	application form, interview, performance evaluation

	4
	Professional Confidence

Level 1: confident in own role

Presents him- or herself in a confident manner and works without needing direct supervision. Says ‘No’ in the face of unreasonable demands.
	E
	Y
	application form, interview, performance evaluation

	5
	Team Working

Level 1: works cooperatively

Willingly cooperates. 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
	Y
	application form, interview, performance evaluation

	
	Generic Skills
	
	
	

	6
	Communications Skills (Level 1)

Fluency in written and spoken Chinese and English (Enlgish up to BULATS level 3 or IELTS band 6.0)
	E
	Y
	application form, interview, performance evaluation and exam


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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