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	Examinations Services Assistant 

Role Profile




	Job Title
	Examinations Services Assistant

	Directorate or Region
	Wider Europe
	Department/Country
	Uzbekistan

	Location of post
	Tashkent
	Pay Band
	J

	Reports to
	Exams Manager
	Duration of job
	One year

	Purpose of job:  
Working as a member of Examinations Services Team to promote UK qualifications and to deliver excellent customer service to British Council visitors, customers and contacts. 

Context and environment:   
As the United Kingdom’s official body for cultural relations, the British Council’s aim is to build engagement and trust between people of different cultures through the exchange of knowledge and ideas.

All the activities of the British Council in Uzbekistan pursue one common goal, which is to build a mutually beneficial relationship between the people of Uzbekistan and the UK in the areas of English language, education and arts. To achieve this goal we work in partnership with the Ministry of Higher and Secondary Specialized Education of the Republic of Uzbekistan, the Ministry of Public Education of the Republic of Uzbekistan, the Fund Forum of Culture and Art of Uzbekistan, Ministry of Foreign Affairs, Uzbekistan Teachers’ of English Association and others. 

The Examinations Services team currently consists of three people – Exams Assistant, Exams Officer and an Exams manager. We offer range of UK examinations, the main exams product being IELTS and we organise a large number of sessions of this high demand test throughout the year. We also run  test sessions of ACCA and a range of professional and university exams.  Our main area of examinations activity is currently Tashkent, although we are expanding our activity to other cities in Uzbekistan. The post requires strong organisational and interpersonal skills. 
The post holder will be responsible for day-to-day delivery of examinations services. The post will work closely with the other Examinations Services Assistant as well as Examinations Officer and will report directly to Exams Manager.

Main challenges and opportunities for the post: 

Accountabilities, responsibilities and main duties:
· To support ESM in  pre-test, test day and post-test date activities
· To provide effective customer service to exam candidates
· To support ESM in maintaining financial processes
Exam delivery assistance 
· Store and maintain exam materials in according to the requirements of the corresponding exam bodies
· Process exam papers in line with exam body/ Quality Control Assurance(QCA)/IELTS regulations
· Set up exam venues in accordance with the set standards on spacing, health and safety requirements of the EQS or exam body regulations.
· Process candidate entries in a timely and accurate manner
· Send the test day information e.g. statements of entry/hall tickets etc. to candidates as per exam body requirements
· Follow the appropriate procedures in case of a crisis or issue on the exam day
· To observe confidentiality at all times

· Understand and implement Child Protection procedures where appropriate

Effective customer communication 
· To provide efficient, professional and high-standard customer service to exam candidates and to ensure that all communication to exam candidates is clear and detailed  
· To answer customer queries and initial complaints within BC corporate and local customer service standards 

· To answer the queries about the different exam products and their benefits to the customer according to the information from the exam bodies
Effective and compliant financial processes
· To take up FABS OS01 role and fulfil relevant duties in compliance with the corporate standards and procurement policies: raise purchase orders and purchase requisitions on behalf of the Exam department having collected all the supporting documents, to provide relevant information for cash flow forecasts to the budget holder and assist the budget holder with accruals.

· To gather and provide to the finance team all the necessary documents to ensure correct and timely payments to the examiner/marker/invigilator
Key relationships:  

Internal – Examinations Services Assistant,  Examinations Officer,  Exams Manager, the British Council Uzbekistan staff members

External – exam bodies, schools, agents, candidates and other customers, examiners, markers, invigilators, vendors/suppliers. 
Other important features or requirements of the job 
This post requires frequent unsocial/evening hours with some travel in and outside the country.  

	Please specify any passport/visa and/or nationality requirement.
	The post holder should have necessary permits to work and reside in Tashkent, Uzbekistan.

	Please indicate if any security or legal checks are required 
for this role.
	The British Council believes that all children have potential and that every child matters – everywhere in the world. 

The British Council affirms the position that all children have the right to be protected from all forms of abuse as set out in article 19, UNCRC 1989. We may request DBS or GBT checks.


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Making it happen (Essential): Delivering clear results

for the British Council
Connecting with others (Essential): Making regular opportunities to understand others better essential
l
NB: All six British Council behaviours are used for performance management purpose.
	
	Interview 

	Core skills: 
	Communicating and influencing (Level 2) Relates communications to circumstances: Displays good listening, writing and speaking skills, setting out logical arguments clearly and adapting language and form of communication to meet the needs of different people/audiences.
Managing finance and resources (Level 1) Uses resources efficiently: Uses resources efficiently in own role and complies with financial rules and procedures.

Managing risk (Level 1) Follows good practices: Demonstrates understanding of risk management policies and procedures and record of following them. 

Planning and organising (Level 1) Is methodical: Able to plan own work over short timescales for routine or familiar tasks and processes.
	
	Shortlisting and interview 

	Skills and Knowledge
	IT Skills: MS Word, MS Outlook,
MS Excel, MS Powerpoint,
MS Access, Sharepoint


	Knowledge of wider British Council work


	Short listing 
and Interview 

	Experience
	
	Experience in customer service
	Short listing 
and  Interview

	Qualifications
	University degree
	
	Short listing 

	Language skills 
	Fluent English, Uzbek and Russian (both written and spoken)  
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