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	Job description/person specification



	

	Job title
	Assistant Examinations Services Manager
	Department/office
	Bangkok, Thailand

	Job holder
	Vacant
	Job code
	EA

	Job type
	Full-time
	Pay band
	H

	Line manager
	Examinations Services Manager
	Post-related allowances
	


The job description/person specification should be reviewed on a regular basis.  Guidance on completing job descriptions using competencies can be found on the Competency Dictionary section of the HR homepage at http://bcnet.britishcouncil.org:8000/hr/dictionary/index.htm.  If you propose to make significant changes to it, you should seek advice from your HR Services team.  If it is for a new post or you propose a change in the grading of the post, you must refer it to your HR Services team (UK) or your HR geographical consultant (overseas staff).  If you have line management responsibility, you must include an explicit duty relating to this.

All information must be in line with the British Council’s equal opportunity policy.

	Job aim
	To administer IGCSE and  External exams and manage follow-up activities and related work, and for other exams activities as required

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

	Finances managed
	£0.00

	State what percentage of the job is represented by each duty.

	Duty and standards – measurable in terms of time, cost, quality or quantity.

	1 Duty  ( 40 %)
	To supervise IGCSE and External examinations and manage follow-up activities and related work

	Standards
	· Set up the IGCSE and External schedules according to globally set dates and the availability of examiners and venue. Registration periods to be published at least one month in advance. 
· Correspond with Cambridge ESOL and  External exam boards regarding the test adminstration.
· Complete entries with candidate details and forward to examination boards before the closing date.
· Ensure that candidates are informed of venue, time and date of examinations at least two weeks before the exam date. 
· Distribute exam results and certificates, or notify candidates to collect them, within five working days of their arrival from the exam body. 
· Prepare test materials and arrange invigilators prior to the test day.
· Provide appropriate equipment for test administration and marking if necessary. 

· Book and supervise test venue arrangement prior to the test day according to EXCSS and exam board policy.
· Full brief all invigilators on importance of exam security prior to exam and monitor regularly.
· Maintain the security of the exam materials all the time 
· Return all completed exam papers/scripts to the examination boards by the requested deadline. 
· Destroy exam materials when requested by examination boards.

	2 Duty  ( 25 %)
	To liaise with and make arrangements for examiners

	Standards
	· Notify examiners of the test schedules at least two weeks before test date and ensure a sufficient number of examiners.
· Provide appropriate equipment for test administration and marking.
· Provide examiners with up to date information and regulations on test sessions.
· Keep the examiners' attendance record and allocate an equal number of scripts and interviews to each examiner.
· Ensure the centre has sufficient numbers of examiners to run speaking tests.

	3 Duty  ( 10%)
	To be involved in Financial Recoard and Management

	Standards
	· Maintain all finance records in accordance with accounting rules and regulations.
· Complete income data for quarter reconciliation and submit to ESM in time.
· Prepare the payments for invigilators, venue staff, premises and examiners at the end of each month and inform them when money is transferred to bank accounts.
· Assist ESM in preparing deferred income data and management on monthly basis. 
· Work on FABS system in OSO7 role for exams team.

	4 Duty (10%)
	To be involved in IGCSE and External exams promotional activities  

	Standard
	· Assist  in the development and promotion IGCES and External exams to main targets 
· Assist ESM in the production of examinations brochures and other promotional materials.
· Be reponsible for updating and managing of IGCSE and External exam web pages whenever necessary and ensure  accurate communication in the proper format to meet corporate standards.
· Participate in UK Education exhibition and other conferences and events. 

· Assist in the development of promotional materials such as leaflets and brochures.
· Assist ESM in monitioring non-British Council IELTS websites.  

	5 Duty (15%)
	To oversee the provision of a customer-friendly service

	Standard
	· Respond to all enquiries appropriately within the scope and standards of the  EXCSS and local policy guidelines, consulting ESM as necessary.
· Be polite and helpful to enquirers and try to spend no more than five minutes with each enquirer if there are two or more calls waiting.
· Mail information packs on request within five days and reply to all enquiries on Q&A web board within five working days. 
· Be reponsible for updating and managing web pages whenever necessary.  


Person specification

· Use the Behavioural competency dictionary (which you will find within the Competency Dictionary Section of the HR homepage at http://bcnet.britishcouncil.org:8000/hr/dictionary/index.htm) to help you list here the relevant behavioural competencies needed for the job – aim for no more than six.  Assign the appropriate level to each competency.

· Use the Role profile dictionary to help you list the relevant skills, knowledge and experience needed for the job.  Include any specialist qualifications.

· You should not state requirements which could potentially disadvantage particular groups or individuals, e.g. previous experience in a British Council office overseas.

· Indicate whether each criterion (behavioural competency, skill, knowledge and experience) is essential (E) or desirable (D) for selection and recruitment purposes.

· For recruitment and selection purposes state also how evidence of each criterion will be assessed.  You may state one or more of:  application form; performance evaluation; interview and, where appropriate, presentation exercise or specialist test.  (You should aim for no more than six criteria to be assessed by interview.)

	
	Criteria:  behavioural competencies (assign levels), skills, knowledge experience, and specialist qualifications.
	Essential (E) or desirable (D).
	Which duties does this criterion support?
	Indicate which criteria will be used for recruitment and selection (aim for no more than six).
	State how each criterion will be assessed for recruitment and selection purposes.

	1
	Good level of written & spoken English–IELTS 6.0 or equivalent
	E
	1,4,5,6
	V
	Application, Performance Evaluation and Interview

	2
	Customer Service (level2)
	E
	1,4,5,6
	V
	Application, Performance Evaluation and Interview

	3
	Teamworking (level 2)
	E
	All
	V
	Application, Performance Evaluation and Interview

	4
	Achievement (level 2)
	E
	All
	V
	Application, Performance Evaluation and Interview

	5
	Flexibility (level 2)
	E
	All
	V
	Application, Performance Evaluation and Interview

	6
	Financial astuteness
	E
	2
	V
	Application, Performance Evaluation and Interview

	7
	Excellent IT skills: MS Word/ Excel /Powerpoint
	E
	1,2,3,5
	V
	Application, Performance Evaluation and Interview

	8
	Knowledge of UK Examinations
	D
	1,4,5,6
	V
	Application, Performance Evaluation and Interview


List here any special requirements of the job, e.g. occasional unsocial hours, flexible working.  It is assumed that all jobs can be job-shared unless valid reasons are given below.  Disability is not normally a disqualifying factor for a job.
	Post holder must also have good level of written & spoken English skills

(common BC standard :Post upper-intermediate or above in teaching centre level test scheme)


Authorisation

	Line manager’s name
	Wanrawee Namsanguan

	Post title
	Examinations Services Manager
	Department/country
	Bangkok, Thailand

	Signature
	
	Date
	

	Name
	

	Signature
	
	Date
	


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