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	Role Profile




	Job Title
	Examinations Services Officer

	Directorate or Region
	Middle East & North Africa
	Department/Country
	Exams Services / Saudi Arabia

	Location of post
	Jeddah
	Pay Band
	Locally Appointed Grade H

	Reports to
	Examinations Services Manager
	Duration of job
	Indefinite

	Purpose of job:  
To support British Council Examinations Services in order to meet country strategic objectives and its growing examinations business in KSA. The main focus of this post is administration, customer services and promotion of exams in line with agreed standards and to the satisfaction of customers and management.

Context and environment:
At the British Council we help people achieve their life long ambitions and aspirations and one of the ways we do this is by giving people the opportunity to obtain international qualifications.

Examinations form an important element of the British Council’s operation in Saudi Arabia, creating opportunities for thousands of young people in the country. The British Council delivers exams operations through offices in Riyadh, Jeddah and Khobar. 
The exams department has set in place an ambitious plan to ensure its growth and greater impact in a fast changing, global environment. To do this, the department will be engaging and working more directly with partners, both internal and external from all sectors. 

The exams operation in Saudi Arabia is the largest in the MENA region and has delivered over 100,000 exams in the last year including IELTS, Aptis, School Exams, Cambridge English Language Assessment and Professional Exams.  

Accountabilities, responsibilities and main duties: 

· Administer exams in accordance with Corporate guidelines and Examining body regulations

· Arrange exam venues and logistics in accordance with local requirements and Exams Quality Standards

· Comply with all tenets of Quality and Compliance Assessment, including local regulations as defined by Country Exams Manager
· Promote UK examinations

· Proactive collaboration with front line staff to ensure information about Examinations Services is understood and available.

· Recruit, train and supply suitably-qualified venue staff and assist with venue staff performance appraisal

· Deal with specialised enquiries about examinations when required

· Deliver a range of financial services, including registration, cash collecting, reconciliation , recording financial transactions

· Liaise with institutions and examining bodies as necessary

· Agree own personal development plan with line manager and undertake at least one learning and development initiative each year

· Take additional responsibilities as assigned by Examinations Services Manager.

Key relationships: 
Exam candidates, UK Exam Boards, Examiners, Invigilators, Approved Suppliers, Customer Services staff and Exams staff in Riyadh, Al Khobar and Jeddah.
Other important features or requirements of the job 
The post involves frequent weekend and off-site work, occasional early mornings and travel for trainings and meetings. Where applicable, this will be compensated with TOIL.


	Please specify any passport/visa and/or nationality requirement.
	Saudi nationals and non-Saudi nationals with a valid residence in Saudi Arabia are eligible to apply for the post

	Please indicate if any security or legal checks are required 
for this role.
	None


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Being Accountable
Delivering my best work in order to meet my commitments.

Working Together
Ensuring that others benefit as well as me.

Connecting with Others
Making regular opportunities to understand others better.
	
	Interview


	
	Making it happen
Delivering clear results for the British Council.
Shaping the future
Looking for ways in which we can do things better.
Creating Shared purpose

Communicating an engaging picture of how we can work together.
	
	Required but not assessed during application

	Skills and Knowledge
	Communications (Level 1)

· Reading and Writing Skills

· Speaking and listening skills
· Knowledge Sharing
Marketing and Customer Service (Level 1)
· Understanding and responding to customer needs

· Obtaining and evaluating feedback

Financial Planning & Management (Level 1)

· Understanding payment processes
Computer skills (Level 2)

· Outlook, Word, Excel, PowerPoint

· Internet Explorer

Fluent English (IELTS 6).

	Knowledge of UK qualifications
Listening and Speaking proficiency in Arabic Language
	Short listing 
and Interview 

	Experience
	Minimum 2 years of experience in a large scale customer-focused operation.
	Experience in the administration and promotion of UK qualifications.

	Short listing 
and Interview

	Qualifications
	At least two GCE A Levels and five GCSEs or equivalent
	Degree or equivalent
	Short listing
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	26 February 2014


4 of 4                          Recruitment Team June 2011


_1341027853.doc
[image: image1.png]@@ BRITISH
@®® COUNCIL







