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	Role Profile




	Job Title
	Examinations Servicers Officer 

	Directorate or Region
	South Asia
	Department/Country
	Exams – Sri Lanka

	Location of post
	Colombo
	Pay Band
	Band 3/Grade J

	Reports to
	Assistant Manager Examinations Services
	Duration of job
	Fixed Term Contract (2 years)

	Purpose of job:  
To support the delivery of the exams ensuring excellent stakeholder, operations, and Exams Quality Standards (EQS) and exam board compliance in line with the Exams department objectives
Context and environment: (e.g. dept description, region description, organogram) 
· British Council Sri Lanka is a vibrant operation delivering a high impact portfolio of projects across Education and Society, English and the Arts. We have 25,000 members in our library which is the largest membership in the British Council global network, and run two of the largest British Council Teaching Centre and Exams operations in the world.

· The British Council Sri Lanka delivers a wide range of UK qualifications – including English language (IELTS and ESOL), school, academic & professional qualifications; in total around 83,000 exams a year, across Sri Lanka, through our offices in Colombo, Kandy and Jaffna, and in the Maldives.

South Asia Region: The South Asian region consists of 7 countries, India, Sri Lanka, Bangladesh, Nepal, Pakistan, Afghanistan and Iran, at least 4 of which are major examinations markets for the British Council.  Challenging operating environments are a feature of the region so a strong technological platform and working through outsourced operations are two ways that business can be effectively managed.
Accountabilities, responsibilities and main duties: 
(including people management and finance)
Accountabilities:

· Efficient and effective support to delivery of the [pre-exams/during-exams/post-exams] activities.

· Maintenance of and adherence to British Council EQS and exam board compliance standards.
Responsibilities & Duties:
Operations Management

· Assist in the preparation of exams [pre-exams/during-exams/post-exams] documents and notices, and the distribution of communication material as appropriate.
· Assist in the preparation of financial and administrative information documents.    

· Meet the [pre-exams/during-exams/post-exams] deadlines in line with the British Council and exam board requirements.

· Carryout any other responsibilities and duties as required. 

Compliance Management

· Meet the exams security, safety and quality standards for all exam venues.
· Meet the confidential material room access (at British Council or externally) and transport of confidential exams material according to the agreed British Council standards and exam board regulations.
· Act as a level 3 user for exams board related Online Registration Systems (ORS) /registration web sites and web applications Computer Based Testing (CBT).
Stakeholder Management and Customer Service
· Support handling of level 2 inquiries.
· Provide an efficient and friendly service to customers, partners, and course providers.

· Assist support the ORS administrators of [partner/course provider] to set up the registration system according to the exam series, provide them feedback, make sure that the information is correct and relevant.

· Support to ensure branding of exams venues, and smooth running of events.

Key relationships: (include internal and external) 

Internal:
· Assistant Manager Examinations Services - [Product(s) Name]
· Customer Services Manager

· Logistics Support Officer
External:
· Exams candidates

· Exams clients and partners across Sri Lanka

· Vendors

Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
· Travelling to exam venues as per operational requirements
· Occasional weekend and evening working in order to deliver exams according to UK key window times.

	Please specify any passport/visa and/or nationality requirement.
	The candidate should have a legal right to work in Sri Lanka

	Please indicate if any security or legal checks are required 
for this role.
	Reference Checks and under our Child Protection agenda, the post-holder may be required to obtain a Police Report within 3 months of securing this job.


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Behaviours assessed during interview stage of recruitment process

· Making it happen (essential)  

· Working together (essential)  

· Connecting with others (essential) 
Behaviours not assessed during recruitment process

· Creating shared purpose (essential) 
· Being accountable (essential) 

· Shaping the future (essential) 
	
	The position holder will be required to demonstrate all six behaviours, on the job. These will be assessed during year end performance evaluations.  

Behaviours to be assessed during the interview stage of recruitment are mentioned.

	Skills and Knowledge
	· Marketing and Customer Service (Level 1)
· Computer Skills (Level 1)
· English (CEF A2), and Sinhala or Tamil native speaker level

	
	Short listing 

and Interview
Certification of English required or Aptis test done.



	Experience
	
	· At least one year’s customer service and /or admin work experience

 
	shortlisting


	Qualifications
	· GCE Advanced Level or equivalent qualification   


	
	Short listing
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