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	Role Profile




	Job Title
	Examinations Officer

	Directorate or Region
	SSA
	Department/Country
	Ethiopia

	Location of post
	Addis Ababa
	Pay Band
	Country Appointed Grade H (4)

	Reports to
	Examinations Manager
	Duration of job
	Indefinite

	Purpose of job:  

Provide support to the Examinations Manager in the areas of customer service, examinations administration and finance.
Context and environment: 
The role is part of the Ethiopia Exams team. The team is made up of three staff headed by an exams manager. It is responsible for over 4,000 UK exams sat in Ethiopia by over 3,500 candidates. 
Accountabilities, responsibilities and main duties: 

A. Exam Delivery

1. Processing exam papers

Implement and assure security of exam materials according to standards for each exam: secure unpacking, packing, counting, logging and shredding of materials. Use stock management systems and equipment inventories to ensure secure materials and equipment can be tracked internally and externally. 

2. Event planning & management

Negotiate & book venues for exams which meet agreed standards and demonstrate value for money. Follow British Council procurement policies and guidelines. 

 B. Contributing to effective management

1. Managing individuals or teams

Ensuring a sufficient number of effectively trained staff is available for each test administration. Understands basic recruitment and selection procedures and able to apply them to venue staff recruitment process with manager guidance.
Implement the training and monitoring needs of venue staff eg PSN, global British Council venue staff training package etc.
2. Contributing to effective, compliant financial processes and accurate financial information

· Prepare reconciliations for specific areas for checking by ESM;
· Raise, goods receipt or approve timely and accurate PO’s/ Sales Orders;
· Process invoices and credit notes;
· Plan/forecast/monitor/manage simple budgets;
· Support the preparation of cash flow forecast and accruals by providing relevant information for particular area of responsibility;
· Prepare and/or check examiner/marker/invigilator payments;
· Support the ESM in other areas as instructed;
· Prepare activity reconciliations as required;
· Adhere to financial deadlines as required.
3. Effective Customer communication (including candidates and exam boards)

· Handle enquiries & complaints; 

· Collect and act on customer feedback;

· Handle stressed candidates and challenge them effectively where necessary e.g. if concerned about validity of ID document;
· Communicate the exam process (registration through to results) clearly to the customer; 
· Product knowledge – able to answer queries about the different products and explain their benefits to the customer;
· Support market research and promotional activities for exams.
Key relationships:
Internal:
Exams Manager, Finance team, Teaching Centre team, Regional Exams team; British Council staff in Ethiopia and other staff as required.
External:

UK Exams boards, exams candidates, venues & venue staff
Other important features or requirements of the job 

The post requires a significant commitment to unsociable hours and weekend work, working on public holidays and will involve occasional travel. Flexible working can be arranged upon agreement with the Examinations Manager. Post holders may be required to travel abroad on British Council business and should therefore hold valid travel documents.


	Please specify any passport/visa and/or nationality requirement.
	Right to live and work in Ethiopia

	Please indicate if any security or legal checks are required 
for this role.
	Standard self-declaration stating no criminal convictions required for all in the employment of British Council Ethiopia


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Connecting With Others (More demanding)
Working Together (More demanding)
Being Accountable (More demanding)
Making It Happen (Essential)
Creating Shared Purpose (Essential)

Shaping the Future (Essential)

	
	Shortlisting & Interview 
Shortlisting & Interview

Shortlisting & Interviewing

	Skills and Knowledge
	Managing people (Level 2)

Communicating and influencing (Level 2)

Managing finance and resource (Level 2)

Planning and Organising (Level 2)

Developing business (Level 1)

Using technology (Level 2)
Managing accounts and partnerships(Level 2)
Ability to communicate  in English (both written and spoken) equivalent to CEF level B2 or IELTS 6 or higher


	Knowledge of Exams services
	Short listing 
and Interview 

Short listing 
and Interview 

Short listing 

Short listing 
and Interview 

Short listing 
and Interview 

Short listing 


Short listing 
and Interview

Interview

	Experience
	Customer service
Experience in financial processes

	
	Short listing 
and Interview

	Qualifications
	University degree
	Previous work experience in education, exams or English language
	Short listing
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