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	Role Profile




	Job Title
	Examinations Officer

	Directorate or Region
	SSA
	Department/Country
	English and Exams Ethiopia

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

	Reports to
	Examinations Manager
	Duration of job
	Six months (maternity cover) 

	Purpose of job:  

Increase opportunities for young Africans to learn new skills and gain UK qualifications by providing operational support as part of the English and Exams Strategic Business Unit (SBU). Key delivery areas include customer service, examinations administration, confidential information management and finance.
Context and environment: 
The British Council has been operating in Ethiopia since 1943 and started offering high stakes International English Language Testing System (IELTS) exams over 15 years ago. We administer about 4000 exams a year, almost two thirds of which are IELTS and the remainder comprise a mix of professional and school exams. In addition, we provide services to private individuals/customers which include donor agencies, commercial companies, universities and schools. 
We are a small and growing team of three Examinations Services Officers who report to an Examinations Manager, a handful of examiners and markers and currently fifteen invigilators.  We work closely with our customer service colleagues to ensure a smooth customer journey and a consistently high level of quality service is provided. 

A challenge in Ethiopia is the availability of services to people outside Addis Ababa. Recent business developments include running ACCA in 6 provincial cities, and extending our IELTS offer to Mekelle, a provincial capital. We have ambitious growth plans for the coming years expanding our reach and volumes thereby creating more and more life changing opportunities.

The successful post holder will demonstrate good interpersonal skills, work well as part of a team, understands the need for quality and consistency in relation to the products we deliver and cope well with routine as well as change.
Accountabilities, responsibilities and main duties: 
All duties will be in line with our Equal Opportunities & Diversity, Child Protection, Environmental Framework and other overarching corporate policies. The role will include:
Exam Delivery - Processing exam papers & event planning & management

· 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 

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

Resource and Financial Management
· Contribute to monthly monitoring and reporting and support the procurement of goods and services in compliance with corporate policy and process. Tasks will mainly include but will not be limited to the preparation of documentation to support the reconciliation process, creation and/or approval of purchase orders, invoice processing, budget monitoring and reporting and the checking of payments made to venue staff.

· Assist the Examinations Manager in business planning and business development by sharing knowledge and experience, contributing ideas and providing input as required.
Effective Customer communication (including candidates and exam boards)
· Handle enquiries & complaints and collect and act on customer feedback. 
· Provide support to anxious candidates and be prepared to challenge individuals effectively e.g. if concerned about validity of ID document. 
· Communicate our products and services highlighting the benefits to customers and clarify the exam process (registration through to results) clearly to customers 
· 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 
External:

UK Exams boards; Exams candidates; Venue staff
Other important features or requirements of the job 

The post requires frequent hours worked at unsociable times such as weekends and on public holidays since exam dates are set globally and cannot be adjusted at the country level. The post will also require occasional travel. Flexible working upon agreement with the Examinations Manager. Post holders may be required to travel abroad for training opportunities or regional meetings and should therefore hold travel 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 BC Ethiopia


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Connecting With Others (Essential)
Working Together (Essential)
Making It Happen (Essential)
Being Accountable (More demanding)
Requirement of the job but not assessed at interview 
Creating Shared Purpose (Essential)

Shaping the Future (Essential)
	
	Shortlisting & Interview 


	Skills and Knowledge
	Managing people (Level 2)
Communicating and influencing (Level 2)
Managing finance and resource (Level 2)
Planning and Organising (Level 2)
Using technology (Level 1)
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 

Interview 


	Experience
	Customer service
Working as part of a team
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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