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	               Role Profile




	Job Title
	Examination Services Assistant 

	Directorate or Region
	MENA
	Department/Country
	Exams  / Oman

	Location of post
	Muscat
	Pay Band
	J

	Reports to
	Examinations Services Officer
	Duration of job
	Indefinite

	Purpose of job:  
To administer different Examinations in accordance with awarding body regulations and British Council standards in order to meet or exceed Oman volume targets. To support the British Council Examinations Services operations in order to meet country strategic objectives and achieve maximum impact with our target audiences in Oman and the Middle East region.
This role supports the Examinations Services Manager (ESM) in ensuring the effective management of the Examinations operations in order to meet business targets, and to ensure Exams operations meet awarding body and British Council standards. The role also contributes to the integration of Exams activity into the wider work of the British Council. 

Context and environment: 
The post is based in Oman which is a part of integrated Oman exams team, and the wider MENA exams department. Oman Examinations consists of a team of 11 and administers over 17,500 exams per year. This includes a large IELTS exams, significant numbers of professional, university and schools exams, Cambridge English, and growing numbers of Aptis. Exams activity forms a key component of the integrated British Council offer in Oman, and the post-holder will work in liaison with other British Council colleagues to ensure a seamless offer to our customers. 
The post holder is responsible for the effective administration of various Examinations in Oman.
The post holder reports to the Examinations Services Officer, Oman. They also work in close liaison with Exams and customer service teams. 

Accountabilities, responsibilities and main duties: 
Examination Administration:
· Support the delivery and management of a range of agreed examinations services  to clients and customers in accordance with Corporate guidelines and Examining body regulations.

· Deal with first level enquiries and check if the application forms have been completed accurately and signed.

· Assist colleagues in managing and training venue staff and setting up exam venues. Support ESO in their specific exams.
· Keep updated professionally in order to provide a service that is in line with current legislation and best practice with at least one formal training course each year in accordance with PMPD guidelines.

· Ensure that the British Council Examinations Quality and Compliance Assessment (QCA) Standards are met.

· Ensure efficient communication with all the internal and external customers (examination boards, stakeholders, venue staff etc.) 
Customer Service and Marketing 
· Ensure that customer service colleagues are informed of any relevant updates related to exams. 

· Support customer service colleagues in dealing with non-routine customer enquiries about various exams, as required.
· Support Oman Exams marketing and business planning activity as required 

Key relationships: (include internal and external) 

Examination candidates, Examination boards, Partner organisations, Approved Suppliers, Venue Staff (examiners, clerical markers, invigilators), Internal Staff, Regional and UK Examination Managers
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
This post involves frequent weekend / offsite work, occasional travel for training and meetings. Where applicable, this will be compensated with TOIL. 
The post holder is expected to deliver exams in Oman and support the wider Examinations team with Examination related duties as required.

Strict adherence to examination security and administration requirements is an essential part of the job. 
Disability is not normally a disqualifying factor for the job.


	Please specify any passport/visa and/or nationality requirement.
	Due to Omani law the British Council cannot employ someone over the age of 60 years old. 

Also, obtaining work visas for some nationalities can be difficult

	Please indicate if any security or legal checks are required 
for this role.
	A clear police check is required


Person Specification

	
	Essential
	Desirable
	Assessment stage

	Behaviours 
	Connecting with Others – Essential
Being accountable - Essential
Working together- Essential
Making it happen- Essential
	Creating Shared Purpose: 
Communicating an engaging picture of how we can work together
(Essential)
Shaping the future:
Looking for ways in which we can do things better

(Essential)


	Short listing and Interview


	Skills and Knowledge
	Communication Skills - English (all areas of responsibility) Level 2

Computer Skills  -

Level 1

Communication Skills – Level 1


	Fluency in written and spoken English (IELTS band 6.5 or equivalent)


	Short listing 
and/ Interview 

	Experience
	
	Experience in an Educational and/or Customer service field 

Good general knowledge of British Education and Examinations
	Short listing 
and/ Interview

	Qualifications
	University Graduate or Diploma
	
	Short listing 
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