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	Examinations Assistant 

Examination Services / Ukraine

	


September 2020


	Role Information

	Role Type
	Pay Band
	Location
	Duration
	Reports to:

	Examinations Assistant
	PB 2 (J)
	Kyiv, Ukraine
	Indefinite
	Examinations Services Manager Ukraine

	

	Role purpose

	To enhance the quality of customer service, delivery, administration and security procedures associated with IELTS and other products. To support the department in meeting all standards as described in the Administrator’s Manual and the British Council Quality and Compliance Assessment System.

	

	About us 

	The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.

The British Council is committed to a policy of equal opportunity and welcomes applicants from all sections of the community. We work to ensure that people are not unjustifiably discriminated against on the basis of age, disability, ethnicity and race, gender, religion or belief, sexual orientation or any other irrelevant grounds. We guarantee an interview to disabled candidates who meet the essential criteria    

The British Council believes that all children have potential and that every child matters – everywhere in the world. The British Council affirms the position that all children have the right to be protected from all forms of abuse as set out in article 19, UNCRC 1989
https://www.britishcouncil.org/organisation/transparency/policies/child-protection


	Geopolitical/SBU/Function overview:

	The British Council was founded to create ‘a friendly knowledge and understanding’ between the people of the UK and wider world by making a positive contribution to the countries it works with, and in doing so making a lasting difference to the UK’s international standing, prosperity and security. 

The British Council has been operating in Ukraine since 1992, working to promote educational, scientific and cultural cooperation between Ukraine and the UK. The British Council’s activities include the teaching of English and the administration of UK exams on a commercial basis, the delivery of technical assistance contracts for governments and international donors, and the delivery of charitable projects and programmes in English, Education and Society, and the Arts and Culture, using UK Government funds. 

Ukraine Exams Services delivers around 10,000 examinations a year. The department delivers a wide range of products including IELTS, Aptis, distance learning, professional, and university and school examinations. Exams are scheduled throughout the year and in many major cities across Ukraine. Apart from individual candidates, the department delivers extensive exams programmes for schools, universities and professional organisations.

The post reports to Exams Services Manager and is based in Kyiv with travel opportunities around Ukraine.

British Council policies, standards and regulations apply to all aspects of this job. Particularly relevant are: Code of Conduct, Essential Finance, Corporate IT standards, Child Protection Policy, Equal Opportunity and Diversity. Exam Board regulations also apply.



	Main opportunities/challenges for this role:

	· An Excellent career path and development opportunities within the team and inside the organisation in other SBU’s

· Learning and Development assessment annually depending on needs and requirements for professional development

· Needs excellent time management skills, also be able to work under pressure with time limits, gets along well with others

· Being flexible

	Main Accountabilities:

	

	Support the administration of exams in Ukraine, which will include:
· Processing exam registration

· Arranging exam venues

· Setting up the exam day

· Processing the exam papers

· Supporting the exam day

· Processing exam results

· Providing logistics for exam sessions, including travel & accommodation

· Supporting efficient and compliant financial processes

· Delivering excellent customer service
Other important features or requirements of the job: 


Flexible working arrangements at peak exam times and examination supervision work at weekends as required. The working week will involve shifts from a Monday-Friday to Tuesday-Saturday timetable on quarterly basis. Full compliance with exams security and confidentiality.



	Key Relationships:

	· Examinations team

· Customer Excellence team 

· BC financial team

· Examination boards

· Preparation schools

· Venue staff

· BC suppliers


	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Existing right to work in Ukraine
	Shortlisting

	Notes
	Relevant references, criminal record and medical checks
	Shortlisting

	Person Specification:
	Assessment stage

	Language requirements (DELETE IF NOT APPROPRIATE)

	Minimum / essential
	Desirable
	Assessment Stage

	Knowledge of English language (level C1), fluent Ukrainian and Russian


	
	Shortlisting AND English Test

	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	· University degree
	
	Shortlisting

	Role Specific Knowledge & Experience

	Minimum / essential
	Desirable
	Assessment Stage

	
	· Familiarisation with SAP system
· Providing logistics for events

· Processing financial documentation


	Shortlisting

	Role Specific Skills (if any)
	Assessment Stage

	· Product Knowledge (Understands the different examination products available)

· Running examination sessions


	Shortlisting AND Interview

	British Council Core Skills
	Assessment Stage

	Communicating and influencing (level 1)

Planning and organizing (level 1)

Managing finance and resources (level 1)

Using technology (level 1)


	Shortlisting AND Interview

	British Council Behaviours
	Assessment Stage

	Creating Shared Purpose

Level: essential

Communicating an engaging picture of how we can work together.

Connecting with Others

Level: essential

Making regular opportunities to understand others better.

Working Together

Level: essential

Establishing a genuinely common goal with others.

Being Accountable

Level: essential

Delivering my best work in order to meet my commitments.

Making it Happen

Level: essential

Delivering clear results for the British Council.

Shaping the Future

Level: essential

Exploring ways in which we can add more value
	Interview
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