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	Role Title

	Examinations Services Assistant

	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Temporary/Maternity Cover
	J
	Kuwait
	Fixed-Term 

2 Posts- 

6 Months
 
	Examinations Services Officer

	

	Role purpose

	To support the British Council Examination Services operation in order to meet country strategic objectives and achieve maximum impact with our target audiences in Kuwait and in the Middle East and North Africa (MENA) region.


	

	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.



	Geopolitical/SBU/Function overview:

	The post is based in Kuwait which forms a part of MENA North regional business. Kuwait Examination Services is a team of 19 staff members.  Kuwait exams department administers a range of UK board examinations which include IELTS, School exams, Educational, Professional and Cambridge English exams. It is a growing business with an opportunity to expand in the local context.

In addition, please visit the British Council website www.britishcouncil.org to find out as much as you can about the British Council in Kuwait and the rest of the world.



	Main opportunities/challenges for this role:

	The post involves frequent weekend work, frequent off-site work, occasional very early mornings/late evenings and occasional travel for trainings and meetings. Where applicable, this will be compensated with time off in lieu (TOIL) or overtime. Strict adherence to exam security and administration requirements as per Exams Quality and Compliance Assessment(EQCA) guidelines is an essential part of the job.



	

	Main Accountabilities:

	

	Exams 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.

· Manage financial transactions and carry out duties associated with the designated financial role and other offline systems in line with Essential Finance.

· Deal with customer enquiries and check application forms received have been completed accurately and signed.

· Assist exams staff in managing and orientating venue staff and setting up exam venues.

· Opportunities for personal development, both on-the-job & on exam board trainings (online)
Exams Quality & Compliance:

· Adhere to Quality and Compliance Assurance (QCA) standards and its requirements at all times. 

· Strictly adhere to set deadlines and achieve a high level of accuracy while multitasking  

· Read and understand examination boards guidelines and regulations
Child Protection

· Ensuring child safety by complying with British Council Child Protection policy and following all related procedures.


	Key Relationships:

	Internal Customers
· Internal staff

External customers

· Exam candidates

· Examining bodies

· Partner organisations (Universities/institutes/schools)

· Approved suppliers

· Venue staff (Examiners & invigilators) 



	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Applicants with a valid residence visa in Kuwait are eligible to apply for the post.
	Shortlisting

	Person Specification: 
	Assessment stage

	Language requirements (DELETE IF NOT APPROPRIATE)

	Minimum / essential
	Desirable
	Assessment Stage

	 English at Proficiency Level B2
	Basic Arabic language proficiency  
	Short listing 
and/or Interview


	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	At least 2 GCE A Levels and 5 GCSEs or equivalent
	University Graduate or Diploma in any field
	Short listing 
and/or Interview

	Role Specific Knowledge & Experience

	Minimum / essential
	Desirable
	Assessment Stage

	Minimum of 1 year of full time work experience  
	Experience in an Educational/Customer service field 

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

	Role Specific Skills (if any)
	Assessment Stage

	1. Communicating and influencing (Level 2)

2. Planning and organising (Level 1)

3. Managing finance and resources (Level 2)

4. Using technology (Level 1)


	Short listing 
and/or Interview



	British Council Behaviours
	Assessment Stage

	Connecting with others (essential)

Making regular opportunities to understand others better

Being accountable

(essential)
Delivering my best in order to meet my commitments

Working together
(essential)
Establishing a genuinely common goals with others


	Interview

Interview

Interview

	Shaping the future

(essential)

Looking for ways in which we can do things better

Creating Shared purpose

(essential)

Communicating an engaging picture of how we can work together

Making it happen

(essential)
Delivering clear results for the British Council


	Required for the role but not assessed at application stage

Required for the role but not assessed at application stage

Required for the role but not assessed at application stage
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