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	Recruitment Information


	Job title
	Examinations Services Assistant
	Department/ location
	Alexandria

	Job type 

(full time; part time etc)
	Full time 
	Pay band
	Grade J 

Min salary 3673 LE– 

Max salary 7120 LE

	Line manager
	Examinations Services Assistant
	Post-related allowances
	 

	Start date
	June 2014 

	Contact 
	Human Resources Officer - Reham Magdy

	Open To 
	Internal and External Candidates 

	Start date for receiving Application
	1 May 2014  

	Application Deadline
	17 May 2014 at 5:00 pm

	Application Sent to 
	Alex.ESC@britishcouncil.org.eg 

	Extra Information
	Only shortlisted candidates will be contacted.

Short listing including language tests for applicants will take place: week of 18 May 2014
Interviews will take place: week of 1 June 2014 

Recruitment results will be announced on 5 June 2014



	Before applying you must read the role profile

	British Council policy is to offer successful candidate the minimum of salary range
Internal applicants
Successful internal staff would be offered the job on their existing contractual terms.  



Job Description




Ref no:
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	Role Profile




	Job Title
	Examinations Services Assistant

	Directorate or Region
	MENA
	Department/Country
	Examinations, Alexandria

	Location of post
	Alexandria
	Pay Band
	J

	Reports to
	Examinations Services 
	Duration of job
	One year  Fixed Term Contract - renewable

	Purpose of job:  To provide administrative assistance to the British Council Examinations Services operation in Alexandria.
Context and environment: (e.g. dept description, region description, organogram) 
The post is based in Alexandria Examinations department which is a team of 7 full time staff members. The Examinations team in Alexandria conduct a range of examinations which include IELTS, School exams, Education Professional and Cambridge ESOL exams
Accountabilities, responsibilities and main duties: 
(including people management and finance)
· 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 application forms received have been completed accurately and signed, and process the completed application forms.
· Assist colleagues in managing and orientating venue staff and setting up exam venues 

· Provide a professional service that is in line with current legislation and best practice.

Key relationships: (include internal and external) 

Exam candidates, Examining bodies, Partner organisations (Universities/institutes/schools), approved suppliers, Venue staff (Examiners & invigilators) and internal staff.
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
The post involves frequent weekend work, frequent off-site work, occasional very early mornings and evening work, also occasional travel for trainings and meetings. Where applicable, this will be compensated with Time Off In Lieu.  Strict adherence to exam security and administration requirements is an essential part of the job.

	Please specify any passport/visa and/or nationality requirement.
	Post holder must be eligible to work in Egypt.

	Please indicate if any security or legal checks are required 
for this role.
	Criminal Records Check


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Connecting with others –Essential
I find common ground and build relationships and connections to support the organisation’s goals. I do this by building trust with others, by paying attention to their concerns and needs, and showing that I understand their interests.  

Being accountable – Essential
I always meet my commitments and take personal responsibility for the results. I demonstrate resilience and determination. I hold myself and others responsible for delivering goals. 
Working together- Essential

I work towards common goals with others, sharing goals and resources to add more value. I establish effective ways of working together.
Making it happen- Essential
I deliver excellent results, achieve challenging goals and develop myself and others. I do
this by setting clear and demanding objectives to deliver what is required. I demonstrate standards of excellence and deliver value for money. I measure progress and adapt plans when necessary.

	
	Interview 

	
	Creating Shared Purpose -Essential 
Communicating an engaging picture of how we can work together.
Shaping the future - Essential
Looking for ways in which we can do things better
	
	Required but not assessed during recruitment process

	Skills and Knowledge
	Computer Skills  - Level 1

Communication Skills – Level 1

Excellent spoken & written English Level B1
Excellent spoken Arabic
Basic financial skills and cash functions
	Understand and interpret the British Council accounting system
	Short listing 
and Interview 

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

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

	Qualifications
	University Graduate 
	
	Short listing 


	Submitted by
	Rosanna Dawes
	Date
	30 April 2014


Guidance on Preparing a Role Profile

(a) Job Description

Complete the job description section of the role profile

Purpose of job – What is the overall aim of the job?  Why does it exist? (One or two sentences are usually enough for this).

Context and Environment – what does the department do? Which region does the job sit in? Are there any particular challenges or attractions of the region or area?  Is it part of a team, if so how big is the team and where does the job fit?  Who does it report to? 

Accountabilities, Responsibilities and Main Duties  

Accountabilities - results for which the post holder is held accountable not necessarily tasks they perform themselves.  More senior roles often have more accountabilities as they deliver results through others.

Responsibilities – what actions or tasks is the job holder responsible for? e.g. management or administration of finances, managing people, delivering or contributing to organisational targets, delivering own or others work to agreed standards

Main Duties – the main specific duties that job holder has to do in order to meet the responsibilities e.g. project planning, budget planning, event co-ordination, teacher recruitment.  This is not meant to be an exhaustive list of all the tasks in a job, just the main ones. If there are one or two duties which form the major part of the job e.g. reconciliation of payments for a finance role it is helpful to indicate what percentage of the job these activities take up.

Key Relationships 

What people or organisations (internal and / or external) does the job holder have to interact with or influence and to what level?  For example an Events Co-ordinator might have to maintain relationships with venue providers and participants externally and managers and PAs internally. 

Other important features or requirements of the job – are there significant or unusual demands which are essential to the job e.g. unsocial / evening hours, international travel etc? Please be as specific as possible on these and only include those which are essential. 

(b) Person Specification 
Complete the person specification section. As part of the role profile, it is used for recruitment purposes only.  It sets out the selection criteria used for short listing and interview i.e. nature and level of the skill, knowledge and behaviour which will be assessed.  These criteria are classed as either essential or desirable.  Essential criteria are always used in assessment.  Desirable ones are used to enable selection for interview where more than five candidates meet the essential criteria.  Candidates who have declared a disability and who meet the essential criteria are always interviewed.

To increase opportunity while minimising bureaucracy and the amount of work for applicants and recruiting managers, no more than eight criteria should be listed as essential under the headings of behaviours, skills & knowledge and experience.  We recommend that a maximum of four desirable criteria can be added.

Behaviours – List all 6 Behaviours (link attached) and identify those – we suggest no more than four - which you propose to use as part of the selection criteria and specify the required level i.e. essential, more demanding or most demanding.  In the interest of minimising bureaucracy, please remember that you assess Behaviours at interview only, thus streamlining the application and short listing stage. 
Skills and Knowledge – Select required skills and level from the list of Generic Skills (link attached).  Guidance is no more than two - for example project and contract management, financial planning and management. Specify any additional knowledge requirement (this may be not always be applicable) for example, knowledge of employment law.

Experience – What is the minimum experience (work or otherwise) which is required or desirable for the job for example, leading a dispersed team, implementing a new system or policy, working in the public / private sector.

Qualifications - Please list the minimum qualifications or equivalent required for this role. Sometimes the "equivalent" could be practical experience or a local qualification or other similar accreditation.  Qualifications should only be listed as essential if absolutely necessary for the job.
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