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	Role Profile



	Job Title

Examinations Services Assistant (3)

Directorate or Region

East Asia
Department/Country

Examinations Services

Location of post

Seoul, Korea

Pay Band

J

Reports to

Examinations Services Officer

Duration of job

1 year fixed term

Duties, Role and Responsibilities  (Please note this list is not to be regarded as exclusive)

Purpose of job:  
· To administer IELTS and manage follow-up activities and related works if required
· To manage the contracted staff to provide the administration support  

Context and environment: 

British Council Korea provides people in Korea with examinations administration services for IELTS , APTIS and other exams.  Our main role is to position the British Council as leading exams services provider in Korea so as to make more Koreans have opportunity to open doors for future with our services and products. IELTS is one of our key products with various opportunities around. Currently, we deliver more than 15,000 IELTS annually and our focus is to grow our business by utilising the opportunities around in Korea. We recently developed a new test called APTIS, so our efforts also need to be focused on its positioning in Korea exams market. 
Accountabilities, responsibilities and main duties: 
A. IELTS Administration

To administer IELTS sessions and manage follow-up activities and related work
· IELTS administration : enquiry handling and data management in cooperation with other exam staff

· Attend IELTS session regularly and supervise and invigilate IELTS test with contracted venue staff on the test day
· Destroy all out-dated test materials within the required deadline – implemented based on rota system with team members 
· Generate extra TRFs on request by customers and arrange related follow-up activities on daily basis
· Manage candidates data regarding IAM in IWAS and generate necessary documents to arrange the post test session adminstration ; Upload and extract IAM data including Photos
· Assist Examinations Services Officer to post test day administration ; 
- Manage the used answer sheets for the processing the results and update the personal information to IWAS and othe relavant records.
- TRF issuance, test day materials unpacking, marking distribution, material destroy, etc
· Manage the candidates results on the IWAS in cooperation with Examinations Services Officer to produce Test Report Forms properly
· Provide appropriate equipment for test administration and marking

· To make sure to store IELTS materials properly to enable ET have monitoring sessions.

Manage stock of materials/stationary required for Examinations operations 

· Ensure that examinations services always retain a sufficient stock/stationary for post administration

B. Test Report Form Re-issuance and Enquiry on Results

Provide sufficient service for IELTS candidates regarding Test Report Forms

· Manage the online application system for the extra test report forms
· Communicate with the candidates and internal stakeholders for the follow up
· Be responsible to manage the stock for Test Report Form paper
· Update the stock management and customer needs to ESM regular basis
· Make the necessary arrangement for candidates in various cases such as missing TRF by post office and TRFs reserved at the centre.

· Generate extra TRFs-electronic as well on request by customers and arrange related follow-up activities on daily basis

· Update the changes of STED RO data on TRF micro site monthly basis

· Promote TRF verification site to receiving organisations and liaise with London for updates
Be responsible for EOR(Enquiry on Result) process including dealing with enquiries with customers and communication with London team (10%)

C. Resources Management

· Scheduling Shredding company’s visit and work with the destroying the exam materials
· Manage the contracted staff who will work for the result processing
Key relationships: (include internal and external) 

Key internal relationships are with
· Country Examinations Manager

· Exmaminations Team

· Marketing communications, CS and Web team
· Education & Project team and so on
Key external relationships with

· Delivery Service company
· Jinhak Apply
· Manpower staff 
Other important features or requirements of the job
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

As the member of examinations Services, successful candidate will work 5 days a week from Monday to Friday and additionally evening and weekend working is required on a regular basis. To accommodate examinations on demands, travelling across the country is also required. 

Please specify any passport/visa and/or nationality requirement.

Eligible to work in Korea, No visa sponsorship provided
Please indicate if any security or legal checks are required for this role.

Local criminal record check




Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Making it happen

Establishing a genuinely common goal with others (Essential)

Working together

Establishing a genuinely common goal with others (Essential)

Being accountable

Delivering my best work in order to meet my commitments 

(Essential)
Connecting with others

Making regular opportunities to understand others better (Essential)
Shaping the future

Looking for ways in which we can do things better (Essential)

Creating shared purpose

Making regular opportunities to understand others better (Essential)

	
	Application & interview

Application & interview

Application & Interview
Application  

Not assessed at recruitment stage

Not assessed at recruitment stage



	Skills and Knowledge
	· Excellent written and oral communication skills in English and Korean 

· Marketing Knowledge
· Competent IT skills

· Strong Administration skills
	
	Short listing and/or Interview 



	Experience
	At least 1 years of hands on experience in the administration support and customer service area
	
	Application, interview, references 

	Qualifications
	University graduate
	Professional degree or certificate in Business administration
	Short listing and/or interview


	Submitted by
	Exams Services Manager
	Date
	20 October 2015


The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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