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	Role Title

	Exams Assistant


	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Business delivery
	Pay band J/2
	Barcelona, Spain
	Fixed term, 
1 year
	Exams Coordinator

	

	Role purpose

	To enhance the quality of our delivery, administration and security procedures associated with IELTS, Cambridge English, Aptis, University and Professional exams in accordance with exam board requirements and to ensure that our customers have a high quality and excellent experience. To support British Council Barcelona Exams operation in order to meet quality and compliance standards and country strategic objectives and achieve maximum impact with our target audiences in the EU 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:

	British Council Barcelona Exams administers a wide range of examinations, including English language assessments: CELA products (Cambridge English Language Assessment), IELTS and Aptis as well as Professional and University exams. The department is undergoing change as exam delivery models move towards computer based exams and more automation.  

	Main opportunities/challenges for this role:

	Opportunities

The post offers professional development and professional networking opportunities with a broad range of stakeholders
Challenges

Needs excellent time management skills, also be able to work under pressure with time limits, communicates and works well with others. Being flexible. Availability to work with a Monday to Friday/Tuesday to Saturday rota required. Potentially times on call will include unsociable hours, including weekends, occasional travel in Spain or abroad for training or meetings. 


	Main Accountabilities:

	

	Exam logistics, test day planning, post-test activities, examiner management or allocation.
· Support the administration, delivery and management of all examinations in accordance with British Council and Awarding Body standards.

· Support the training and monitoring performance of test venue staff and dealing with exam day incidents. 
· Adhere to Spain Exams, global and board specific procedures, policies and ensure that procedural timelines are met.

· Manage and ensure all storage of exams material and information is secure, compliant and meets all standards including QCA.
· Support Exams operations, logistics and exam delivery by supporting pre and post-test exams delivery.

· Co-ordinate communications with customer services, customers and vendors as required.
· Complete required financial tasks as per British Council Financial guidelines and provide accurate financial information when requested.

· Adhere to operations service level agreements & agreed turnaround times as per customer service

	Key Relationships:

	Internal

· Barcelona Examinations Team

· Wider Spain Examinations Teams

· Speaking Examiners, Test day supervisors and Invigilators

· British Council colleagues from other departments- Customer Services, HR, Facilities, Child Protection, Finance 

· Regional colleagues
· Venue staff
External
· Exam Boards and Professional Bodies

· Exam candidates

· Exams partners and suppliers

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 and Health and Safety policies.


	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Applicants must be EU nationals or have the right to work in Spain.
	Shortlisting

	Direct contact or managing staff working with children?
	Yes

	N/A

	Notes
	Appropriate Police Check: Certificado Negativo de Delitos de Naturaleza Sexual and country of nationality equivalent.
	

	Person Specification:
	Assessment stage

	Language requirements (DELETE IF NOT APPROPRIATE)

	Essential
	Desirable
	Assessment Stage

	· Ability to work comfortably in English and Spanish (spoken and written) at B2 level or higher
	· C1 level in English and Spanish
	Shortlisting/Interview
Candidates may be asked to provide an English assessment certificate or take a British Council Aptis test. 

	Qualifications

	Essential
	Desirable
	Assessment Stage

	· CFGS/FP2
	
	Shortlisting

	Role Specific Knowledge & Experience

	Essential
	Desirable
	Assessment Stage

	· Administrative experience

· Good general knowledge of examination products 
· Knowledge of exams operations / delivery
	· Basic knowledge of administration procedures

	Shortlisting and/or interview

	Role Specific Skills 
	

	           Essential
	               Desirable
	Assessment Stage

	· Computer skills (Level 3)
	
	Shortlisting and/or Interview

	British Council Core Skills
	Assessment Stage

	Managing people (Level 1-Supports others): Provides support to less experienced members of the team and is aware of individual differences. Helps colleagues perform tasks and use systems and processes.
Communicating and influencing (Level 2-Relates communications to circumstances): Displays good listening, writing and speaking skills, setting out logical arguments clearly and adapting language and form of communication to meet the needs of different people/audiences.
Planning and organising (Level 1-Is methodical): Able to plan own work over short timescales for routine or familiar tasks and processes.
Managing risk (Level 1-Follows good practices): Demonstrates understanding of risk management policies and procedures and record of following them.

	Shortlisting and/or Interview

	British Council Behaviours
	Assessment Stage

	Creating shared purpose (Essential): Communicating an engaging picture of how we can work together.

Connecting with others (Essential): Making regular opportunities to understand others better

Working together (Essential): Establishing a genuinely common goal with others

Being accountable (Essential): Putting the needs of the team or British Council ahead of my own

Making it happen (Essential): Challenging myself and others to deliver and measure better results

Shaping the future (Essential): Looking for ways in which we can do things better


	Shortlisting and/or Interview
Assessed at Interview

Assessed at Interview
Assessed at Interview

	Prepared by: 
	 Date:

	Jon Kear, Exams Services Manager, Barcelona
	December, 2017
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