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	                                                               Role Profile 


Job Description





	Job Title
	Examinations Services Officer – Venue Staff Unit (3 positions)
	Job Reference Number
	Karachi: KHI/E/22/1415
Lahore: LHE/E/23/1415

Islamabad: ISB/E/24/1415

	Directorate or Region
	Pakistan, South Asia
	Department
	Exams

	Location of post
	1 position in Lahore

1 position in Karachi 

1 position in Islamabad


	Pay Band
	Band 4/Grade H
(Minimum Salary PKR 62000)

	Reports to
	Venue Staff Manager
	Duration of job
	Two years fixed term contract

	PURPOSE OF JOB
The effective management of venue staff is key to the success of the British Council’s examinations operation, which is a very important part of the British Council’s work in Pakistan. This post will implement and support all key processes related to venue staff management and play a key role in ensuring that global quality standards are maintained.
This post is part of the Venue Staff Unit which manages the recruitment, training, scheduling and payment of venue staff who work for the British Council’s Examinations Services Department. As an Examinations Services Officer in the Venue Staff Unit, you will work closely with colleagues working in the examinations operations teams around the country who manage exam day delivery and related activity. Your role will be to make sure that operations teams have the required number of invigilators in the right venue at the right time. As part of the venue staff unit, you will also be responsible for ensuring that venue staff themselves receive high levels of customer service.  You will work closely with external vendors who manage various aspects of the venue staff management process on our behalf. Your role will be to make sure that vendors perform their role for the region where you are based in timely and effective manner. You will need to maintain high quality records related to all aspects of venue staff management in your region.
CONTEXT AND ENVIRONMENT

Examination Services Department

· The examinations department in Pakistan is one of the largest in the British Council’s global network.
· Our work in examinations is central to the overall impact of the British Council in Pakistan. Many thousands of young people take school, professional and English language examinations with us each year.
· The numbers of candidates taking examinations with the British Council is expected to grow significantly over the coming years.
· Annually we work with more than 2000 invigilators who ensure that the examinations are delivered securely, according to British Council and exam board standards. The quality of venue staff and the way they are managed is key to the success of the British Council’s examinations operation
Team Structure

· This post is part of the Venue Staff Unit. There are three Pay Band 4 positions, one each in Islamabad, Karachi and Lahore and a Pay Band 6 Venue Staff Unit Manager, based in Lahore. The Venue Staff Unit Manager reports to the Head of Exams Procurement.
ACCOUNTABILITIES, RESPONSIBILITIES AND MAIN DUTIES

· Ensure timely, accurate and effective processing of venue staff applications

· Ensure venue staff are selected according to agreed criteria in consultation with the procurement, compliance and operations team
· Carry out all logistical tasks related to the organization and smooth running of venue staff training sessions and ensure training evaluations and test scores are collated accurately and efficiently
· Carry out all administrative tasks related to the preparation of contracts for venue staff, ensure they are stored in an accessible manner
· Ensure all venue staff are issued with appropriate invigilator identification



· Allocate duties to venue staff in accordance with agreed protocols and quality and compliance standards

· Make travel and accommodation arrangements for venue staff in outreach cities

· Prepare attendance registers by day and venue

· Ensure that any potential absentee invigilators are tracked and replacements agreed according to the policy

· Complete tasks related to the payment of venue staff with a high degree of accuracy and track to ensure that payments have been received by venue staff

· Track, analyse and report on venue staff performance



· Maintain all records related to venue staff are maintained according to information management standards



KEY RELATIONSHIPS
The post holder will need to develop successful relationships with
· Venue staff
· Exams Product Managers
· Heads of Operations for examinations in each main centre and satellite offices
· Customer Services team
· Examinations services team members in the city where you are based.
· Exams finance and procurement teams.
· Vendors contracted by the British Council to carry out key venue staff management processes.
OTHER IMPORTANT REQUIREMENTS OF THE JOB

Some evening and weekend work may be required. Some travel within Pakistan will also be required.

	Passport/visa and/or nationality requirement.
	Right to work in Pakistan

	Security or legal checks required for this role.
	Security check as applicable to all British Council staff


Person Specification

	
	Essential
	Desirable
	Assessment stage

	Behaviours 

See The Behaviours Dictionary for details
	The following behaviours will be assessed during interview and performance evaluation:

Working Together-               
Essential level 

Making it Happen –              
Essential level
Being accountable

Essential level

Connecting with others
Essential level

	
	Interview and performance evaluation only

	Skills and Knowledge

See The Generic Skills Dictionary for details
	Generic Skills:

Computer Skills (L1) – Proficient in MS Word, MS Excel and MS Powerpoint
Other Skills:
Communications Skills

· Excellent written and spoken communication skills in English and Urdu
	Other Skills:
· Experience of project planning and implementation skills

	Short listing 
and Interview 
BC will administer an English language test if needed

	Experience
	
	Experience of working in a customer focused environment
	Short listing 
and Interview

	Qualifications
	14 years of education 
	
	Short listing 
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	December 2014


2 of 3                          


_1341027853.doc
[image: image1.png]@@ BRITISH
@®® COUNCIL







