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	Role Profile



	Job Title
	Executive - Examination services

	Directorate or Region
	South Asia
	Department/Country
	India

	Location of post
	Chennai
	Pay Band
	4 (Grade ‘J’)

	Reports to
	Marketing Manager, Examination services, South India
	Duration of job
	Indefinite

	Purpose of job:  

To support the delivery of examinations and enable the Council to achieve its objectives by executing operations in the Examinations Unit, South India as per prescribed guidelines and standards
Context and environnent: (e.g. dept description, region description, organogram) 

Examinations India: India is a priority country for the British Council and its Examinations Services operation is among the largest in the world with significant targets for growth in volume and income for the five years up to 2015.  The following strategic developments are in the pipeline for the exams business globally:

-
Computer Based (CB) IELTS will be piloted in late 2011 and launched in early 2012

-
A range of online and CB English to Speakers of Overseas Languages (ESOL) tests and professional tests will form an increasingly larger part of the product portfolio 

-
Our vision for reaching larger numbers of candidates with better, more efficient and customer-friendly services means that our technical platform for registration, practice exams and other services needs to develop rapidly

-
In 2011-12, India will be launching a Digital Pilot project with a focus on the English Strategic Business Unit; improvements in its digital offer to Exams audiences will be one of its target objective

-
In an increasingly competitive environment, effective capture and processing of market intelligence and client information supported by highly efficient databases and systems will be crucial 

In India, quality education, high proficiency in English and international qualifications are seen to be essential for socio-economic development. Examination Services creates opportunities for individuals desirous of obtaining internationally recognised qualifications without travelling abroad – and in preparation for doing so.  In a country with a population of over 1.1 billion and an estimated aspirant (T3) profile of 7 million (and rapidly growing), there is still a vast untapped potential that offers a positive future to Examinations Services in India.

Our vision for 2015 is that British Council Examinations Services will be recognised by test takers and stakeholders as the most trustworthy, secure and customer-friendly provider of a range of innovative international examinations services in India, creating highly-valued life and career opportunities and offering unrivalled solutions, delivery mechanisms and wraparound 


South Asia Region: The SA region consists of 7 countries, India, Sri Lanka, Bangladesh, Nepal, Pakistan, Afghanistan and Iran, at least 4 of which are major examinations markets for the British Council.  Challenging operating environments are a feature of the region so a strong technological platform is one of the ways that business can be effectively managed.

Accountabilities, responsibilities and main duties: 
(including people management and finance)

Examinations:

Operational Management:
· Respond to emails / letters from internal / external customers

· Managing and ensuring secure storage of Exam materials - maintain documents, reports and log books accurately
· Support Pre test / marketing logistics – confirming Venues, Trainers / Examiners, managing payments and providing support for smooth administration of exams / training programmes
· First level co-ordination between vendors/customers. Creation of vendors and Invoices to be sent to agents and followed up to ensure closure Processing purchase orders and claims for venues, service providers and venue staff as required and as per financial guidelines 
· Monitoring and management – Marketing material stock, Contact database and Partnership programme for IELTS. Partnership benefits to be rolled out and tracked on a quarterly basis

· Programme of in-house promotional events/materials display for IELTS is produced, agreed with marketing Manager and delivered as per plan

· Delivery of exams in centres across South India as per corporate standards and those set by the Board
Key relationships: (include internal and external) 

Internal

India Exams Senior Management Team
Exams Marketing and Operations teams; 
External

Exams Candidates
Exams Clients – agents, schools, colleges etc

Exams Boards

Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

Post holders will be expected to work on Monday to Friday shift. This post will require frequent travel in South India on weekends and working at unsocial hours.



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

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


Person Specification
	
	Essential 
	Desirable 
	Assessment stage

	Behaviours 
	Making it happen (essential)
Working together (essential)
Being Accountable (essential)

	Shaping the future (essential)

Creating shared purpose (essential)
Connecting with others (essential)

	Interview

	Skills and Knowledge
	Marketing & Customer Service

(all responsibilities – level 1)
Communications Skills

(all responsibilities – level 2)
Computer Skills

(all responsibilities – level 1)
	
	Short listing 
& Interview 

	Experience
	
	Experience in marketing / customer service


	Short listing 
& Interview

	Qualifications
	Graduate qualification
	First degree in any discipline
	Short listing
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