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Job Description


	Job Description




	Job Title
	IELTS Administration Assistant

	Directorate or Region
	East Asia
	Department/Country
	Exams, China

	Location of post
	Shanghai
	Pay Band
	4

	Reports to
	IELTS Administration Officer
	Duration of job
	2-year fixed term based position

	Purpose of job:  
To contribute to the achievement of the East China Examinations Services Team’s objectives through effective management of key IELTS Administration processes and to be part of a national IELTS Administrator Team. 

Context and Environment: 
This job is located in our Shanghai Exams team of around 40 full-time staff but is also part of the wider China Exams team which currently has over 170 full-time staff across our four main offices in Beijing, Shanghai Guangzhou and Chongqing. Our China Exams team delivers a range of international exams to individuals and corporate clients in China. The IELTS test is our largest product taking up a high proportion of our team’s resources. We pride ourselves in working to high standards in test security, customer care, and financial transactions. Our work in Exams is just one part of a wider set of projects and services offered by the British Council, the UK’s leading organisation in Cultural Relations.

East China IELTS Admin Team has a number of IELTS Administration Assistants (IAA) who share similar basic job descriptions and are expected to be flexible in responding to changes within IELTS administration processes and procedures.
Main responsibilities: 

· To support IELTS Administration Officer on stock process in line with IELTS test standards

· to support IELTS secure stock in/out in line with IELTS standards;

· to perform packing duties of IELTS live test materials in line with IELTS standards;

· to manage IELTS stationery packing and unpacking in line with IELTS standards;
· to support IELTS inventory maintenance in line with corporate standards;

· To support IELTS Administration Officer on finance process in line with corporate standards

· to take an active finance role in raising purchase orders in line with corporate standards;
· To support other specified pre- or post-IELTS administrative processes (to be allocated by line manager) in line with IELTS test standards
· To line manage some staff (outsource supplier, others as allocated by line manager)
Other Responsibilities: 
· to perform shared IELTS administrative duties;

· to cover other colleagues’ duties when required

· to attend meetings and training initiatives as required

· to take an active role as an IELTS test day personnel [e.g. Supervisor/Assistant Supervisor and/or Invigilator]
· to participate in EOD training and apply relevant EOD principles in carrying out duties
Key relationships: (include internal and external) 

Internal: 
· Exams Team in Shanghai office & wider Exams team across China 

External: 
· IELTS candidates, test day personnel, Examiners, test venue staff, suppliers & vendors;

Other important features or requirements of the job

This job involves travel to test venues in other cities in East China and sometimes works at weekends.


	Please specify any passport/visa and/or nationality requirement.
	Chinese national or UK passport holder

	Please indicate if any security or legal checks are required 
for this role.
	n/a
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	Person Specification



	Job Title
	IELTS Administration Assistant

	Location
	Shanghai, East China


	
	Essential 
	Desirable 
	Assessment stage

	Skills and Knowledge
	· Communication skills: Level 1 (see corporate generic skills for description)
· Computer skills: Level 1 (see corporate generic skills for description)
· Mandarin Chinese fully proficient AND written and spoken English B2 level (BULATS 3 or IELTS 6)
	· Project and Contract Management (level 1) Development and delivery 

· Knowledge of international Exams products and processes
	Application Form

Language test 

	Behaviours 
	1. Making it happen (Essential)
Delivering clear results.
2. Working together (Essential)
Establishing a genuinely common goal with others.

3. Being Accountable (Essential)
Delivering my best work in order to meet my commitments.

4. Shaping the Future (Essential)
Looking for ways in which we can do things better.

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

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


	N/A
	1-3 Interview

4-6 not assessed at recruitment stage.

	Experience
	1 year full-time experience of working to tight deadlines and with a high level of attention to details
	N/A

	Application Form 

	Qualifications
	N/A
	· Bachelor Degree
· Customer care
	Application Form
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