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	Role Profile




	Job Title
	Examinations Services and Operations Manager

	Directorate or Region
	SSA
	Department/Country
	Zimbabwe 

	Location of post
	Harare
	Pay Band
	Pay Band 6 / Grade G

	Reports to
	Country Exams Manager
	Duration of job
	Full Time (two-year renewable contract)

	Key facts about British Council Zimbabwe:

British Council has operated in Zimbabwe since independence, in 1980.  Our main office and information centre is situated in Harare with another library in Bulawayo.

Over the 35 years, we have established a good reputation for educational services and cultural relations

We have good relations with many in government, arts and cultural organisations, academia, and increasingly corporate organisations. We continue to build on these partnerships to expand our reach and impact

We occupy a major place in the English language assessment market in Zimbabwe as well as working with other examination boards. We are exploring opportunities for expanding this work even further

We deliver significant arts programmes throughout the year with various partners including HIFA and are developing work in arts and development.

We have recently concluded Creative Zimbabwe, a large scale EU project and are actively exploring further opportunities for significant client funded projects, as part of a focus on business and partnership development

Purpose of job:  
This post is responsible for the operational and financial treatment of our examinations services in Zimbabwe, Malawi and Botswana. Principal areas of responsibility include operational delivery, compliance with quality/security standards and ensuring that all exams are processed according to the British Council’s financial compliance guidelines.
Context and environment: 
The role is part of the Zimbabwe Exams team. The team is made up of 5 staff headed by a Country Exams Manager based in Harare. It is responsible for over 22,000 UK exams sat in Zimbabwe by over 10,000 candidates. Exams are delivered in Harare and Bulawayo as well as number of our Cambridge Associate Schools around the country. The role will be also responsible for the IELTS delivery in Malawi and Botswana and will report directly to the CEM in Zimbabwe. Main responsibility will be divided between operational delivery, compliance and financial tasks.

Accountabilities, Responsibilities and Main duties: 
· Operational Delivery 
Zimbabwe operation – manage all aspects of operational delivery (80% IELTS and 20% other exams products) ensuring that examinations are managed efficiently and effectively and according to corporate standards
Cluster (Malawi/Botswana) – assist in management of all aspects of IELTS operational delivery in Malawi and Botswana, ensuring that examinations are managed efficiently and effectively and according to corporate standards
· Quality compliance - work closely with Regional Exams Manager, Quality and Compliance to ensure that all Quality and Compliance Assessment (QCA), IELTS audit and other exam board standards are met or exceeded. 

· Management of venue staff and examiners - In accordance with British Council and exams body regulations and procedures. Manage the recruitment, training and monitoring processes for all exams venue staff in Zimbabwe and examiners for the cluster. Responsible for management of IELTS PSN for the cluster. 
· Financial responsibility and accountability – ensure the accuracy of all exams financial data and reporting. All financial data to be recorded against the correct WBS and GL Account and corrections made where this is not the case. Monthly input of volume actuals is 100% accurate. This role will be responsible for the completion of the reconciliations, accruals and deferrals according to the agreed timetable. 

· Line-management - of Zimbabwe exams staff as agreed with the CEM. All staff managed in accordance with corporate performance management procedures. Working hours of line manages are managed effectively.
· Diversity - Work with the exams team to ensure appropriate DAF evidence is collated and presented as part of the countries submission.
Key relationships: 
Internal: Country Exams Manager, Exams team in Zimbabwe, IELTS delivery teams in Malawi and Botswana, Regional IELTS team and Exams Liaison Officers in London
External: UK qualifications/exams bodies, venue staff and examiners and exams candidates
Other important features or requirements of the job 

The role may require some weekend and evening hours, and occasional travel.

	Please specify any passport/visa and/or nationality requirement.
	Right to work in Zimbabwe

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


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Working together (more demanding)
· Creating shared purpose (more demanding)

· Being accountable (more demanding)

· Making it happen (more demanding)

	Shaping the future and Connecting with others – for performance management purposes only
	Interview 

	Skills and Knowledge
	Managing People level 3

Planning and Organising Level 3

Analysing Data and Problem Level 2

Managing Finance and Resources Level 2

	Knowledge of UK tests and qualifications administered by the British Council and/or of the processes involved in administering these exams
Manages and develops examiners and invigilators


	Short listing 
& Interview 

	Experience
	Managing People  

Financial planning and budget monitoring

Events/projects management
	Experience of Examinations business
Experience of working at international NGO 
	Short listing, interview & test

	Qualifications
	Business Management qualification from a recognised university

	
	Short listing

	Language proficiency


	None required
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