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	Role Profile




	Job Title
	IELTS Marking Assistant

	Directorate or Region
	East Asia
	Department/Country
	Exams, China

	Location of post
	Shanghai
	Pay Band
	N/A

	Reports to
	Post-test Administration Team
	Duration of job
	Freelance part time

	Purpose of job:  
To provide administrative support for IELTS marking and ensure security of test materials.
Context and environment: (e.g. dept description, region description, organogram) 
The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create international opportunities for the people of the UK and other countries and build trust between them worldwide

We work in more than 100 countries and our 8,000 staff – including 2,000 teachers – work with thousands of professionals and policy makers and millions of young people every year by teaching English, sharing the arts and delivering education and society programmes. 

In China the British Council operates across four offices: Beijing, Shanghai, Guangzhou and Chongqing. We also have a presence in Wuhan. We employ over 650 staff across the country. 

The British Council operates under two legal entities in China. 1) We operate as the Cultural and Education Section of the British Embassy in Beijing and Cultural and Education Section of the British Consulate-General in Shanghai, Guangzhou, Chongqing and Wuhan. 2) Our Exams work across China operates as a Wholly Foreign Owned Enterprise - BC Education Consulting (Beijing) Company Ltd (BC教育咨询（北京）有限公司)/ BC Education Consulting (Beijing) Co. Ltd Chongqing Branch (BC教育咨询（北京）有限公司重庆分公司)/ BC Education Consulting (Beijing) Co. Ltd Guangzhou Branch (BC教育咨询（北京）有限公司广州分公司)/ BC Education Consulting (Beijing) Co. Ltd Shanghai Shenyu Education Technology Branch (BC教育咨询（北京）有限公司上海申宇教育科技分公司). This position will be employed by BC Education Consulting (Beijing) Co. Ltd Shanghai Shenyu Education Technology Branch.
Accountabilities, responsibilities and main duties: 
The post holder will be responsible to provide administrative support for IELTS marking.
-     marking materials sorting and distribution;

-     ensure security of all marking materials during the whole marking process;
-     perform other tasks that are assigned by Duty Officer or Chief Marking Assistant.

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

· The post holder is normally expected to work on Sundays, Mondays, Tuesdays and Fridays (occasionally) as required. All the Marking Assistant will work under a rotation system and on each marking day there are two shifts: 

Shift 1: 9:00 – 16:00/Shift 2: 16:00 – 21:30
There is possibility that you are invited to work on dates other than Sunday, Monday, Tuesday and Friday according to IELTS business need; your availability will be checked in advance.
· The post holder cannot be involved in IELTS teaching in any form, including but not limited to:
· To individuals

· In a company or companies

· In an institution or institutions

· Over the Internet

Key relationships: 
· Internal: 

· Post-test Administration Manager and Post-test Administration Officer
· East China Exams team 
· IELTS Clerical Markers and examiners
· IELTS Marking Day Staff
· External: 
· N/A


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

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


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Ability to maintain confidentiality

· Attention to details and accurate completion of administrative tasks

· Ability to respond effectively to feedback

· Ability to work independently

· Being accountable


	
	Application and interview


	Skills and Knowledge
	· Mandarin native-speaker competence and English level B2 (IELTS 6 or equivalent). 
· Computer skills: Level 1 
· Time management skills

	
	Short listing 
and Interview 
Interview

	Experience
	
	· Administration working experience
	Short listing 
and Interview

	Submitted by
	FAN Jiachi
	Date
	Sep 2015



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







