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	Duties of

Intern in Examinations department



	Job Title
	Internship Programme in Exams Department

	Location of post
	Kyiv
	
	

	The purpose of our Internship Programme is to offer to successful candidates an opportunity to improve their skills and enhance their educational experience through practical work assignments while gaining experience of working in an international environment.
Duties and responsibilities may include:

1. Exams operations back office support:

· Filing documents, maintaining logs and paperwork

· Processing exams payments

· Checking candidates’ registrations and documents

2. Customer service support to exams candidates
-     answering incoming emails and second level telephone enquiries transferred from the call centre

· contacting candidates via email and telephone 
3. Exams sessions support
· Assisting in conducting exams sessions both onsite, external venues and in the regions

· Assisting in preparing materials for exams sessions (materials check, packing, counting)



1 of 1                          


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







