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JOB DESCRIPTION

Job Title: Temporary Operations Support Assistant
Department: Operations Directorate

Section: Treforest Operations

Responsible to: Logistics Team Leader

Grade: 1RLW

Location: Treforest

Main purpose of Job:

To support the operational functions throughout the Operations directorate. Including but not limited to work
within Print Production, Despatch and Post Result Services. The post holder will work across multiple teams
and processes, providing support when and where there are peak activities as part of an agile and flexible
team.

Principal Duties and Responsibilities:

The post-holder will undertake a wide variety of tasks across a number of functions and teams, including the
following;
Assessment Material Preparation and Despatch:

T Counting and packing examination papers into sets of specific numbers in the Finishing or Digital
print areas.

T Assist with the picking, packing and despatching of assessment materials and support materials in
line with current practices and procedures, ensuring items go out correctly and on time.

1 Support the housekeeping requirements to ensure a safe working environment for all team
members.

Stock control and filing:

I Toassist with the loading of vehicles and to make use of warehouse equipment where suitably
trained.

T To assist with the filing and extraction of assessment materials and scripts for archiving and
disposal.
Systems and administration:

f Use of warehouse management software to prepare and undertake key despatch functions.
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T Toassist with script scanning and image checking.

T Liaising with examiners with regards quality control activity (specimen scripts).

T Support all other activities within the PRS function to ensure an effective and timely delivery of a
PRS period.

Equipment operation:
1
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Person Specification
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