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	Role Profile




	Job Title
	Global Exams Services Test Day Assistant Supervisor 

	Directorate
	China, East Asia
	Department
	Exams, China

	Reports to
	Global Exams Services Team
	Duration of job
	Freelance (part-time)

	Purpose of Job 
To ensure that any test administered by the British Council runs smoothly on the test day/s and that all assigned test day duties and standards are met.
Context and Environment
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 employ over 750 staff across the country. 
The British Council operates under three 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 and Chongqing. 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). 3) We also operate as the Ying He Advertising (Beijing) Company Limited (英合广告（北京）有限公司).This position will be employed by BC Education Consulting (Beijing) Company Ltd (BC教育咨询（北京）有限公司). 

China is one of British Council’s largest exams operations, delivering extensive international exams to individuals, institutions, schools and corporate clients in mainland China. By providing access to highly valued UK qualifications, with the reassurance of integrity, we build on the UK’s reputation for world-class educational standards.

The Global Examinations stream in China encompasses school exams, professional exams, vocational exams and university exams and is a critical part of our exams business.
In the exam administration, we have 3 different roles: Invigilator (including related product role Chief Invigilator, Invigilator, Usher), Assistant Supervisor and Supervisor. As an Assistant Supervisor, you will be part of a wider team of exams venue staff expected to support the delivery of a variety of tests in various locations. For each exam session, you will be required to follow the duty checklist we provided for your assigned product role. You will be required to work very closely with British Council Examinations Services staff, other venue staff and venue service providers to ensure the test days run smoothly.
Accountabilities, Responsibilities and Main Duties
You will be accountable for maintaining the integrity and reputation of the British Council and the various examination boards by ensuring that tests are delivered to prescribed customer service, security and administration standards. You will also be accountable for promoting a positive image of the British Council by providing a high standard of customer care on the test day.

Responsibilities: 

· Report promptly to test venue at agreed time. In case of any delays or if unable to get to the test venue, inform the appropriate test day or British Council Examinations Services staff in a timely manner.

· Follow all relevant standards & procedures, based on training and reference materials provided by the British Council Examinations Services and the relevant Exam Boards. 
· Maintain British Council Examinations Services standards of customer care on the test day.

· If requested inspect the venue to ensure that arrangements meet agreed requirements and standards. 

· Confirm to supervisor that necessary equipment, material for candidates, signage, branding and seating arrangements and plans are in place and ready to use as required

· Confirm to Supervisor that special arrangements are provided as required.
· Be familiar with the emergency procedures for the test day venue and ensure all venue staff are briefed accordingly.

· Actively monitor candidates and invigilators during tests to make sure that there is no violation of test conditions.
· Supervise staff to ensure they carry out their respective duties and adhere to the Code of Conduct.
· Ensure that the test day material is handled securely, confidentially and is accounted for in line with British Council and Exam Board requirements at all times. 

· Ensure that all test day records are completed and maintained accurately as required by British Council Examinations Services.

· Ensure that relevant guidelines and policies are applied and followed in the areas of: Data Protection, Safeguarding, Health & Safety, Equality, Diversity and Inclusion, and Anti-Fraud. 
· Report issues that arise to the supervisor. 

· Report any incidents, emergencies or breaches of security to the supervisor or appropriate British Council Examinations Services staff. 

· Promote and ensure the wellbeing of candidates at all times. In case of emergencies, ensure that correct procedures are followed and involve appropriate authorities as required. 

· Additional duties in line with the role may be required.
Training and development:

· Attend all briefing and training sessions as requested by the British Council Examinations Services Centre. 
· Complete all mandatory training modules.
Key Relationships
Internal: 

· Global Exams Services staff
· Wider Exams team 

· Test Day Personnel

External: 

· Candidates and potential candidates

· Test centres and other Partners

· Other external stakeholders where applicable 

Other Important Features or Requirements of The Job
· You will be paid on an hourly paid basis.

· You may be required to work on weekends (Saturdays and /or Sundays), public holidays, extended hours in the early morning or late evening, as this is when many examinations take place. You must have the flexibility to work beyond the prior agreed work schedule.

· Some Assistant Supervisors may be required to travel, including overnight stays. The majority will not have this requirement. During the recruitment process you will be asked to indicate your willingness to travel.
· You are required to be very vigilant when observing candidates; to watch and hear what is going on in the exams room.
· You must be able to legally work in the country of appointment.

· British Council pre-recruitment checks will be required for shortlisted candidates, including background checks & police verification.
· Although there may not be a prescribed uniform for your role, while carrying out your duties, you must always be dressed in line with the cultural expectations of the country you are working in and your position in accordance with your role as representing the British Council.  However, it is recommended that you wear soft comfortable shoes.  Noisy shoes and distracting jewellery are not permitted.



	Please specify any passport/visa and/or nationality requirement.
	Chinese 2nd Generation ID Holder

	Please indicate if any security or legal checks are required for this role.
	DBS checks or local equivalent required


Person Specification
	
	Essential 
	Desirable 
	Assessment stage

	Behaviours
	Working together – essential

Works well with others, is approachable and flexible.

Being accountable – essential

Giving constructive feedback to others in a way they can understand and accept.
	
	Interview

	Skills and Knowledge


	Using technology level 1: Operates as a basic user of information systems, digital and office technology. Able to use British Council systems and software, and the internet, to do the job and manage documents or processes.
Planning and organising level 1: Is methodical. Able to plan own work over short timescales for routine or familiar tasks and processes. Has a good attention to detail. Is punctual and reliable.

Managing people level 1: Supports others. Provides support to less experienced members of the team and is aware of individual differences. Helps colleagues perform tasks and use systems and processes.

Communications in Chinese and English level 1: Communicates clearly and effectively. Listens to others and expresses self clearly, with grammatical accuracy and awareness of a diverse audience in speaking and writing.

English language level of CEFR B2 (Listening, Speaking, Reading, Writing skills) or equivalent (eg Cambridge English FCE, IELTS 6/5.5).
	
	Shortlisting and interview

	Experience
	Customer service: experience of responding to children/ young adults and parents' needs (as customers) in a professional manner, to a high level of quality.
Invigilation experience: Depending on the exam type, 1-2 years’ experience of working with the British Council Exams administration in China without any underperformance issue.
Qualification: Bachelor Degree or above

	
	Shortlisting 

and Interview


	Submitted by
	 Global Exams Services Team China
	Date
	 January 2025


The United Kingdom’s international organisation for educational opportunities and cultural relations. A registered charity: 209131 (England and Wales). SC037733 (Scotland).The British Council believes that all children have potential and that every child matters - everywhere in the world. The British Council affirms the position that all children have the right to be protected from all forms of abuse as set out in article 19, UNCRC, 1989
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