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	Role Profile




	Job Title
	Exams Invigilator (Non-IELTS)

	Directorate
	China, East Asia
	Department
	Exams, China

	Reports to
	Distribution Exams 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 provides access to English Language and other UK qualifications through its Examinations Services. The UK qualifications and assessments that we provide have the power to change people’s lives, enabling them to access life, study or work opportunities overseas or in their own countries. Qualifications and examinations are one of the most powerful drivers of improvements in teaching, learning and professional practice.

The British Council Examinations Services administers a wide range of UK exams on behalf of UK based Exam Boards and awarding bodies. These include English proficiency exams such as IELTS, Cambridge English and Aptis, school exams such as A levels, a range of professional and university qualifications such as ACCA (accounting).  
In China the British Council operates across five offices: Beijing, Shanghai, Guangzhou, Chongqing and Wuhan.
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). 
In the exam administration, we have 3 different roles: Invigilator, Assistant Supervisor and Supervisor. As an Invigilator, 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. 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
· Attend all briefing and training sessions as requested by the British Council Examinations Services Centre
· Follow all relevant standards & procedures, based on training and reference materials provided by the British Council Examinations Services and the relevant Exam Boards.
· Invigilate examinations to the standard required by the British Council Examinations Service and the relevant Exams Boards.
· To ensure the smooth delivery and validity of the test  
· Support the supervisor to ensure that candidates have a positive and consistent test day experience and a positive image of the British Council. 
· To oversee the security of test day materials and ensure all material is accounted for and handed over securely to the supervisor.
·  Complete and maintain accurate records of exam assignments. Complete all reports, logs and claims accurately as required by British Council Examinations Services. 
· Work with the test day supervisor to promote and ensure the wellbeing of candidates at all time. In case of emergencies, follow correct procedures.
· To ensure all duties are delivered in line with the British Council’s policy on Child Protection and Equality, Diversity and Inclusion, and these is taken into account when planning and delivering activity

· Manage information created and received in compliance with the British Council’s information management standards, policies, the UK data protection principles and local legislation.
· Additional duties in line with the role may be required.
Key Relationships
Internal: 

· Distribution Exams 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
· The post holder may be required to work on weekends. (Saturdays and /or Sundays), public holidays, extended hours in the early morning or late evening. 
· The post holder would be paid on an hourly paid basis.

· This job may involve travelling including overnight stays. During the recruitment process, you will be asked to indicate your willingness to travel. 

· This job may involve working with children under 18.
· British Council pre-recruitment checks are requested for shortlisted candidates, including background checks and police verification.

· The job holders should not have any conflict of interest against exams they invigilate in any form, including but not limited to:

-To individuals

-In a company or companies

-In an institution or institutions

-Over the Internet


	Please specify any passport/visa and/or nationality requirement.
	Chinese Passport 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
	Being Accountable (essential level) 
Delivering my best work in order to meet my commitments; 

Working together (essential level) 
Establishing a genuinely common goal with others and working well with others, is approachable and flexible. 

	
	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 to follow strict instructions. Is punctual and reliable.

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 B1 (Listening, Speaking, Reading skills) or equivalent (eg Cambridge English PET, IELTS 5, CET-6 Score 425;TEM-4 Score 60 or equivalent)

	
	Shortlisting 
Shortlisting and interview          
Shortlisting and interview

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.
	· At least 1 year full time working experience

· Invigilation experience
	Shortlisting 

and Interview


	Submitted by
	Distribution Exams Team China
	Date
	22/09/2016


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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