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IELTS Test Day Invigilator Application Form Part B

Staff-in-confidence

The Examination Services section is committed to a policy of equal opportunity.

The Examinations Services section will use the information you provide in this form to process your application.

Personal information

	English name
	
	Chinese name
	
	Base City
	

	Do you have a disability*?
	 FORMCHECKBOX 
 Yes
	Regardless of whether you have a disability, do you require any adjustments to be made to facilitate your participation in the selection process?  If yes, we will contact you to discuss this at a later date.

	 FORMCHECKBOX 
 Yes

	
	 FORMCHECKBOX 
 No
	
	 FORMCHECKBOX 
 No


* The UK Disability Discrimination Act 1995 defines a person with a disability as someone who has a physical or mental impairment (including a learning or sensory impairment) that has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.  In any country, it is British Council policy to interview all applicants who are disabled and who meet the essential criteria for an advertised job.

Eduction/qualifications

Please give details of educational and professional qualifications in chronological order.
	Level of education


	Qualification
	Institution (name/location)
	Dates (from/to)

	
Secondary school


	
	
	

	
Undergraduate


	
	
	

	
Postgraduate


	
	
	

	
Other


	
	
	


	English qualifications
	Dates & Details

	Excellent English skills in Listening, Reading, Writing and Speaking (IELTS Band 7 or equivalent)


	


Additonal information
	This job is normally required on Thursday or Saturday morning. Are you available for working at that time at least once a month?
	

	Are you involved in or plan to be involved in any way in teaching IELTS preparation course?
	

	Do you have any plan to take the IELTS test in the next 12 months?
	

	Is there a member of your immediate family who is working for IELTS at present? If yes, please indicate his/her name.
	

	Will you stay in China most of the time in the next 24 months?
	

	Who has recommended that you apply for this job?
	

	Have you applied for this job before?
	


References and additional information 
References Please give details of three referees that we may contact. When giving email addresses please ensure you give the work/academic email address of the referee. We will not accept references from personal (hotmail, yahoo, gmail etc.) email accounts. Once you passed the interview, you are expected to provide the reference request from the below 3 referees.
1. Your current/most recent employer

	Name and job title of referee
	
	Name of referee’s Organisation
	

	Postal address
	

	Work / Academic Email address
	

	Telephone number
	
	Mobile phone number
	
	I confirm this person is my current line manager
	

	Please indicate type of reference:
	
	Work reference
	
	Academic/Training reference


2.  Previous employer.
	Name and job title of referee
	
	Name of referee’s Organisation
	

	Postal address
	

	Work / Academic Email address
	

	Telephone number
	
	Mobile phone number
	
	I confirm this person was my line manager
	

	Please indicate type of reference:
	
	Work reference
	
	Academic/Training reference


3.  Further professional reference or academic reference.

	Name and job title of referee
	
	Name of referee’s Organisation
	

	Postal address
	

	Work / Academic Email address
	

	Telephone number
	
	Mobile phone number
	
	I confirm this person was my line manager/academic supervisor
	

	Please indicate type of reference:
	
	Work reference
	
	Academic/ Training reference


Short answer questions

Please briefly answer the questions below. Your answer to each question must not exceed 100 words. 

	1. Please explain why you would like to be an IELTS invigilator. 
	

	2. Choose EITHER of the two questions below to answer. 

2.1 What do you think are the most important requirements for an invigilator? Or
2.2. Can you tell us about any invigilation experience you have had and how you would evaluate your performance during that invigilation? 


	

	3. Choose EITHER of the two questions below to answer. 

3.1 What will you do if you see your partner invigilator doing something wrong or not up to standard?
3.2 What will you do if you see one of your friends/ students in the test room while invigilating?


	

	4. Have you received any emergency evacuation training? If yes, please specify. Imagine if a fire alarm goes off during the test, what would you do?
	


Supporting statement

In support of your application, please tell us why you are suitable for this role. You should also highlight your relevant experience, skills and knowledge. Your statement should not exceed 300 words.
	Supporting statement

	


Checklist: Documents to scan and upload

· IELTS Test Day Invigilator Application Form Part A

· IELTS Test Day Invigilator Application Form Part B

· Scanned copies of language certificates

· Scan copies of Degree Certificate 

Declaration of Confidentiality

I agree to observe strict security relating to IELTS test materials and related documents. I undertake not to discuss any details of the IELTS exam with anyone or release the details of the application process to anyone.  
	Applicant’s signature
	
	Date
	


The British Council collects your personal data to process your application. we will not share it with anyone else. By submitting this form you consent to us processing your personal information for this purpose.

The British Council complies with data protection law in the UK and laws in other countries that meet internationally accepted standards. You have the right to ask for a copy of the information we hold on you, and the right to ask us to correct any inaccuracies in that information. If you have concerns about how we have used your personal information, you also have the right to complain to a privacy regulator.

For detailed information, please refer to the privacy section of our website (www.britishcouncil.org/privacy) or contact your local British Council office. We will keep your information, from the time of collection, for 4 years after the end of the activity (e.g. the end of employment or the working relationship).
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

