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	Role Title

	Venue Staff – Invigilator


	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Exams
	Hourly Paid
	Bahrain
	Fixed Term
	Exams Manager

	

	Role purpose

	Ensure all candidates have an equal opportunity to successfully complete an exam.
Ensure exam security before, during and after the exam.
Prevent possible candidate malpractice.
Prevent possible administration failures.


	

	About us 

	The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.


	Geopolitical/SBU/Function overview:

	To invigilate examinations in a professional manner to British Council and Exams Board standards.

	Main opportunities/challenges for this role:

	· Assisting with setting-up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures
· Assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues


	Main Accountabilities:

	

	· Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures
· Ensure that candidates behave appropriately during their time in the examination hall 
· Ensure that candidates do not have unauthorised materials on their desks. 
· Accompany a candidate for a temporary period break outside the examination hall


	Key Relationships:

	Internal

British Council staff
External

· Exams Candidates
· Examining bodies



	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Yes
	Shortlisting

	Direct contact or managing staff working with children?
	Yes
	Shortlisting

	Notes
	 
	

	Person Specification:
	Assessment stage

	Language requirements (DELETE IF NOT APPROPRIATE)

	Minimum / essential
	Desirable
	Assessment Stage

	· Good command of written and spoken English.
	
	Shortlisting

	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	· Diploma or equivalent.
	
	Shortlisting


	Role Specific Knowledge & Experience

	Minimum / essential
	Desirable
	Assessment Stage

	· Minimum 1 year of work experience 

	
	Shortlisting


	Role Specific Skills (if any)
	Assessment Stage

	Communicating and influencing (level 2)

· Relates communications to circumstances
	Interview

	British Council Core Skills
	Assessment Stage

	· 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.


	Shortlisting AND Interview

	British Council Behaviours
	Assessment Stage

	Working together - essential

· Works well with others, is approachable and flexible.

Being accountable – essential

· Delivering my best work in order to meet my commitments 


	Interview

	Prepared by: 
	 Date:

	Mesfin Habtetsion
Examination Services Manager
	 27/03/2017



	1
	[Insert job title] | [Insert date prepared] | The British Council


	3
	[Insert job title] | [Insert date prepared] | The British Council



