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	Role Profile STANDARD



	Job Title
	Invigilator

	Location of post
	 Kuwait
	Department/Country
	Examinations / Kuwait

	Reports to
	Examinations Services Officer/ Venue Supervisor
	Pay Rate
	Hourly Paid 

	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, thus supporting the wider aims of British Council and its cultural relations mission.

	Context and environment (see guidance) 

	Environment
The British Council provides access to English Language and other UK qualifications through its Examinations Services. The nature of UK qualifications and assessments and the way that we administer them enhances trust between the UK and other countries. The UK qualifications and assessments we provide, because of the their integrity and wide recognition, 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 assessments are one of the most powerful drivers of improvements in teaching, learning and professional practice. 

The British Council in Kuwait conducts exams for various UK exam boards. The main role of Examination invigilators/ administrators is to ensure the conduct of exam according to the relevant UK exam board and British Council standards.  Examinations are held in various venues like British Council premises, hotels, schools and exam centres all across Kuwait.   

Context 

The post holder will be part of a wider pool of test day personnel, contracted to support the delivery of a variety of tests on behalf of the British Council across various locations in the country. The post holder will be required to work very closely with a team of other test day personnel and test day service providers.

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, ESOL and Aptis, school exams such as IGCSE, O and A levels for Cambridge International Examinations (CIE) and Edexcel International, a range of professional and university qualifications such as ACCA (accounting).


	Accountabilities/ Responsibilities


	Accountabilities: 

Maintain 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 for duties assigned. Promote 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 supervisor or British Council staff us in a timely manner.
· Be familiar with and follow all relevant standards & procedures, based on training and reference materials provided by the British Council and the relevant exams boards. 

· Meet correct test day invigilation standards and procedures. 
· Ensure the security and confidentiality of all test day materials until they are signed over to the test day supervisor. 
· Escalate any exceptions, emergencies or breaches of security to the appropriate test day supervisor.
· Complete and maintain accurate records of exam assignments. Complete all reports, logs and claims accurately and in real time 
· Actively contribute to the improvement of test day delivery and customer experience by making suggestions to British Council staff.
· Follow all relevant guidelines and policies in the areas of: Data Protection, Child Protection, Health & Safety, Equal Opportunities and Diversity, and Anti-Fraud.
· Work with the test day supervisor to promote and ensure the wellbeing of candidates at all time. In case of emergencies, follow correct procedures.
· Support the supervisor to ensure that candidates have a positive and consistent test day experience and a positive image of the British Council. 

	Main duties

	Invigilators will be allocated different roles on test days including some or all of the following duties:

	 1
	Before the exam starts:
· Ensure necessary equipment, material for candidates, signage, branding and seating arrangements and plans are in place and ready to use as required. Report gaps and take corrective action before the start of activity.
· Enable good customer flow by giving candidates clear direction and answering their enquiries. 

· Ensure that candidates follow the agreed exam procedures regarding the location and security of their belongings.
· Conduct candidate entry, exit, identity checks and Test Day Photography procedures according to exam requirements.
· Ensure special arrangements are provided as required.
· Be familiar with the emergency procedures for the test day venue. 

	2
	During the exam:
· Actively monitor allocated candidates during tests and breaks and ensure that there is no malpractice or violation of test conditions

· Work together with the supervisor and other invigilators to ensure all candidates are supervised at all times
· Conduct regular ID checks as required throughout the test with minimal disturbance to the candidates. 

· Follow procedures for temporary exit and re-entry to the exam room and keep appropriate records 

· At all times, be alert and support candidates who need any assistance
· Ensure that the test day material is handled securely and accounted for in line with procedures, at all times, including distribution and collection
· Report any malpractice, suspected or otherwise, and any other incidents to the appropriate test day staff immediately. 
· Complete any test day incident reports or malpractice forms as required.

	3
	After the exam:
· Ensure all material is accounted for and handed over securely to the supervisor.
· Ensure any test day incident or malpractice is escalated to the test day supervisor. 
· Ensure the exam venue is left clean and tidy. 

	4
	Reporting, training and development:

· Attend all briefing and training sessions as requested by the British Council Examinations Services Centre before and during period of engagement. 

· Complete all training modules, including Data Protection, Child Protection, Health & Safety, Equal Opportunities and Diversity, and Anti-Fraud as required.
· Comply with Examinations Services dress code as defined by the British Council.

	5.
	Additional duties as may be reasonably required from time to time.

	Skills and requirements:

	Punctual and reliable. Examinations schedules are fixed in advance and it is essential that invigilators arrive on time to ensure the exam starts on time.

	A good working knowledge of spoken and written English (minimum of B1), as well as the local language. Exam instructions are given in either English or the local language, as defined by the exam board. Venue staff may be required to use only English when communicating with both candidates and colleagues at exam venues.

To demonstrate the level of spoken and written English required for the role, invigilators will need to provide either a certificate of an internationally recognised English Language test or will be required to sit an Aptis test (including a speaking, listening and reading test package) as part of the recruitment exercise.

	Good attention to detail. Procedures vary for different exam boards and types of exams, and these must be followed with precision for each type of exam 

	Customer service and people skills.  Our exam candidates include a wide range of people from different backgrounds who may be nervous on the day of their exam and need to be dealt with politely, confidently, calmly and efficiently. It is essential that our venue staff have the ability to understand and respond effectively to customer needs and deliver high quality service

	Basic computing skills. Electronic equipment and internet-based software is used to prepare and deliver examinations. It is essential that invigilators be familiar and comfortable using these tools and use the internet on a regular basis.

	Education. As a minimum, higher secondary / high school level certificate or equivalent.


	Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

	· The post holder will be remunerated on an hourly paid basis, payable monthly 

· The post holder may be required to work unsociable hours, including weekends (Saturdays and /or Sundays), public holidays and extended hours in the early morning or late evening. The post holder must have the flexibility to work beyond the prior agreed work schedule as per business needs.
· The role requires long hours of standing and physical movement.

	Passport/visa and/or nationality requirement.
	Applicants with a valid residence visa in Kuwait are eligible to apply.

	Security or legal checks required 
for this role.
	Must provide at least 2 references at the time of application


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Working together (Essential)   Experience of working in a team
	
	Interview



	
	Being accountable (Essential)
	
	Interview



	
	Customer service  skills

Ability to understand and respond effectively to customer needs and deliver high quality service
	
	Shortlisting & interview

	
	Basic computing skills 

Familiar and comfortable with using internet & electronic equipment
	
	Shortlisting & interview



	
	Communication skills

Good written and spoken English: Minimum B1 Level on CEFR scale
	Written & Spoken Arabic 
	Speaking skills will be assessed during interview.



	Experience & Qualification
	Higher secondary certificate (Class XII)  or Equivalent 
	Prior experience in Examination Services or Event management
	Shortlisting
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The British Council believe 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


_1341027853.doc
[image: image1.png]@@ BRITISH
@®® COUNCIL







