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	Role Title

	Exams Supervisor

	Role Information

	Role Type
	 Pay Band
	 Location
	 Duration
	 Reports to:

	Administrative
	J
	Riyadh, Buraydah, Jeddah, Abha, Yanbu, Jouf,Jazan,Tabouk, AlHassah
	 2 months
	 Venue Staff Officer

	

	Role purpose

	To support delivery of British Council Examinations Services in order to meet country strategic objectives and its growing examinations business in Saudi Arabia. The main focus of this post is test day administration and supervision of exams in line with agreed standards and to the satisfaction of customers and management. 

	

	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:

	The exams department has set in place an ambitious plan to ensure its growth and greater impact in a fast changing, global environment. To do this, the department will be engaging and working more directly with partners, both internal and external from all sectors. 

The exams operation in Saudi Arabia is the largest in the MENA region and has delivered over 110,000 exams in the last year including IELTS, Aptis, School Exams, Cambridge English Language Assessment and Professional Exams.  



	Main Accountabilities & Responsibilities:

	

	· Comply with all tenets of Quality and Compliance Assessment, including local regulations as defined by Country Exams Manager

· 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 staff us in a timely manner.

· Have complete knowledge of and follow all relevant standards & procedures, based on training and reference materials provided by the British Council and the relevant exams boards. 

· Supervise all aspects of administration to ensure that correct test day standards and procedures are met. 

· Supervise assigned test day staff to ensure compliance to their respective duties, standards and code of practice. Ensure that the agreed performance management framework is adhered to and that any incidents are escalated to British Council staff.

· Ensure that the test day material is handled securely, confidentially and is accounted for in line with procedures, at all times, including distribution and collection

· Escalate any exceptions, emergencies or breaches of security to the appropriate British Council staff. Liaise with any other relevant authorities in case of emergencies.

· Ensure that all test day records are completed and maintained accurately and in real time. This includes time sheets and claims for all venue staff, examinations materials logs, incident reports, etc.

· Actively contribute to the improvement of test day delivery and customer experience by making suggestions to British Council staff.

· Ensure that relevant guidelines and policies are applied and followed in the areas of: Data Protection, Child Protection, Health & Safety, Equal Opportunities and Diversity, and Anti-Fraud 

· Promote and ensure the wellbeing of candidates at all time. In case of emergencies, ensure that correct procedures are followed and appropriate authorities are involved. 

· Ensure that candidates have a positive and consistent test day experience and a positive image of the British Council. 

· Take additional responsibilities as assigned by Examinations Services Officer/Manager
The post involves frequent weekend and off-site work, occasional early mornings and travel for trainings and meetings. 
Strict adherence to exam security and administration standards is an essential part of the job

	Key Relationships:

	Internal

· Exams candidates
· Customer Services & Exams Staff

· Examiners

· Invigilators

External

· Local Universities /Schools
· Approved Suppliers

· Schools Co-ordinators

· UK Exams Boards

	Role Requirements:

	Threshold requirements:
	Assessment stage

	Passport requirements/ Right to work in country
	Saudi nationals and non-Saudi nationals with a valid residence in Saudi Arabia are eligible to apply for the post
	Shortlisting

	Direct contact or managing staff working with children?
	Yes
IF YES. Appropriate police check
	Child Protection Self Declaration & Training

	Notes
	 
	

	Person Specification:
	Assessment stage

	Language requirements 

	Minimum / essential
	Desirable
	Assessment Stage

	· English Language (Level B1) Assessed by Aptis test
	 Spoken and written Arabic 


	Shortlisting

	Qualifications

	Minimum / essential
	Desirable
	Assessment Stage

	· At least two GCE A Levels and five GCSEs or equivalent
	 
Degree or equivalent
	Shortlisting

	Role Specific Knowledge & Experience

	Minimum / essential
	Desirable
	Assessment Stage

	· Minimum 1 year of exams invigilation or supervision experience
	Knowledge of UK qualifications


	Shortlisting

	British Council Core Skills
	Assessment Stage

	· Communicating and influencing (Level 1)

· Reading and Writing Skills

· Speaking and listening skills

· Knowledge Sharing
· Using Technology (Level 2)

· Outlook, Word, Excel, PowerPoint

· Internet Explorer
· Managing people level 2:
· Supervises a small team of people doing similar jobs to deliver short term tasks to agreed quality and time standards
	Shortlisting AND Interview

	British Council Behaviours
	Assessment Stage

	· Being accountable (Essential) – Delivering my best work in order to meet my commitments

· Making it happen – Delivering clear results for the British Council  
· Working together – Establishing a genuinely common goal with others
	Interview

	Prepared by: 
	 Date:

	Negar Siddiqui; Exams Operations Manager
	 13th March 2017
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