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	Role Profile




	Job Title
	Invigilator

	Directorate or Region
	MENA
	Department/Country
	Exams/Saudi Arabia

	Location of post
	Jeddah & AlKhobar
	Pay 
	SAR 50 per hour

	Reports to
	Exam Centre Supervisor
	Duration of job
	Part Time

	Purpose of job:  
To invigilate British Council Examinations
Accountabilities, responsibilities and main duties: 
(including people management and finance)
To ensure that Examination papers are 100% secure:
· Exam papers are secure at all times and no papers are mislaid or left unattended at any time

· No exam paper leaves the examination room unless authorised

· Exam papers are counted out and counted in and are always the same number

· Breach of security is reported to Exam Centre Supervisor immediately

· Awarding Body and British Council regulations are adhered to

To give instructions to candidates at the beginning and end of an examination

· Instructions are given clearly and concisely

· Frequently asked questions are answered immediately

· Difficult questions/problems are referred to Exam Centre Supervisor

To ensure discipline of candidates is maintained & regulations are followed

· No candidates speak once the examination has started

· All candidates are ushered to toilet facilities as necessary

· Late arrivals are are dealt with according to Exam Supervisor Instructions at   start of exam

· Breach of disciplinary code is dealt with according to Exam regulations. 

· All examinations adhere to set times

· Awarding Body and British Council regulations are adhered to

Key relationships: (include internal and external) 

Exams Team 

Students
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Sometimes the role involves travel, unsocial/evening hours, working on weekends


	Please specify any passport/visa and/or nationality requirement.
	Must hold a valid resident permit (iqama) for Saudi Arabia

	Please indicate if any security or legal checks are required 
for this role.
	Reference checks
child protection declaration


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Skills and Knowledge
	Spoken English: ability to deal with more complex information/enquiries 
Customer Care: able to present routine information clearly and logically 
Team-working:  Able to deal professionally with peers and customers in a pleasant but firm manner and to make an active and constructive contribution to the wortk of Examination Venue Teams

Interpersonal skills: able to deal with challenging circumstances

Able to meet deadlines/keep to a schedule
	
	Short listing 
& Interview 

	Qualifications
	
	University Degree
	Short listing


	Submitted by
	Exams Manager
	Date
	05 October 2016
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