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	Role Profile




	Job Title
	Freelance Invigilator

	Directorate or Region
	SSA
	Department/Country
	Exams

	Location of post
	Blantyre / Lilongwe
	Pay Band
	N/A

	Reports to
	Examinations Officers
	Duration of job
	Freelance – renewable 1 year contracts

	Purpose of job: 
Direct invigilation administration of examinations according to exam board and Internal British Council Standards (QCA) in Blantyre or Lilongwe 
· Provide support to the administration and implementation of other examinations
· Information provision and excellent customer service
· Administrative work for the office

The post holder should be able to deal with more complex information/enquiries, have excellent customer care, interpersonal skills, team working spirit and able to meet deadlines to a schedule. He or she should also be computer literate.

Context and environment: 

This postholder will contribute to the administration of examinations activity for British Council Malawi examinations team. The post holder should expect to invigilate new and existing examinations in any of our product areas: IELTS, professional examinations, schools examinations and others.
Accountabilities, responsibilities and main duties: 
Exams Specific duties will include: 

1. To carry out registration of candidates and invigilate examination sessions professionally 

· Be available at the assigned date and time to invigilate for the exam and always be punctual.
· Candidate flow before and after the exam is managed professionally.
· Appropriate ID checks are carried out according to awarding body specifications.
· Assigned rows are kept under appropriate invigilation at all times during the examination. 
· Invigilation of examinations is conducted so as to ensure that the needs of candidates with special requirements are met, in line with Equal Opportunities and Diversity and examination standards 

· Adhere to all instructions issued by the supervisor/examination board.

· Issue correct exam stationary promptly and efficiently.

· Ensure only permitted materials are on each candidate’s desk (e.g. pen, pencil, eraser, test paper, ID)

· Ensure that candidates do not communicate with each other.
· Return all papers, sorted according to instructions, to the supervisor (if one is present). 
· Ensure that all personal belongings are placed in the designated areas and all the mobile phones switched off

2. To ensure that security and confidentiality is met for all exams as per Board or British Council regulations and standards
· Ensure exam room and immediate environment is set up according to awarding body regulations.

· Ensure scripts are not removed from the test centre.

· All Examinations Materials are logged and signed for

· All suspected breaches of security should be immediately reported to the Supervisor.

· Any candidate suspected of malpractice should not be disrupted but the Supervisor should be informed immediately

· All data related to the candidate and to the examination is not to be disclosed or discussed with anybody. 

· You must not look through the question papers and the security of the exam should be maintained at all times.

· You must not leave papers and other examination material unattended at any time until safely stored

· Discarding of confidential examination documents and archiving is done to examination standards

· Refer candidates’ enquiries to examinations supervisors or the Exams team

·  You should not invigilate for candidates who are personally known to you. Such cases should be immediately reported to the Supervisor. 

3. To adhere to the British Council Customer Service Excellence

· Meet and greet candidates with a smile

· Have a duty of care for our customers

· Refer candidates’ enquiries to examinations supervisors or the Exams team

· Provide information to candidates

· Maintain all BC customer standards and customer care policies

· Invigilator should:

· be appropriately dressed (avoid wearing noisy jewellery, squeaking or high heel shoes)

· be impartially courteous to candidates

· be punctual (arrive by the stated time)

· report to the Supervisor on any late arrivals, incident, disturbances or candidate complaint

Invigilator should never:

· Read candidates' scripts

· Read books, magazines, newspapers during the examination or perform any additional tasks in the examination room

· Answer candidates' questions concerning the examination content or give advice

· Talk to other invigilators if more are present during the exam

· Smoke/eat in the examination room

· Leave the examination room during the exam without permission from the supervisor, if one is present, or the Exams Team

· Make/receive calls.

· Engage in informal chat or exchange of contact details with candidates.

· Provide counselling of any kind and guide them to the exams department for any procedural clarifications.

4. Training and Development

· Available for full training before the first exam session 

· Two refresher training sessions per annum as agreed with the Exams Team 

· Being familiar with all relevant notices, instructions and requirements relating to the specific examination

Key relationships:  

Internal: 

· Synergy, coordination and cooperation with the British Council Examinations Team

· Good team working with all colleagues within the test day venue staff team
External: 

· Candidates

· Venues
Other important features or requirements of the job 

Must be available to work during weekdays in early June and early December. Ideally also available to work on Saturdays and throughout May and November.


	Please specify any passport/visa and/or nationality requirement.
	Right to live and work in Malawi

	Please indicate if any security or legal checks are required 
for this role.
	Reference checks: 2 Referees should be given at the time of application. 
Child Protection: No criminal record, a police check will be required from invigilators. The Child Protection Training must be followed and a self declaration must be signed.   


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Creating shared purpose 
· Connecting with others 
· Working together 
· Being accountable

	
	· Interview


	Skills and Knowledge
	· Basic computer and internet literacy
· Strong spoken and written English

· Interpersonal and customer-service orientation.
	
	· Shortlisting

· Interview

· Interview


	Experience
	
	
	

	Qualifications
	· MCSE with credit (English at 4 or higher)
	University qualification
	· Shortlisting
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