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	Recruitment Information


	Job title
	Examination Invigilator / Administrators
	Department/location
	Examinations / Tripoli, Libya 

	Job type 

(full time; part time etc)
	Hourly Paid - Intermittent
	Pay Rate
	20 LYD for invigilating and 10 LYD for ushering  

	Assignment Start date
	JUNE  2014

	Contact 
	Mohamed Almaquri/Akram Gibril 

	Applications to
	Ly-exams@ly.britishcouncil.org  

	Open To 
	Internal and External candidates 

	Deadline
	June 10th 

	Extra Information
	ONLY shortlisted candidates will be contacted.

Short listing and interviews will take place: Week of 10th  June 2014

Candidates will be tested for their English level to assess core grammar, vocabulary, reading, writing, speaking using several tests. 



	Internal applicants 

A successful internal applicant would be offered the job based in accordance to Exams MENA Relatives Policy - January 2014 and Exams MENA Policy on BC Staff working as VS - January2014.   G:\Exams Relatives Policy



Job Description
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	Role Profile




	Job Title
	Examination Invigilator / Administrators Teaching Centre Ushers 

	Location of post
	 Tripoli, Libya 
	Department/Country
	Teaching centre and Examinations / Tripoli, Libya

	Reports to
	Exams Supervisor/
Registration Coordinator
	Duration of job
	20 LYD for invigilating and 10 LYD for ushering  

	Purpose of job:  
To administer, invigilate and supervise Students and candidates sitting for various Examinations administered by British Council Examinations and Teaching centre in Libya ensuring that exams are held according to the relevant UK exam board and BC requirements and code of conduct.
Context and environment: 
The British Council conducts exams across Libya 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 BC requirements.  

Examinations are held in various venues, places, schools and districts all across.
The exam venue staff plays a crucial role in ensuring the conduct, security and integrity of exams and in providing appropriate customer care in compliance with all British Council policies, Child Protection, Equal Opportunity and Diversity , Information Management, etc…. 

Examination Invigilator / Administrators reports to Senior Invigilator, Venue Supervisor or Venue Manager according to each venue size and requirements.  
Accountabilities, responsibilities and duties: 
Main roles:
· Checking Class environment according to checklists, British Council and relevant Board requirements.
· Checking candidates’ IDs once they entered the exam room.
· To give clear instructions to candidates at the beginning and end of the examination.
· Instructions are given clearly and concisely.
· Responsible for the attendance sheet and seating plan.
· Frequently asked questions are answered immediately.
· Difficult questions/problems are referred to Venue Supervisor/ Venue Manager.
To ensure the security of the examination papers as follows:
· Exam papers are secure at all times and no papers are mislaid or left unattended at any time.
· Exam papers are counted in and out. 
· Breach of security is reported to Exam Centre Supervisor immediately.
· Awarding Body and British Council regulations are adhered.
· Ensures having a suitable atmosphere for the candidates to do their exams.
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 dealt with according to Exam Supervisor Instructions by the 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) 

· Venue Personnel Manager
· Venue Manager
· Venue Supervisor

· Senior Invigilators

· Invigilation group at the relevant exam venue (internal)

· BC Exams Officers

· BC Support Staff

· Exam candidates 

· Schools representatives
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
· Examinations are held seven days a week, mainly Monday through Saturday, minimum working assignment per day is 2.5 hours. Assigned hours are given to examinations invigilators/ administrators based on their announced availability. Mainly exam sessions start at 7:30Am at the earliest and end by 18:30 PM.  Examinations are sometimes held during public holidays.   
· flexibility to work beyond the prior agreed work schedule as per business needs 



The British Council is committed to a policy of equal opportunity and the development of positive policies to promote equal opportunity in employment. We believe that a diverse workforce gives added depth to our work. 

The British Council believes 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

Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Making it happen (essential level)
Working together (essential level)


	
	Interview 

	Skills and Knowledge
	Written and spoken English and Arabic at CEF level B1

Knowledge and understanding of the needs of children and teenagers. 

Customer Care: able to present routine information clearly and logically 
ability to deal with more complex information/enquiries 
Interpersonal skills: able to deal with challenging circumstances
Able to meet deadlines/keep to a schedule
Able to deal professionally with peers and customers in a pleasant but firm manner.

Ability to manage large groups of candidates 

Ability to work under stress

Basic Computer skills


	
	Languages will be assessed.

Short listing/interview

Short listing/interview

	Qualifications
	High school degree 
	
	Short listing


	Submitted by
	Adam Hamroni 
	Date
	27/05/2014
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