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JOB DESCRIPTION

TITLE:
Examination Invigilator 

SALARY:

Grade 2 Point 4
MANAGER:

Examinations Officer
JOB PURPOSE:
Responsible for the correct running of external examinations in the exam room.

LEVEL DESCRIPTION:

All duties will be carried out within recognised procedures or guidelines.

May include ad hoc duties, which require some initiative.

Will make day-to-day decisions about own workload, within a clear framework.

There will be some need to interpret information or situations and to solve straightforward problems.

Problems will be referred to line manager, who will be available for direction and guidance.

No direct responsibility for supervising others but may involve demonstrating duties or giving advice and guidance to new employees or others.

You are employed on a casual basis and there is no mutuality of obligation to offer or accept work.
DUTIES AND RESPONSIBILITIES:

Main duties and responsibilities:
To assist with:-
· Preparing the room, laying out candidate number cards to a seating plan prepared by the Exams Officer;
· Admitting candidates to the room in a quiet and orderly way;
· Conducting the exam according to Rules and Regulations of the Joint Examinations Board;
· Recording all those absent from the examination by noting the Candidate Numbers of empty desks;
· Checking, preparation and packing of examination scripts for despatch;

· Any other administration tasks related to examinations.

Invigilators


(
Must be constantly vigilant when the exam is running and should not do any other task;

(
are provided with all regulations, necessary papers and stationery, candidate number cards and seating plans for each exam;

(
are required to report to the Exams Office at least 30 minutes before the start of an examination session (or to the main Exam Room if the Exams Officers are not in the office).
· to liaise with safeguarding officers in accordance with school policy if and when appropriate;

· to ensure Pastoral Teams are kept informed of any underlying emotional or social factors affecting students’ progress.

NB:

This job description outlines the principal duties and responsibilities of the post at the time it was prepared. It is not intended to be an exhaustive list and the post holder may be required to undertake other duties that are commensurate with the grade, responsibility and nature of the role.

The duties and responsibilities of the post may be varied by the Trust from time to time to reflect changes in legislation, organisational requirements, operational priorities, technology or professional practice. Appropriate training and support will be provided where necessary.

Person Specification
	Criteria
	Essential
	Desirable

	Qualifications and Experience

	Good standard of education including literacy and numeracy skills; ability to follow procedures accurately; experience working in an organised environment. 
	Previous examination invigilation experience; experience working in a school or educational setting. 

	Knowledge
	Understanding confidentiality, safeguarding, examination regulations and professional conduct. 
	Familiarity with JCQ regulations and access arrangements. 

	Skills
	Attention to detail; ability to remain vigilant; clear communication skills; ability to work independently and as part of a team; ability to remain calm under pressure. 
	Confidence supporting candidates and assisting new invigilators. 

	Personal Qualities
	Reliable, punctual, trustworthy, professional, patient, flexible and committed to safeguarding. 
	Willingness to undertake additional sessions and training as required. 
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‘The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment’.

