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Maiden Erlegh Trust
Job Description

	Role

	Exam Invigilator

	School/Department
	Please refer to advert

	Grade

	Spot rate

	Reports to
	Exams Officer/Senior Invigilator

	Job Evaluation Code
	MET030
	Hours of work
	Variable

	Purpose


	To assist the Examinations Officer and Senior Invigilator in the smooth and efficient administration of examinations, including student invigilation; management of rooms, facilities and equipment; the collation of examination results and performing such other duties which will allow for the smooth running of examinations. To ensure that the examination is conducted according to the current ICE regulations.


	Scope

	Staff responsibilities:
None
	Financial accountability:
N/A

	Relationships
	The postholder will garner positive relationships with a range of stakeholders. These will include, but are not limited to, school leaders and colleagues in other Trust schools, school staff and students as required. 

	Supporting Maiden Erlegh Trust
	
The postholder may occasionally be required to support other schools in the Trust. 

	Main duties and responsibilities
	1. To complete training in the roles and responsibilities of the examinations invigilator as stated in the “Guidance for Invigilators” instructions, as provided by the Examinations Officer, JCQ and the Examination Boards, and to be aware of centre specific instructions for the conduct of examinations such as evacuation routes and protocols for use in emergency situations.
2. To undertake online training as requested by the Exams Officer.
3. To assist with the setting up of examination venues by laying out stationery, equipment and examination papers in accordance with published guidelines.
4. To liaise with the Exams Officer to determine any particular requirements for subject examinations and to ensure appropriate preparation of the examination room, as required by the individual exam.  To supervise the admission of the candidates to the examination room and to help them find their allocated seats quietly and efficiently.
5. To open and check materials received, in accordance with JCQ and the Examination Board regulations, allowing sufficient time to identify and resolve any discrepancies.
6. To distribute question papers, answer booklets and associated materials at the beginning of the examination and to collect them at the end.
7. To assist in the efficient timekeeping of the examination ensuring a clock, visible to all candidates, is in each examination room and that exam board instructions to candidates are displayed in line with legal requirements.
8. To supervise the candidates in a quiet and unobtrusive manner to ensure that the regulations on conduct, communication etc are strictly observed.
9. To scribe for students with special needs if so directed by the Exams Officer.
10. To respond to candidates’ queries in accordance with examination regulations.
11. To distribute additional paper and/or equipment, as necessary.
12. To ensure that any minor behavioural issues are dealt with in line with centre policy, report any breaches of the Examination Code of Conduct to the Exams Officer or Headteacher immediately and make a record of the problem in the examinations incident book.
13. To escort and supervise candidates who may need to leave the examination room in cases of emergency,  ill health, or for the purposes of using the toilet;
14. To ensure that the examination room is clear and tidied for the next session and that equipment is returned.  To check examination desks for any graffiti and liaise with the caretaker to ensure it is removed.
15. To sort sets of completed papers alphabetically at the end of the examination, in preparation for posting.
16. To carry out other duties appropriate to this position as instructed by the Exams Officer or Headteacher.


	Other requirements and responsibilities
	Enhanced DBS required. 



The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
Maiden Erlegh Trust is an Ethical Leadership Pathfinder organisation and we are committed to safeguarding, equality and promoting the welfare of children and young people. We are also committed to having the highest expectations of pupil/students and staff, and supporting everyone to reach their full potential.  All employees of the school and Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.




Signed:        ______________________________           Date:  ________________
		Post holder


	





Maiden Erlegh Trust
Person Specification

	Role

	Exam Invigilator

	School/Department
	Please refer to advert

	Qualifications, training and education
	· GCSEs (or equivalent) with grade C (or equivalent) or above in English and Maths (desirable).

	Experience

	· Experience of working within the field of Education would be an advantage but not essential.

	Skills and abilities








	· Good communication and interpersonal skills;
· Good organisational and time management skills;
· The ability to work with others as part of a close-knit team;
· The ability to adapt and be flexible;
· The ability to invigilate for several hours at a time, if required;
· The ability to both patrol the examination room on a regular basis and to stand for periods of time.  This is necessary in order to monitor the conduct of students;  
· An appreciation of the key issues involved in examination invigilation;
· The ability to ensure students comply with examination regulations and conditions.

	Requirements specific to the role


	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
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