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Job Description

	
	

	Job Title
	School Business Assistant (Exam Invigilator)
	Ref

	Job Family
	Business and Public Services
	Job Grade 4


PURPOSE OF THIS ROLE

To assist in the smooth running of the school’s examinations by invigilating both external and internal examinations as and when required throughout the school year.
KEY RELATIONSHIPS

The post is line managed by the Deputy Head Teacher via the Examinations and Data Manager.

The post holder will be expected to work with and support teaching and associate staff to ensure a positive working environment.  

	Key result areas include:
Assist the Examinations and Data Manager and Officer in setting up rooms ready for examinations.
Ensure the candidates are seated according to the seating plan.

Ensure that any absentees are reported immediately to the Examinations Manager, Officer or senior invigilators
Be familiar with exam board regulations and report any breaches immediately to the Examinations Manager, Officer or senior invigilator.

Be able to make decisions and record accurate details of any breaches to examination board regulations.
Collect examinations scripts at the end of the exam.

Ensure that all scripts and examinations equipment are returned to the examinations office.
Ensure self-reliability and punctuality during exam periods providing the Examinations Manager with clear advance notification if unable to attend.
Carry out any additional duties within the overall function commensurate with the grading and level of responsibility of the job. Any changes of a significant nature will be incorporated into the job description, following consultation with the post holder.


	General Responsibilities:

People Management

None
School Policies and Procedures

Actively support the School’s Policies and Procedures.

Health and Safety

Ensure own compliance with the School’s Health & Safety policy/procedures and the health, safety and welfare of students at all times.
Risk Management

Comply with Risk Assessments pertinent to the role. Contribute to risk awareness through carrying out of duties and raise issues where appropriate
Carry out any additional duties within the overall function commensurate with the grading and level of responsibility of the job. 


	Aldercar High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


	


PERSON PROFILE
	Job Title:
	School Business Assistant
	Ref

	Faculty:
	Inclusion
	

	Job Family:
	Business and Public Services
	Job grade: 4 


	
	Essential
	Desirable
	Evidence

	Experience
	
	Working in a school environment
	Application form

Interview

	
	
	Working with children
	Application form

Interview

	
	
	Invigilation of exams
	Application form

Interview

	
	
	
	

	Knowledge
	Literate and numerate
	
	Application form

Interview

	
	Knowledge of Health and Safety procedures
	
	Application form

Interview

	
	Knowledge of Data Protection (confidentiality)
	
	Application form

Interview

	
	
	
	

	Personal

Effectiveness
	Ability to communicate effectively both orally and in writing
	
	Application form

Interview

	
	Ability to work as part of a team or alone
	
	Application form

Interview

	
	Ability to relate well to children and adults
	
	Application form

Interview

	
	Flexible approach to work
	
	Application form

Interview

	
	Reliable and punctual
	
	Application form Interview

	
	
	
	

	Skills and Abilities
	Able to keep calm under pressure
	
	Application form Interview

	
	Accurate and attentive to detail
	
	Application form Interview

	
	Able to use common sense and initiative as required
	
	Application form Interview

	
	Smart appearance
	
	Interview

	Qualifications
	GCSE Grade A - C in Numeracy and Literacy (or equivalent)
	
	Application form

Certificates

	Equal Opportunities
	Awareness, understanding and commitment to equal opportunity
	
	Application form Interview
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