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Cardinal Wiseman Catholic School

Job Description


	Post Title:
	EXAMINATIONS INVIGILATOR

	Purpose:
	To work with some overall direction or supervision. Routine tasks will be carried out independently to provide a service to school whether maintenance of good standards, technical support for classroom practitioners or other identified area in
school.

	Reporting to:
	Examinations Manager

	Working Time:
	Flexible to meet the needs of school examinations

	Salary/Grade:
	Romero Grade 2

	Disclosure level
	Enhanced

	MAIN (CORE) DUTIES

	
	· To assist with the invigilation of external examinations

	Examination Preparation
	· Prepare exam hall and rooms for examination in accordance with JCQ requirements

	..:xamination
	· Assist in ensuring candidates enter the examination room and are seated in an appropriate manner.
· Inform candidates that they are under exam regulations.
· Open and distribute papers and any authorised examination material to candidates.
· Indicate on the seating plan all absentees.

	Starting
	

	Examination in Progress
	· Supervise candidates during exams, ensuring that Regulations for the Conduct of Exams are adhered to.
· Supervise candidates during exams, ensuring that Regulations for the Conduct of Exams are adhered to
· Report immediately to Examinations Manager any suspected incidents of malpractice.
· Ensure late candidates are briefed and seated with minimum of fuss.
· Report late arrivals to the Examinations Manager.
· Answer candidate queries in accordance with laid down procedures.
· Supervise candidates needing to leave room.
· Supervise 'clash' candidate movement between exams.

	
	

	Examination Finishing
	· Notify all candidates that the exam has finished.
· Collect all scripts and question papers and sort into order according to the attendance register.
· Assist in ensuring that exam conditions are maintained until the candidates have left the room.
· Check that all desks are left clear.
· Complete exam attendance register.
· Deliver exam scripts to Examinations Manager and where necessary assist in the packaging.

	Additional Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.
· Responsibility for the Catholic Life of the school.




	Other Specific Duties:

	
Make a positive contribution to the wider life and ethos of the school.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

All staff are responsible for promoting and safeguarding the safety and welfare of children and young people.

All duties and responsibilities must be carried out with due regard to Cardinal Wiseman School's Health
& Safety Policy

Post holders will be accountable for carrying out all duties and responsibilities with due regard to

	Cardinal Wiseman School's Equal Opportunities Policy

	
Duties which include processing of any personal data must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998).

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued emplo yment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the
Principal to reflect or anticipate changes in the job commensurate with the grade and job title.
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