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	JOB ROLE – EXAM INVIGILATOR


	JOB PURPOSE
Ensuring examinations are carried out in accordance with the appropriate Board’s regulations and providing students with an environment conducive to sitting a public examination.


	RESPONSIBILITIES
· To ensure that the examination room meets the Board’s requirements;
· To ensure candidates enter the room in the appropriate manner;
· To distribute examination papers and answer books on individual desks and ensure
· that candidates have their correct papers;
· To ensure the correct identification of all candidates and deal with extra candidates
· not on the register appropriately;
· To notify candidates of the examination conditions and any erratum notices;
· To record the start and finishing times of exams and to notify candidates of the start
· of the examination;
· To ensure late candidates are briefed, seated and allowed to partake in the
· examination with minimum fuss;
· To supervise candidates in a quiet and unobtrusive manner;
· To respond to candidates’ queries in accordance with examination regulations;
· To distribute additional paper and equipment as required;
· To ensure that efficient timekeeping is maintained and to notify candidates when the
· examination has finished;
· To ensure examination conditions are maintained until all candidates have been
· dismissed from the room.


	OTHER DUTIES 
· To be familiar with and adhere to all School Policies.
· To fulfil your duties and responsibilities regarding safeguarding pupils and health and safety.
· To support the aims and ethos of the school and promote good relationships with students, colleagues and parents.
· To set a good example in terms of dress, punctuality and attendance.
· To participate in the School’s arrangements for briefings and examination preparation.


	
Responsible to: Examination Manager 
Salary: Grade 5: Point 7: £26,403 pro rata, casual claim basis 



	Start Date: Flexible to cover key public examination periods
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