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INFORMATION PACK
Examinations Invigilator 
Casual Working; Normal working hours will be between 8.30am and 5pm.
It may be necessary on occasion to work outside of normal working hours.
Salary is £13.68 per hour including holiday pay 
Minimum payment of £27.36 per session
Required for April 2025


Overview of the Role

We are looking for motivated individuals to support the Examination Officer with the day-to-day operation of examination venues at Altrincham Grammar School for Girls. The successful post-holders will report to the Examinations Officer.

KEY RESPONSIBILITIES AND ACCOUNTABILITIES
· To support the Examination Officer with the day-to-day operation of examination venues.
· To stay up to date with current and new exam regulations, including attending training sessions.
· To assist with setting-up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures.
· To assist candidates prior to the start of examinations by directing them to their seats
and advising them about possessions permitted in examination venues.
· To offer advice and guidance to candidates without allocated seats.
· To ensure that candidates do not talk once inside examination venues.
· To invigilate during examinations, dealing with queries raised by candidates and dealing
with examination irregularities in accordance with strict procedures.
· To check attendance during examinations.
· To record details of late arrivals.
· To escort candidates from venues during the examinations as required, and supervising
candidates whilst outside examination venues.
· To collect and collating scripts at the end of the examination in accordance with strict
Procedures.
· To supervise candidates leaving examination venues, ensuring that candidates do not
remove equipment or stationery from the venue without authorisation and ensuring that
candidates leave venues in an orderly and quiet manner.

Additional Administrative Duties: 
· To assist with the delivery of examination equipment and stationery to and from venues as appropriate.
· To deliver scripts to the Examination Office on completion of examinations.

School-wide Responsibilities
· Staying up to date with and acting upon relevant school policies and in particular those associated with Child Protection/Safeguarding Children and Health & Safety issues.
· Being responsible for maintaining a clean and tidy environment.
· Attending relevant meetings as required.
· Acting as a role model for the pupils in school.
· Acting as an ambassador for school and ensuring that the school’s high standards are promoted at all times.


PERSON SPECIFICATION
Examinations Invigilator

	Category
	Essential
	Desirable
	Method of assessment

	Qualifications, Education, training
	· Good educational background with strong literacy and numeracy skills.
· English and mathematics at least GCSE level grade C.
	
	· Application form
· Interview
· Certificates
· Task

	Relevant Experience
	· Successful experience in the world of work.
	· Experience of working or studying in an education environment.
	· Application form 
· Interview 
· References

	Knowledge, skills, and abilities
	· Very good oral, written communication and numeracy skills.
· Ability to relate to academic staff and students.
· Awareness of health and safety issues as they relate to this particular environment.
· Tact and discretion and an ability to maintain confidentiality.
· The ability to work efficiently at speed.
· The ability to exercise control in the classroom and encourage good behaviour.
· Confidence in delivery of materials to pupils.
· The ability to show tact and discretion and to maintain confidentiality.
· The ability to prioritise.
· The ability to work effectively as part of a team.
· ICT competency.
	

	· Interview
· Application Form 
· Task

	Personal Qualities/Other
	· Flexibility and adaptability.
· Self-confidence and the ability to deal with difficult situations.
· A thorough, meticulous approach to all tasks.
· A positive approach to challenges, which seeks solutions to problems and addresses difficulties with cheerfulness and good humour.
· A genuine commitment to improving the quality of provision for pupils in our school.
· Smart, professional appearance.
	· An understanding of examination processes.
	· Interview
· Task 

	Safeguarding
	· Commitment to demonstrating a responsibility for safeguarding and promoting the welfare of young people
	
	· Application form
· Interview

	Our Values
	· Community: Evidence of working together for a common purpose and encouraging diversity
· Integrity: Evidence of doing the right things for the right reason
· Passion: Evidence of taking personal responsibility, working hard and having high aspirations
	
	· Interview





Keeping Children Safe in Education
Bright Futures Educational Trust is committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out and references will be sought for shortlisted candidates and successful candidates will be subject to an enhanced DBS check and other relevant checks with statutory bodies.
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