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DARTMOUTH ACADEMY
Job Description





Post Title: 		Invigilator
Responsible to: 	Exams Officer 
Scale:			£14.44 per hour


Job Purpose

To carry out invigilation of examinations in accordance with current National and Academy examination regulations in a professional way. 

Main Responsibilities:
· Ensure a calm environment to give the candidates the best possible opportunity to be successful in their exams and assessments.
· Direct and instruct pupils at the start and end of each exam, this includes reading out any standard opening statement(s) to ensure that pupils are aware of the regulations. 
· Ensure that the examination room is set up correctly and that the conduct of the exam takes place within the guidelines set down by the Joint Council for Qualifications (JCQ). (relevant documents and training will be supplied) 
· To comply with the requirements of the Data Protection legislation (GDPR) i.e. it is the responsibility of individual staff members to protect data and to take all reasonable steps to ensure all data is kept securely. 
· To comply with the Academy’s policies and procedures, including Health and Safety, Equality, Diversity and Inclusion, Safeguarding Children and Prevent. Compulsory training will be supplied. 
· To attend all Exam Invigilation training sessions. Initial training will be provided on appointment and there is a mandatory requirement to attend Invigilator refresher training/safeguarding updates on an annual basis. 

Personal Qualities/Skills:
· Knowledge of IT systems, to help pupils log in, save their work and print etc.
· A logical, methodical, and organised work ethic. 
· High degree of accuracy. 
· An awareness of the importance of complete confidentiality.
· Ability to stay calm in a crisis. 
· Ability to stay focused during long periods of inactivity. 
· Ability to recognise problems and deal with difficulties quickly, quietly and effectively. 
· Initiative and energy to work to a high standard under pressure. 
· Flexibility, self-confidence and enthusiasm. 
· Good availability during busy exam times
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