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JOB DESCRIPTION
Job Title:
Exam Invigilator
Reports to:
Head of Exams
Location:
Radley College, Abingdon, Oxon
THE ROLE OF THE INVIGILATOR

To ensure that all examinations are conducted according to the Joint Council for Qualifications (JCQ) rules and regulations governing exams, and those of Exam Boards administering IGCSEs to:
· Ensure all candidates have an equal opportunity to demonstrate their abilities.
· Maintain the security of the examination materials before, during and after the examination.
· Prevent possible candidate malpractice.
· Prevent possible administrative failures.
HOURS

· During internal and public examination periods, as required. 
· Exam start and end times are within the hours of 08:30 to 12:30, 12:30 to 16:30 and 16:15 to 18:30. 
· Sessions will be agreed in advance. Invigilators will be required to give 7 calendar days' notice if they are unable to work a session for which they have signed up to.
· Invigilators are required to arrive 45 minutes ahead of exams starting and to stay to complete all necessary tasks after the end of exams. 
· Invigilators are paid for the hours worked within the session times.
PERSON SPECIFICATION 

· Be reliable, flexible and readily available during the main examination periods.
· Have clear, effective verbal and communication skills and excellent interpersonal skills.

· Be able to work well as part of a team.

· Be confident and a reassuring presence to candidates in examination rooms.

· Be able to give instructions and manage situations involving different groups of people.

· Possess very good IT skills including familiarity with Microsoft 365 Apps including Teams, Outlook and the use of USB sticks.

· Seek to achieve competence in the role and a rigorous understanding of the JCQ regulations.

· Previous experience in a similar role would be advantageous but is not essential.

KEY RESPONSIBILITIES

Before examinations

· Report to and be briefed by the Head of Exams in the Barker Gym prior to each exam session.
· Keep confidential exam question papers and materials secure before, during and after exams.
· Ensure exam rooms are set up correctly according to the requirements.
· Admit candidates into examination rooms under formal exam conditions. 
· Distribute the correct question papers and exam materials to candidates.

· Identify candidates and seat candidates according to the required arrangements.
· Instruct candidates in the conduct of their exams.

· Start exams.
During examinations

· Supervise and observe candidates throughout the whole-time examinations are in progress, giving complete attention to this duty.
· Be vigilant and remain aware of incidents or emerging situations.

· Keep disruption in examination rooms to a minimum.

· Deal with emergencies or irregularities effectively.

· Record/report any incidents, disruption or irregularities to the Head of Exams.

· Complete attendance registers.

· Deal with candidate questions in accordance with the regulations.

After examinations

· Instruct candidates in finishing their examinations and collect examination scripts and any other additional materials before candidates are dismissed at the end of the exam.
· Dismiss candidates from the examination room in an orderly and quiet manner.

· Complete the tick list for each exam checking that the candidates’ names on their scripts match the details on the attendance register.

· Securely return all examination scripts, question papers and other materials to the Head of Exams.

Other tasks

· Undertake relevant online invigilator training and assessment, centre-specific training/updates for that academic year (prior to invigilating any external examination in a new academic year).
· Undertake, where required and where able, other duties requested by the Head of Exams, for example:

· centre supervision of examination timetable clash candidates between examination sessions.
· facilitating access arrangements for candidates, for example as a reader, scribe, etc. (full training will be provided).
· other exams-related administrative tasks including maintaining question paper security by supporting the “second pair of eyes check”.
Radley College is committed to safeguarding and promoting the welfare of its pupils and expects all employees to share this commitment.  Employees must, at all times, have regard to the need to safeguard and promote the welfare of children in line with the provisions of the Children Act 2004 (as amended) and Keeping Children Safe in Education (as amended) and be fully aware of, and understand, the duties and responsibilities that apply to their role in relation to these requirements.  All employees must attend appropriate training in accordance with College and local Safeguarding Board stipulations.
	These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.


