Person Specification: Exam Scribe & Invigilator
	
Factor/Requirement

	
Essential
	
Desirable
	
Evidenced by

	Education/Qualifications/
Training


	Minimum of 5 Level 2 qualifications (O Levels/GCSE’s at Grade C or above) including Maths and English



	Experience in a secondary school environment

Experience invigilating in a previous role


	Application Form/Qualification Certificates


Application Form/Qualification Certificates

	Skills/Knowledge/
Experience


	A good standard of Computer Literacy including Microsoft Word & Excel.

Experience in implementing and maintaining safeguarding procedures and policies

Experience of maintaining accurate records, reports, and case notes

Excellent organisational skills, with the ability to prioritise workload and manage multiple responsibilities effectively

Ability to maintain strict confidentiality and handle sensitive information in line with data protection requirements

	Proven experience working with children or young people in an educational or support setting



	Application form
Interview


	Other


	Well motivated, a self starter and makes things happen.

Calm, patient, and resilient under pressure

High literacy and numeracy skills

	
	Application form
Interview




