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	Job Title:
	Casual Exam Invigilator

	Base:
	Bronte Girls Academy 

	Reports to:
	Exams Officer/ Assistant Principal
	Grade:
	

	Staff Responsibility for:
	N/A
	Salary:
	[bookmark: _GoBack]£13.02 per hour

	
	
	Term:
	Casual

	Additional:
	As assigned.
	
	



JOB PURPOSE
To contribute to the development of a school that is transforming the educational standards and character development of our young people with an emphasis on creating a culture that inspires personal growth, development and performance driven outcomes.

KEY RESPONSIBILITIES AND ACCOUNTABILITIES

· To provide invigilation for external examinations at the Academy.
· Responsible for collecting examination materials prior to the exam.
· Distributing the material to the candidates.
· Supervising the candidates for the duration of the examination.
· Returning all exam materials to the Exams Officer at the end of the allocated time.


PRIME OBJECTIVES OF THE POST:
· To have an understanding of and commitment to maintaining the appropriate standards of confidentiality/security of examination materials.
· To adhere to the academies policies and procedures.
· To adhere to the Examination board’s policies and procedures.
· To report/communicate any problems/incidents/emergencies to the Examinations Officer.

RANGE OF DUTIES
· Tidy and straighten exam desks.
· Setting out exam materials on desks.
· Check clocks are set at the correct times.
· Ensure that supplies and supplementary paper is available at distribution points and supply throughout exam where necessary.
· Supervise entry of candidates ensuring silence from entry and no late arrivals.
· Ensure candidates do not open or write on papers.
· Invigilate candidates whilst walking up and down rows in the examination Hall.
· Record and monitor students who need to use the toilet.
· Ensure exam papers are not removed from the hall by collecting all documentation and sorting into order.
· Invigilate individual candidates in small rooms.
· May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.
· Be familiar with all relevant notices, instructions and requirements relating to the specific examination.
· To attend any necessary training provided.

1 [bookmark: 1_Relationships_with_others]Relationships with others
1.1 [bookmark: 1.1_To_maintain_good_working_relationshi]To maintain good working relationships with colleagues, pupils, parents/carers, governors, the community and Local Authority and ensure all communications is consistent with the school’s ethos.

2 [bookmark: 2_Accountability]Accountability
2.1 [bookmark: 2.1_Make_best_use_of_all_resources_to_su]Make best use of all resources to support the attainment of pupils.
2.2 [bookmark: 2.2_Be_smartly_and_appropriately_dressed]Be smartly and appropriately dressed with no noisy jewellery or heels
2.3 [bookmark: 2.3_To_carry_out_any_such_duties_as_may_]To carry out any such duties as may be reasonably required by the Principal.
















This appointment is with the Trust as employers. The job description forms part of the contract of employment of the person appointed to this post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the terms and conditions outlined in the contract of employment.
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PERSON SPECIFICATION

	
	Assessed by:

	
No
	
CATEGORIES
	
Essential/ Desirable
	
App Form
	
Interview/ Task

	QUALIFICATIONS

	1.
	GCSE Grade A-C in English or equivalent
	E
	
	

	2.
	GCSE Grade A-C in Maths or equivalent
	D
	
	

	EXPERIENCE	

	3.
	Able to follow instructions, working as part of a team
	E
	
	

	4.
	Partnership and team working
	E
	
	

	5.
	An understanding of examination processes
	D
	
	

	ABILITIES, SKILLS AND KNOWLEDGE

	6.
	Write and speak English fluently
	E
	
	

	7.
	Experience of working in a school
	E
	
	

	8.
	A positive interest in working with young adults
	E
	
	

	PERSONAL QUALITIES

	9.
	Patience and understanding
	E
	
	

	10.
	Knowledge of safeguarding students
	E
	
	

	11.
	Ability to identify own training needs and development
	E
	
	

	12.
	Highest levels of professional and personal integrity
	E
	
	

	13.
	Ability to maintain confidentiality in all matters relating to the
academy, parents and carers
	E
	
	

	14.
	Personal resilience, persistence and perseverance
	E
	
	

	15.
	A passionate belief in the Trust’s vision of ‘transforming lives,
transforming communities’
	E
	
	

	16.
	Excellent time keeping
	E
	
	

	17.
	Sympathetic to and supportive of the ethos, vision, values and
mission of iExel Education Trust
	E
	
	
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