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[bookmark: _Hlk204177641]JOB DESCRIPTION 
[bookmark: _Hlk204870445]Post Title:	Casual Exam Invigilator	
Salary:	Band 5, SCP 5 plus holiday pay.
Hours of Work:	As required
Post Status:	Casual
Disclosure level:	Enhanced
Responsible to:	Exams Officer


Role Overview
As an Exam Invigilator, you will support the Examinations Officer in ensuring the smooth and secure running of exams. You will supervise students, set up exam rooms, follow exam board regulations, and assist with access arrangements, helping maintain a calm, compliant, and supportive exam environment.


Responsibilities
· Assisting in the supervision of students.
· To work under the instruction/guidance of Exams Officer/senior staff.
· Attend and participate in relevant meetings as required 
· Participate in training and other learning activities and performance management as required
· Set up exam rooms in accordance with the JCQ ICE book.
· Starting and finishing each allocated examination in accordance with Exam Board regulations and guidelines.
· Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with procedures.
· Complete an Invigilators Log for each exam if required.
· Ensure that the examination room is clear and tidied for the next session and that equipment is returned.  To check examination desks for any graffiti and liaise with the Exam Officer to get it removed.
· Ensure collection of all scripts, collate and place in appropriate envelopes for despatch to examination boards along with registers.
· Attend training sessions when requested.
· To assist with access arrangements for students who need one to one help with Writing/Reading, or invigilating in one of the access arrangements rooms, overseeing the Scribing/Reader process.





PERSON SPECIFICATION – Casual Exam Invigilator
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Basic literacy and numeracy
	*
	
	A, C

	Understanding of the role and importance of exam regulations
	*
	
	A, I

	Awareness of JCQ guidelines
	
	*
	A, I

	Willingness to undertake relevant training
	*
	
	A, I

	
	
	
	

	
	
	
	

	EXPERIENCE
	
	
	

	Experience supervising or working with young people
	
	*
	A, I, R

	Experience in an educational or exam setting
	
	*
	A, I

	
	
	
	

	
	
	
	

	SKILLS 
	
	
	

	Ability to follow instructions and procedures accurately
	*
	
	A, I, R

	Good organisational skills and attention to detail
	*
	
	A, I

	Ability to remain calm under pressure
	*
	
	I, R

	Clear and confident communication
	*
	
	A, I

	Ability to work independently and as part of a team
	*
	
	A, I, R

	
	
	
	

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Reliable, punctual, and flexible
	*
	
	I, R

	Professional and respectful attitude
	*
	
	I, R

	Commitment to exam integrity and confidentiality
	*
	
	A, I

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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