St Nicholas Catholic High School

[image: image1.png]



Exam Invigilator – AA:AE:5132
Our Mission Statement

We aspire to embrace the Gospel and its values,

Celebrating uniqueness and diversity.

Our learning, within an enterprise culture, is based upon trust and respect.
Which define our relationship within the world family.

Everyone Matters.

We are looking to appoint Exam Invigilators to assist with our Mock Examinations and External Examinations Seasons, the role will commence in January 2025.
This is a permanent, Part Time, Casual Contract and is based on session times that run for part or all of the day, ranging from 8.00am and 4.30pm. Hours for the sessions will be advertised in advance to confirm your availability.

Grade 3 – SCP 2 £23,656 Full Time Equivalent / £12.65 per hour

Job Description

Key role responsibilities include the following, to be read in conjunction with the attached job description.
· Assist with checking, preparation and set up of exam rooms, prior to arrival of pupils.
· Check identity of candidates, complete attendance registers and distribute examination papers.

· Supervise candidates in the examination room, minimise disruptions and distractions and maintain examination conditions throughout
· Assist candidates as appropriate with additional supplies of paper and stationery.
· Monitor the efficient timing of the exam to required standards.
· Collect, check in and maintain integrity of examination papers at the end of the exam.

NOTE

Notwithstanding the detail in this job description, in accordance with the Council's Flexibility Policy the job holder will undertake such work as may be determined by the Director/Corporate Manager from time to time, up to or at a level consistent with the Principal Responsibilities of the job and in any location within the Cheshire West and Chester County. 

Person Specification  

The person appointed will be expected to be familiar with and able to demonstrate the skills, qualities and attributes listed below.
	Essential
	Desirable
	Method of Assessment


Catholic Ethos

	· A willingness to work to explicitly enhance and develop the Catholic ethos of our school


	
	· Application Form

· Application Letter

· References

· Interview Process




Qualifications and Training
	· 5 x GCSE or equivalent
	
	· Application form and interview


Experience

	· Worked positively and pro-actively with young people in an educational or caring situation.
	· Supporting SEN students
	· Application form

· Interview




Skills, knowledge and aptitude

	· eKnowledge of School Exam Process
· Organisational skills

· Communication skills
	
	· Application form, interview and Lesson Observation
· Application form and Interview


Personal Attributes

	· Belief that all students can achieve.
· Ability to work to deadlines.
· Ability to prioritise and manage own time effectively.
· Ability to maintain a sense of proportion, perspective and good humour.
	
	· Interview 


Successful candidates are subject to an enhanced disclosure from the Disclosure & Barring & Service.

 The school is committed to Safeguarding and promoting the welfare of children and young people.

 We expect all staff and volunteers to share this commitment. Appointment to this post is therefore subject to an enhanced DBS clearance.

