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Person Specification
Airedale Academy
Examination Invigilator 

	
	Essential
	Desirable

	Qualifications
	· Good level of numeracy and literacy skills. 
	· Educated to GCSE Level C in English and Mathematics or equivalent.

	Experience
	· Previous experience of general administrative or supervision work.
	· Previous invigilator 
· Previous experience of working with young people within a school or care setting.

	Skills & Knowledge
	· Understanding of the importance of maintaining confidentiality and the ability to work in a discreet and confidential manner.
· Have excellent communication skills and an ability to relate to people, particularly students, at all levels.
· Good understanding of invigilating duties.
· Ability to set up an examination room in relation to the correct procedure.
· Ability to deal with difficult situations in a calm manner.
· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
· To have excellent attendance and punctuality.

	· Appropriate knowledge of First Aid.
· Awareness of health and safety arrangements to be put in place.
· Awareness of emergency evacuation procedures.
· Keyboard/ computer skills.
· Good organisational skills and the ability to work autonomously. 


	Beliefs, Values & Personal Qualities

	· Ability to relate well to children and adults 
· Willingness to be flexible 
· Be a confident and reassuring presence to candidates in exam rooms 
· Be of clean and smart appearance.
· Ability to work on alone or as part of a team.
· Willingness to maintain confidentiality on all school matters.
· Ability to be physically mobile (post holder is required to stand, walk and sit for periods of time, and required to lift and carry exam materials).  

	

	Responsibilities for Resources 
	· People: Responsible for the supervision of pupils within the examination room.
· Budgets: None. 
· Physical Resources: Effective use of physical resources and materials for examination purposes.
	



Job Description
Examination Invigilator 

	RESPONSIBLE TO 
	Exams Officer 




MAIN AREAS OF RESPONSIBILITY	

Under the direction/instruction of the Exams Officer prepare and supervise operational arrangements for the invigilation of examinations, ensuring that the regulations for the integrity and security of the examinations are followed during all sessions in accordance with the Joint Council for Qualifications (JCQ), awarding Body and Airedale Academy instructions. 

 
Examination Preparation
· To report to and be briefed by the exam officer prior to each exam session 
· Ensure that the room meets the requirements for the conduct of external examinations 
· Obtain and confirm that supplies of authorised stationery and materials are available in the examination room, including the correct examination papers.
· Identify and comply with any specific requirements for the examination and/or the candidates involved.
· Ensure at all times the safe custody of question papers and other examination materials.
· Check and confirm the health and safety arrangements for the examination room.
· Check that any emergency communication system is available and functioning. Be aware of the emergency evacuation procedures specific to the location of the examination.
· Have the examination room ready to admit candidates at the relevant scheduled time.
· Follow the Academy’s procedure for admitting candidates into the room and checking the identity of the candidates.
· Ensure that no inadmissible equipment or materials are brought into the examination room.
· Confirm candidates are seated according to the seating plan.
· Ensure that candidates have the correct papers and examination materials.
· Take responsibility for accurate timekeeping of the examination, ensuring a working clock is visible to all candidates in the room.
· Ensure that exam board instructions for candidates are displayed in the relevant areas inside/outside of the examination room. 


Implement and Maintain Invigilation Requirements during the exams 
· Ensure that all rules and regulations to the conduct of examinations are strictly applied and followed, supervising candidates at all times and being vigilant throughout the exams. 
· Issue clear and unambiguous instructions to candidates at the start of the examination as required.
· Complete the attendance register in accordance with the awarding body requirements as required and report any absence promptly.
· Manage late arrivals, ensuring candidates are aware of any potential implications.
· To keep disruption in exam rooms to a minimum. 
· Take responsibility for starting and timing the exam, announcing warnings where appropriate.
· Follow the Academy’s procedures for dealing with:                                                      
· Any queries from candidates.                                                                                                            
· Any disruptive behaviour or irregular conduct.  
· Candidates who want/need to leave the examination room during the examination.               
·  Any health, safety or security emergencies.
· Refer any issues or problems, including any breach of security or regulations, outside of your responsibility or competence to deal with to the appropriate person.

After the exams 
· Follow the Academy procedures for ending the examination, collecting papers and allowing candidates to leave the examination room.
· To collect exam scripts 
· To securely return all exam scripts and materials to the Exam Officer. 
· Complete examination records in accordance with the Academy’s and awarding body’s procedures.

Other 
· To attend training, refresher or review sessions as required.
· Facilitating access arrangements for candidates, for example as a reader, scribe etc. (full training will be provided. 
· To undertake, where required and where able, other duties requested by the Exams Officer, for example supervision of clash candidates between exam sessions, exams related administration tasks or any other duties commensurate with the grade of the post as directed by any member of the Senior Leadership Team or the Examinations Team.

Physical Resources/Effort 
· This job may involve: Prolonged standing, walking and lifting/carrying. 

Data Protection and Safeguarding
 
· To work and process personal and sensitive information in accordance with the Data Protection Act 2018 including the General Data Protection Regulations (GDPR) 2018.
· To ensure that you are kept updated with the requirements of Keeping Children Safe in Education and have responsibility for promoting and safeguarding the welfare of children and young people.

Health and Safety

· Where appropriate, undergo Basic First Aid/Health and Safety training and update courses.
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
· Co-operate with the employer on all issues to do with Health, Safety & Welfare.
· Support the Academy’s implementation of all current statutory requirements, e.g., The Equalities Act and Child Protection legislation.


General Academy Responsibilities

· Contribute to and uphold the vision and ethos of Airedale Academy.
· Have a responsibility for promoting and safeguarding the welfare of children and young people.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· To ensure full implementation of the academy’s equal opportunities policies.
· To promote teamwork and to motivate staff to ensure effective working relations.
· Treat all users of the academy with courtesy and consideration.
· Be aware and comply with all Academy Policies at all times

Liaising with: Senior Leadership Team, Exam Officer, Teachers and non-teaching support staff and students. 

The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
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