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[bookmark: _Hlk118984868]EXAM INVIGILATOR
Grade D, Point 3 (£12.85 per hour) 

We are seeking to appoint Exam Invigilators to work as part of our Exams Team, supporting the examination process within school. This is a casual post where invigilators will work on an ad-hoc basis. You will be expected to be flexible and available during peak exam periods.
The role:
To provide support to the examination process, reporting to the Examinations Manager.
Key exam periods when availability will be expected includes dates throughout May-June, early-mid December and early March. There will also be other events that require invigilators throughout the year.

Specific duties:
To support the Exams Staff with the day-to-day operation of examination venues, including:

· Assisting with setting-up venues, laying out stationery, equipment and examination papers in accordance with strict procedures
· [bookmark: _Hlk152247222]Assisting candidates prior to the start of the examinations by directing them to seats and advising about possessions permitted in examination venues
· Offering advice and guidance to unregistered candidates without allocated seats
· Ensuring candidates do not talk once inside examination venues
· Checking attendance during examination in accordance with the seating plans
· Recording details of late arrivals and early leavers and collecting scripts from early leavers
· Collection of mobile phones
· Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures
· To help ensure that the conduct of examinations takes place within the guidelines set down by JCQ
· To be vigilant, whilst not disrupting candidates
· To refer to the Examinations Manager if it is suspected that malpractice is taking place
· Escorting candidates from venues during the examinations as required, and supervising candidates whilst outside examination venues
· Collecting and collating scripts at the end of the examination in accordance with strict procedures
· Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner

THIS JOB DESCRIPTION reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder. 
You will be expected to ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, comply with policies and procedures relating to health and safety within the School and demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
To carry out any other duties which fall within the broad spirit, scope and purpose of this job description.
PERSON SPECIFICATION - EXAMINATION INVIGILATOR
	
CATEGORY ITEM
	
ESSENTIAL
	
DESIRABLE


	
Experience

	
	· Previous experience as an Exam Invigilator.
· Experience working or volunteering in a secondary education environment.

	Education 
and Training
	· A good standard of literacy and numeracy (GCSE Grade 4/C or equivalent in English & Maths).
· Willingness to undertake mandatory Safeguarding and Child Protection training.
	· An understanding of examination processes.
· Knowledge of JCQ 'Instructions for Conducting Examinations' (ICE).

	Aptitudes
	· The ability to converse at ease with and provide advice and information in accurate spoken English.
· High level of accuracy and attention to detail.
· Ability to follow strict national regulations and school policies.
· Ability to remain calm and authoritative under pressure.
· Commitment to school safeguarding policies.
	· IT literate (ability to assist with exams involving laptops or assistive technology).
· Basic understanding of Access Arrangements (e.g., readers or scribes).

	Disposition
	· Flexibility to work during peak exam seasons. 
· Punctual, reliable, and trustworthy.
· Committed and enthusiastic
· Shows initiative
· Empathy with students of all abilities and dispositions
· A calm, reassuring presence to help reduce student anxiety.
· Discretion and the ability to maintain strict confidentiality.
· Committed to the safety and wellbeing of young people.
· Ability to work effectively as part of a collaborative team.
· Able to come in to the school at least once every 3 months in order to keep DBS checks active
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