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Job Description: Casual Exam Invigilator
	

	Job Title:  
	Exam Invigilator 

	Accountable to:  
	Examinations Officer  

	Grade / Salary:  
	Oat Casual Rate 4 / £14.22 per hour  

	Hours:  
	Zero Hours / Casual  

	

	· To administer exams in accordance with the regulations
· To ensure confidentiality of exam papers before, during and after an exam
· To help create the best environment for candidates to achieve to their full potential
· To provide information to candidates


	Key Responsibilities:

	· Setting out examination desks with papers and related stationery
· Supervising the orderly entry and exit of candidates to the examination venue
· Reporting any absentees to the Lead Invigilator/Exams Officer
· Invigilation of candidates during the examination
· Assist candidates as appropriate with additional supplies of paper and stationery.
· Ensure candidates do not talk once inside the examination venues.
· Escorting candidates to the toilet, school office or medical room
· Supervise candidates during rest breaks or due to examination clashes
· Reporting any irregularities or misbehaviour to the Lead Invigilator/Exams Officer
· Collect, collate and deliver scripts at the end of the examination in accordance with strict procedures
· Completing the attendance register and checking all scripts have been collected.
· To ensure that all school health and safety matters are adhered to

This is not necessarily a comprehensive list and may vary according to the type of examination being conducted and additional duties required by the Exams Officer


	Person Specification:

	· Reliability, punctuality and a flexible approach to work
· Ability to relate to candidates yet maintain an air of authority
· Ability to be firm, fair and impartial at all times
· Ability to work as part of a team and alone if necessary
· Accuracy and attention to detail
· Ability to keep calm under pressure and when faced with unforeseen circumstances
· Common sense and initiative
· Ability to judge when a decision is not yours to make
· Ability to communicate with candidates and members of school staff clearly and accurately
· Ability to work to strict instructions
· Effective oral and written communication skills
· To promote the School’s Equal Opportunities policy in carrying out all areas of the post.
· The postholder should have the ability to form and maintain appropriate relationships and personal boundaries with children and young people, in safeguarding and promoting their welfare.
· To have due regard to the Health & Safety at Work legislation in carrying out all aspects of the post.
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REMEMBER: Be firm but kind

Students are under a lot of pressure during examination periods – achieving good results is important for their progression. 

General responsibilities
To undertake such other duties appropriate to the grade of the post as the Principal may from time to time reasonably determine.

Context
All staff are part of a whole academy team.  Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy pressurised environment.

Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.

Signature:	………………………………………………………………..

Print Name:	………………………………………………………………..

Date:		………………………………………………………………..
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