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	MEADOWHEAD SCHOOL
ACADEMY TRUST
JOB DESCRIPTION

	
	This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	SCHOOL
	Meadowhead School Academy Trust


	POST TITLE
	Exam Invigilator


	GRADE
	Hourly rate 


	HOURS
	Variable, during academic year


	RESPONSIBLE TO
	Exams Manager


	RESPONSIBLE FOR



	n/a

	QUALIFICATIONS/
EXPERIENCE
	Excellent literacy and numeracy skills

Safeguarding experience with young children



	PURPOSE OF JOB


	To assist the Exams Officer in the smooth and efficient administration of school exams, specifically student invigilation and related tasks


SPECIFIC DUTIES AND RESPONSIBILITIES
The post holder must at all times carry out his/her duties and responsibilities within the spirit of School policies and within the framework of legislation applicable to Academies and Trusts.
The post-holder will be expected to maintain the professional standards of Meadowhead School and the standards of behaviour, attitude and effort as outlined in the Meadowhead Code of Conduct.
Strategic Responsibilities and key tasks 
	SUPPORT FOR THE EXAMINATION PROCESS


	1. To work with the Examinations Officer to ensure the successful operation of the examinations process in school.

2. To be familiar with the guidance for invigilators and instructions provided for conduct of the examination by the Examinations Officer and/or relevant Examination Board.

3. To supervise the admission of candidates into the examination room and to help them find their allocated seats quietly and efficiently.

4. To distribute question papers, answer booklets and associated materials at the beginning of the examination and to collect them at the end.

5. To assist in the efficient timekeeping of the examination and ensure that a clock, visible to all candidates, is in the examination room and examination board instructions for candidates are displayed in line with legal requirements.

6. To ensure any minor behaviour issues are dealt with in accordance with school policy, report any breaches of the Examination Code of Conduct to the Examinations Officer immediately and make a record of the problem in the examinations incident book.

7. To ensure the examination room is clear and tidied for the next session and to check examination desks for any graffiti.



	SUPPORT FOR CANDIDATES


	1. To supervise candidates in a quiet and unobtrusive manner to ensure that the regulations on conduct, communication etc. are strictly observed.
2. On a one-to-one basis and when required, read exam questions to individual students and have the ability to transcribe their responses (training provided). 
3. To respond to candidates’ queries in accordance with examination regulations.

4. To provide candidates with additional paper and/or equipment as necessary and in accordance with examination board regulations.

5. To escort and supervise candidates who may need to leave the examination room in an emergency.



	SUPPORT FOR THE SCHOOL


	1. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

2. Appreciate and support the role of other professionals

3. Attend and participate in relevant meetings as required 

4. Participate in training and other learning activities and performance development as required




Any other duties and responsibilities appropriate to the grade and role

All the above duties and responsibilities to be carried out in accordance with the School’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.

Development 

· Undertaking personal and professional development

· Keeping abreast of changes in administrative procedures relevant to school management including Child Protection responsibilities
· Continually developing skills and knowledge relevant to improving admin support services within the school
 

· Undertaking other duties and responsibilities as may be determined after negotiation between management, the post-holder and appropriate trade unions.

Team Responsibilities

All education support staff at Meadowhead School are considered part of the overall support team and may be required to assist colleagues from time to time
To undertake any other duties and responsibilities, which do not change the character and purpose of the post, as may be determined after negotiations between management, the post-holder and the appropriate trade union.
Suggestions to amend/update this job description, which will lead to an improvement in the school's and/or the department's performance will always be welcome.
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EXAM INVIGILATOR
Person Specification

Meadowhead School is looking to appoint personnel who would:

· Be enthusiastic and committed to the school
· Have the ability to adapt to change  
· Have the ability to work closely with a wide range of other professionals in a supportive and constructive way
· Be able to demonstrate a record of personal time management and possess the management skills necessary to direct others
· Operate calmly and effectively within an environment which makes variable demands
· Operate at all times in a professional and tactful manner, ensuring that any security requirements as required by Child Protection and Data Protection are adhered to
· Have the ability to work as a member of a team as well as independently
· Show initiative and self-motivation
· Be aware of Health and Safety issues and implement these at all times
Experience:

Desirable

· GCSE Maths and English or equivalent
· Supervisory experience
· Experience of working with young people, not necessarily in a school environment
Essential

· Experience of communicating with people at all levels and the ability to communicate oral instructions clearly
· Good interpersonal skills and ability to give accurate attention to detail
· Flexibility
· Good preparation and organisational skills
· Ability to work to deadlines
�





�








