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Job Description
This post is eligible for a DBS check under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (i.e. it involves certain activities in relation to children and/ or adults) and is defined as regulated activity under Part 1 of the Safeguarding Vulnerable Groups Act 2006.
Job Title:		Lead Exams Invigilator
	 
Salary:			£14.40 per hour including holiday pay

Hours:			Flexible, to be worked during Pre-Public exams and GCSE exams 

Responsible to:	Examinations Officer

Job Purpose:
To conduct examinations in accordance with the Joint Council for Qualifications regulations, and to play a key role in upholding the integrity of the examination process.
	
Pre-Exam
· Ensure exam room set up meets JCQ requirements: mobile phone posters, warning to candidates signs, mobile phone envelopes, clearly displayed clocks, etc. 
· Assist candidates finding their seats in line with the seating plan.
· Fully inform themselves of the contents of Instructions for Conducting Examinations, JCQ, before invigilating an examination. 
· Be aware of evacuation procedures in the event of an emergency. 
· Ensure question papers/resource materials are distributed securely. 
· Inform candidates they are expected to keep to exam conditions and proper exam etiquette. 
· Check candidates have correct equipment and lend equipment should it be needed. 
· Read commencement announcement, clearly stating the duration of the exam. 

During Exam
· Complete the attendance register and pass it to the Examinations Officer at the earliest opportunity. 
· Supervise candidates in an active but unobtrusive way throughout the examination. 
· Escort candidates who may need to leave the room for any reason. 
· Maintain the integrity of the examination and exam conditions at all times until all candidates have left the exam room. 

Post-Exam
· Collect papers in register order. 
· Remind candidates they are under exam conditions until they leave the room. 
· Supervise return of mobile phones, etc. 
· Take exam scripts directly to Examinations Officer/Lead Exams Invigilator, ensuring they are not left unattended at any time. 

In general, Exams Invigilators must maintain a professional manner when communicating with staff, students, parents and outside agencies. A professional and practical dress code will also apply. All necessary training will be provided. 

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.


Person Specification

Job Title:  Lead Exams Invigilator
	
	ATTRIBUTES
	REQUIREMENT

	
	ESSENTIAL
	DESIRABLE

	
QUALIFICATIONS AND TRAINING
	1. Good standard of general education up to ‘GCSE’ level standard or equivalent
	1. English Language qualification

	
KNOWLEDGE AND UNDERSTANDING

	
	· Previous experience in a similar / related post
· Knowledge of JCQ regulations

	

SKILLS



	1. Able to adhere to strict guidelines and regulations
1. Excellent literary / English Language skills
1. Excellent time-keeping skills
1. Excellent interpersonal skills
	

	

ATTITUDE AND TEMPERAMENT
	1. Flexible and available at short notice 
1. Enthusiastic
1. Diligent
1. Reliable
1. To be able to exercise confidentiality
1. Dedication
1. Commitment
1. Integrity & discretion
1. Friendly, professional demeanour
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