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	Job Title: Invigilator
Company: Diocese of Hereford Multi Academy Trust

	Academy: 
The Hereford Church of England Academy
	Grade: 
£12.85 per hour

	Organisational information:
Responsible to: Assistant Head Teacher (Curriculum and Data)
Key relationships/Functional links with: Exams Officer, Pupils, Teachers, Associate staff 


	Main Purpose of Job:
To ensure the fair and proper conduct of examinations in accordance with examination board regulations, to maintain the security of the examination question papers at all times in an environment that enables a student to perform at their best.

	Job Activities:
ORGANISATION
· Preparing the examination room ensuring that it is conducive to examination conditions and minimise distractions
· Checking attendance during examinations and recording details of late arrivals and early leavers
· Distributing and collecting examination papers/scripts/materials from candidates
· Supervising the entry and exit of candidates to and from the examination room; directing them to their seats and ensuring that candidates leave venues in an orderly and quiet manner
· Ensuring that examinations begin and end on time as scheduled
· Invigilating during examinations, dealing with queries raised by candidates and closely following and enforcing exam procedures and regulations
· Remaining vigilant during the examination, in order to prevent any cheating or malpractices
· [bookmark: Text20]Reporting any malpractices or problems to the Exams Officer
· Dealing with emergency situations e.g. student illness, fire alarm, toilet breaks etc.
· Dealing sensitively with candidates who have special arrangements
· Familiarising and adhering to the Instructions for the Conduct of Examinations issued by the Joint Council for General Qualifications
· Being available to work flexibly in ensuring that examination processes are completed at the end of each examination
· Provide advice and guidance to staff, students, parents/carers and others

ADMINISTRATION
· Assisting with the packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate
· Assisting with the preparation of seating plans
· Scribing for students with special needs
· Completing general administrative duties as directed by the Exams Officer


	General information: 
· The post holder will work in support of the inclusive ethos of the academy and will be required to comply with organisation’s policies and procedures. 
· The organisation has a no smoking policy. Employees are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.
· Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Academy Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns.  Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.
· The postholder will promote the Academy Health and Safety work policies and ensure that these are implemented effectively within his/her areas of responsibility.
· This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.
· Other activities commensurate with this Job Description may from time to time be required from the post holder.
· An enhanced DBS certificate and barred list check is required.


	Date Job Description last reviewed : September 2023

	Line Manager Name:
	Line Manager Signature:


	Date:
	Date:
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Person Specification
	Job Title: Invigilator
Company: Diocese of Hereford Multi Academy Trust

	Academy: 
The Hereford Church of England Academy
	Grade: 
£12.85 per hour


	All candidates will be considered on their ability to meet the requirements of the person specification
	Essential criteria
	Method of Assessment*

	Experience & knowledge

	· Previous experience of working in a secondary school or educational environment is desirable
· Experience of working with young people is desirable
	AF, I

	Skills and Abilities
Including personal attributes
	· Articulate with good comprehension skills
· Strong inter-personal skills
· Good communication skills
· An ability to work in a team and to develop effective working relationships
· The ability to organise time
· The ability to be empathetic with others
	AF, I




	Qualifications and Training
including professional qualifications
	· Good literacy and numeracy skills
· Good level of general education
	AF, I

	Other Factors & personal attributes
e.g. ability to work shifts, physical requirements (with adaptations where appropriate), ability to drive, agility to travel around county etc.
	· Commitment to working with young people 
· An enhanced DBS certificate and barred list check
· Set a good example by one’s own presentation, personal and professional conduct
· Always punctual 
· Willingness to work in support of the inclusive ethos of the academy 
· Have personal impact, self-confidence and presence
· Be adaptable to changes in circumstances and a willingness to work flexibly within the team 
· Have a mature attitude and outlook with regards to decision making 
	AF, I 
DBS clearance

	Person Specification last reviewed : September 2023
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*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation
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