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Lead Invigilator ‐ Person Specification



	Education and Qualifications
	Criteria
	Assessment

	English and Mathematics GCSE or equivalent
	E
	A

	Evidence of literacy and numeracy sufficient to complete examination documentation accurately.
	E
	A

	Willingness to undertake mandatory training relating to examination regulations and invigilation procedures.
	D
	I

	Previous invigilator training or certification
	E
	A/I

	First Aid qualification
	D
	A/I



	Experience
	Criteria
	Assessment

	Experience of working with young people
	E
	A/I

	Experience of working with a range of emotional needs
	D
	A/I

	Experience of working in a professional environment where accuracy, confidentiality and attention to detail are essential.
	E
	A/I

	Experience of following procedures and maintaining accurate records.
	E
	A/I

	Experience of managing multiple tasks and responding effectively to changing situations.
	E
	A/I

	Experience of supervising or leading a team.
	D
	A/I

	Experience of working within a school, college or educational setting.
	E
	A/I



	Knowledge and Understanding
	Criteria
	Assessment

	Understanding of the importance of confidentiality and data protection.
	E
	A/I

	Knowledge of the need to maintain examination security and integrity.
	E
	A/I

	Awareness of the importance of following policies, procedures and examination regulations.
	E
	A/I

	Knowledge of Joint Council for Qualifications (JCQ) regulations and awarding body requirements.
	D
	A/I

	Understanding of access arrangements and the support required for candidates with additional needs.
	D
	A/I

	Understanding of equality, diversity and inclusion within an educational environment.
	E
	A/I



	Skills and Attributes
	Criteria
	Assessment

	Ability to establish good working relationships and effective teamwork
	E
	A/I

	Good communication skills
	E
	A/I

	Excellent role model for staff and students
	E
	A/I

	Ability to generate ideas and drive initiatives
	E
	A/I

	Able to promote Brooke Weston Academy standards and ethos
	E
	A/I










	Personal Qualities
	Criteria
	Assessment

	Highly motivated and self‐reliant
	E
	A/I

	Enthusiastic and committed
	E
	I

	High standards of professionalism and confidentiality
	E
	A/I

	High standards of personal presentation
	E
	I

	Demonstrated skills in organising multiple tasks 
	E
	A/I

	Reliable with an excellent record of attendance and punctuality
	E
	A/I

	Flexibility in a range of professional situations
	E
	A/I

	A forward‐thinking approach
	E
	I

	Excellent interpersonal skills
	E
	I

	Ability to be reflective and self‐critical
	E
	I

	Display calmness under pressure; but remain focussed
	E
	I

	Demonstrates resilience, good judgement and a high level of personal integrity.
	E
	I

	Enthusiastic about supporting students to achieve their best in a fair examination environment.
	E
	A/I
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