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EXAMINATIONS INVIGILATOR 
JOB DESCRIPTION AND PERSON SPECIFICATION
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JOB DESCRIPTION

JOB TITLE:			  Examinations Invigilator 

ACCOUNTABLE TO:		  Examinations Officer

SALARY:	  £14.22 per hour 

HOURS:                                              By negotiation during the months of October, November, January, March, 
                                                             May, June. (Timetables provided at least 2 weeks in advance).

EXPERIENCE

Experience is not required as training will be provided. However, the ideal candidate will 
· be flexible
· have effective verbal and written communication skills
· be confident and a reassuring presence to candidates in exam rooms

MAIN DUTIES

To conduct examinations in accordance with JCQ, awarding body and Ormiston Venture Academy instructions.  

Before exams
· To report to the Exams Officer prior to each exam session
· To keep exam papers and materials secure at all times
· To ensure exam rooms are set out to standard
· To admit candidates into exam roomsInvigilator job description template 
The information contained in this template is provided as example. Centres vary in how they recruit and what experience and duties they expect from invigilators. Points listed here are suggestions only

Invigilation arrangements
The invigilator is the person in the examination room responsible for conducting a particular examination session in the presence of the candidates. Invigilators have a key role in upholding the integrity of the external examination/assessment process.

The role of the invigilator is to ensure that the examination is conducted according to these instructions in order to:
• ensure all candidates have an equal opportunity to demonstrate their abilities;
• ensure the security of the examination before, during and after the examination;
• prevent possible candidate malpractice;
• prevent possible administrative failures.
(Invigilation arrangements taken from JCQ Instructions for conducting examinations 2014/15, section 6)


· To identify, seat, and instruct candidates in the conduct of their exams
· To distribute exam papers and materials to candidates
· To deal with candidate queries
 
During exams
· To supervise candidates at all times and be vigilant throughout exams
· To keep disruption to a minimum
· To deal with emergencies or irregularities effectively
· To record/report any irregularities
· To complete attendance registers
· To deal with candidate queries 

After exams
· To collect exam scripts
· To dismiss candidates from the exam room
· To return exam scripts and other materials to the exams officer

Other
· To attend training, refresher or review sessions as required
· To undertake, where required and where able, other duties requested by the exams officer, for example
· Supervision of clash candidates between exam periods
· Providing support for candidates with access arrangements e.g. as a reader, scribe (full training will be provided)
· Exams-related administrative tasks

The post holder must at all times carry out his/her responsibilities with due regard to the Academy’s Policy, organisation and arrangements for Health and Safety at Work. 

To ensure that the federation of Ormiston Academies is always presented positively within and beyond the Academy. 

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 demanding environment.




The applicant will be required to safeguard and promote 
the welfare of children and young people.

This job description forms part of the contract of employment of the person appointed to the post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the current conditions of employment in the School Teachers’ Pay and Conditions Document as they relate to Leadership.

Signed

………………………………………………………………………………………………………………………………………………………………………..

Dated

………………………………………………………………………………………………………………………………………………………………………….

[B]	Application Form and Supporting Statement

The form must be fully completed and legible.  The supporting statement should be clear, concise and related to the specific post. No more than three A4 pages and a maximum of 2000 words.  C.V’s will not be considered.

[C]	Confidential References and Reports

	Strong recommendation from all referees, including current employer
	E

	Satisfactory health and attendance record
	E




The applicant will be required to safeguard and promote 
the welfare of children and young people.
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