[image: ]JOB DESCRIPTION
Job Title:  Exam Invigilator – contract point 1 
Pay:  £14.22 per hour
Contract:  Casual

	Exam administration/co-ordination
	Responsible for maintaining candidate attendance and absence records.

	Exam invigilation/preparation
	Assist in the preparation and set up of exam rooms.

Invigilate the examination, including dealing with examination irregularities.

	Resources
	Assist in the preparation and set up of exam rooms.

	Systems, policies and procedures
	Understand and adheres to exam regulations.
Adheres to the school’s behaviour management and safeguarding policies and other relevant policies.

	Team involvement
	May demonstrate own duties to new or less experienced staff.

	Building professional relationships
	Communicate examination procedures to pupils and oversee behaviour.

Respond to pupil requests during the examination.

Escort candidates from the location during the examination.

	Problem solving and decision making
	Interprets information and situations and solves straight forward problems and makes minor decisions.

	Knowledge, skills and experience
	Knowledge of a range of regulations for the conduct of examinations.

Ability to count and undertake basic calculations.

Good reading and writing skills.

Experience of general clerical work

	Physical demands and working conditions
	Work normally carried out in an office environment and may carry minor loads.
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