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JOB DESCRIPTION & PERSON SPECIFICATION

Exam Invigilator
North Chadderton School
£12.00 an hour

Casual zero hours contract 
Purpose of Post

To work under the direction of the Examinations Manager to ensure the fair and proper conduct of examinations in an environment that enables students to perform at their best.  To assist the Examinations Manager with the day-to-day operation of examination venues. 

Reporting to

Examinations Manager
Responsible for

None

Key Tasks & Duties

Examination Process
· Assist with setting up examination rooms by laying out stationary, equipment and examination papers in accordance with strict procedures.

· Be aware of, follow and enforce exam procedures and regulations; including announcements and communication to candidates.

· Assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination rooms.

· Ensuring candidates cease disruptive behaviour and refrain from talking once inside examinations rooms; advise of malpractice and ensure due process is adhered to and followed.

· Invigilating during examinations, deal with examination irregularities in accordance with procedures.

· Checking and recording of candidate’s attendance during examinations.

· Recording and reporting details of late arrivals, non-attendees and early leavers and collecting exams/scripts from early leavers.

· Collecting, collating, delivering and packaging scripts at the end of the examination in accordance with strict procedures.

· Supervising candidates leaving examination rooms, ensuring that candidates do not remove equipment or stationery from the room without authorisation and ensuring that candidates leave rooms in an orderly and quiet manner.

· Be aware of any needs that candidates may have during an examination.

· Be aware of the school’s emergency plan in relation to examinations.

· Sole Invigilation.

Support for candidates
· Escorting candidates from rooms during the examination as required and supervising candidates whilst outside examination rooms.

· Escorting candidates on toilet breaks ensuring no unauthorised material is consulted and that examination regulations are observed at all times.

· Respond to candidates queries in accordance with examination regulations.

· Provide candidates with additional paper and/or equipment as necessary and in accordance with the examination board regulations.

Support for the school
· Be aware of an comply with policies and procedures relating to child protection, health, safety, security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Attend and participate in relevant meetings as required.

· Participate in training and professional development as required.

Welfare
To undertake pupil welfare duties and liaise with parents/staff in accordance with School Procedures.

Standard Duties
· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.

· To uphold and promote the values and the ethos of the Trust.

· To implement and uphold the policies, procedures and codes of practice of the Trust, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.

Culture

· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.

· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.

Exam invigilator Person Specification

	
	
	Essential or Desirable
	Application/Interview/Test

	Qualifications / Training
	
	
	

	Willingness to participate in training and development opportunities
	
	E
	A

	Knowledge
	
	
	

	Understanding of data protection and the need to keep information confidential
	
	E
	A, I

	Understanding why safeguarding is important when working with children and young people
	
	E
	A, I

	Experience
	
	
	

	Basic clerical/administrative experience
	
	E
	A, I

	Experience of working with young people
	
	D
	A, I

	Skills 

	Ability to relate well to young people and adults
	
	E
	A, I

	Ability to follow instructions
	
	E
	A, I

	Excellent literacy and numeracy skills
	
	E
	A, I

	Ability to maintain confidentiality
	
	E
	A, I

	Excellent communication skills
	
	E
	A, I

	Good organising, planning and prioritising skills
	
	E
	A, I

	Ability to work under pressure and to tight deadlines
	
	E
	A, I

	Methodical with a good attention to detail
	
	E
	A, I

	Ability to work effectively as part of a team
	
	E
	A, I

	Listening skills
	
	E
	A, I

	An understanding of the examination process
	
	D
	A, I

	Personal
	
	
	

	Friendly and professional manner
	
	E
	A, I

	Flexibility
	
	E
	A, I

	Reliable and punctual
	
	E
	A, I

	The ability to be honest, trustworthy and calm in a variety of situations
	
	E
	A, I

	A commitment to working as part of a team and supporting the vision and aims of the school
	
	E
	A, I


E = Essential    D = Desirable    A = Application    I = Interview    T = Test
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview


