IDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE

JOB DESCRIPTION
Job Title:
Casual Exam Invigilator
Grade:
NLW/NMW (£11.44 per hour wef 01.04.24)
Responsible to:
Exams Officer
Job Purpose:

· To work under the direct instruction of the Exams Officer to ensure the fair and proper conduct of examinations in an environment that enables students to perform at their best.

· To assist the Exams Officer with the day to day operation of examination venues.

Support for the Examination Process
· Assist with setting up examination venues by laying out stationery, equipment and exam papers in accordance with strict procedures.

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

· Assist candidates prior to the start of exams by directing them to their seats and advising them about possessions permitted in exam venues.

· Ensuring candidates cease disruptive behaviour and refrain from talking once inside exam venue, advise of malpractice and ensure due process is adhered to and followed.

· Invigilating during exams, deal with exam irregularities in accordance with procedures.
· Checking and recording of candidates’ attendance during exams.

· Recording and reporting details of late arrivals, non-attendances and early leavers and collecting exam scripts from early leavers.
· Collecting, collating and delivering scripts at the end of the exam in accordance with strict procedures.

· Supervising candidates leaving exam venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring candidates leave venues 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 policy in relation to exams.

· Sole invigilation.

Support for Candidates
· Escorting candidates from venues during the exam as required, and supervising candidates whilst outside exam venues.

· Escorting candidates on toilet breaks ensuring no unauthorised material is consulted and that exam 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.
General
· Attend and participate in relevant meetings, as required.

· Participate in child Safeguarding and Invigilator training, as required.

· To be aware of and comply with policies and procedures relating to child protection and safeguarding, including PREVENT, health and safety, confidentiality and data protection reporting all concerns to an appropriate person.

· Anything else that the Headteacher might reasonably request or is required to ensure the job is completed.
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PERSON SPECIFICATION

EXAM INVIGILATOR
	ATTRIBUTES
	ESSENTIAL
	PREFERRED



	Education/

Qualifications
	· Good general standard of education.

	

	Experience


	· Basic administration skills.
· Experience of undertaking tasks in a responsible and organised manner.
	· Previous experience of working in a school environment.
· Previous experience of working with children or young people (in a caring or educational environment).
· Experience invigilating or supervising examinations.



	Skills/
Knowledge/

Aptitude


	· Empathy with the needs of children and young people.

· Excellent communication skills with staff and candidates.
· Good standard of English, spoken voice.

· Ability to work under pressure and to tight deadlines with good organisation and planning skills.

· Ability to work as part of a team and to use own initiative when appropriate.

· Ability to work without supervision.
· Ability to maintain confidentiality.

· Ability to listen and follow instructions.

· Good literacy and numeracy skills.

· Ability to prioritise.

· Methodical, with good attention to detail.

· Effective written and oral skills.


	· An understanding of the examination process.

· Awareness of diversity (training will be given).


	Other
	· Be reliable, dependable and punctual.

· Polite and friendly to colleagues with a flexible approach to work.

· Be vigilant, calm and professional.

· Demonstrates ability to adapt to change.

· Ability to work to predetermined instructions.

· Ability to judge when a decision is not yours to make.

· Able to be firm, but fair at all times.

· Ability to relate to candidates yet maintain an air of authority.
· Willingness to participate in training and development opportunities.
· Commitment to safeguarding and promoting the welfare of children and young people.

	· Current First Aid Certificate.
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