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	Job Description:
	Exam Invigilator

	Responsible to:
	Business Manager

	Current Postholder:
	

	Signed:
	Date:


:  

	Post Title:
	Exam Invigilator

	Post Grade:


Location:
	Grade 2

	
	The Pingle Academy
Coronation Street

Swadlincote

Derbyshire

DE11 0QA

	
	

	Trust Purpose and Values:

The Strategic Vision 

The strategic plan for The de Ferrers Trust over the next 3-5 years is to create a network of successful academies which will provide sustainable progress and attainment for all students. These academies will be the hubs of their communities to rejuvenate lifelong learning and provide a focus for family engagement. 

Ethos and Values

At each of our academies we will strive to inspire through the delivery of a 'World Class' education ensuring that every student achieves their potential. We aspire to be a beacon of excellence within the community we serve where everyone feels valued, included and proud. 

Our PRIDE values of Partnership, Respect, Integrity, Determination and Excellence are the foundations of our Trust and the community we serve.
Role Purpose

To work with the Examination Faculty and share the responsibility for invigilation of external examinations according to the instructions of the Examining Boards and the internal requirements of the Trust.

The postholder will be accountable to:  Business Manager



	Major Duties

· To assist with the setting up of examination rooms, ensuring candidates can easily find their seats, equipment is available and to distribute question papers and examination materials as required

· To be responsible to the Examination Manager for students during examinations

· To provide sole invigilation duties for candidates with additional assessment needs, as required

· To supervise candidates before, during and after the examinations, maintaining silence and ensuring that there are no infringements of examination regulations

· To maintain the integrity and security of examinations in accordance with internal procedures and Awarding Body regulations

· To deal with minor problems and report persistent unruly behaviour to the Examination Manager

· To ensure papers are collected at the end of the examination, collating and checking these against official attendance registers, and returned to Examination Manager

· To ensure students leave the examination room in an orderly manner



	Special Features 
· The postholder shall be required to work in any of the schools/academies within The de Ferrers Trust group of academies as directed by the Chief Executive

· Be a professional role model, and understand and promote the aims and values of the Trust.
Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the Trust)

The post holder is required to be aware of and comply with policies and procedures relating to child protections, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition they are to contribute to the achievement of the Trust’s objectives through:

Safeguarding

· Promote and safeguard the welfare of children and young people you are responsible for or come into contact with.

Financial Management

· Personally accountable for delivering services efficiently, within budget and to implement any approved savings and investment allocated to the service area.
People Management

· To comply and engage with people management policies and processes;

· To contribute to the overall ethos/work/aims of the Trust;

· To establish constructive relationships and communicate with other agencies/professionals;

· To attend and participate in regular meetings;

· To participate in training and other learning activities and performance development as required;

· To recognise own strengths, areas of expertise and use these to advise and support others.

Equalities

· To ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation.
Health and Safety

· To ensure a work environment that protects peoples’ health and safety and that promotes welfare and which is in accordance with the Trust’s Health and Safety policy.


	Note 
a) The above responsibilities are subject to the general provisions of the appropriate conditions of service document and any authority interpretation as discussed with the non-teaching association.

b) The details of the duties will be determined following consultation with the post-holder.

c) The Academy operates a no smoking policy.




PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications and training
	
	· National Assessment Agency invigilator training (A,D)

	Experience
	· of working within a framework of confidentiality (A,I)
	· school or college invigilator experience (A,D)

· of working in a school or office environment (A,D,I)

	Knowledge and understanding
	
	· of examination routines and systems (A,I)

· of safeguarding (I)

	Skills
	· to work under pressure (I)

· to be organised (A,I)

· to have a high level of accuracy (A,I)

· to communicate clearly (A,I)
	

	Other
	· to work in a team (I,R)

· to be flexible (I,R)

· to have a good attendance record (I,R)
	· be of smart appearance (I)


Key (assessment and testing):
A - 
Application

I  - 
Interview

R -
Reference

D -
Documentation

	Personal Attributes

	· Customer focused
· Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect

· Open, honest and an active listener

· Takes responsibility and accountability
· Committed to the needs of the pupils, parents and other stakeholders and challenge barriers and blocks to providing an effective service

· Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations

· Is committed to the provision and improvement of quality service provision

· Is adaptable to change/embraces and welcomes change
· Acts with pace and urgency being energetic, enthusiastic and decisive

· Communicates effectively

· Has the ability to learn from experiences and challenges

· Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills.


Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.

