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FELSTED
JOB DESCRIPTION  

TITLE:


Exam Invigilator
ACCOUNTABLE TO:
Examinations Officer & Data Manager
ACCOUNTABLE FOR:
None
JOB PURPOSE: 

Exam Invigilators contribute to ensuring a calm environment for the exams, giving candidate’s confidence in the process.  Specifically, invigilators assist the Examinations Officer and Data Manager to ensure all candidates have an equal opportunity to do well and ensure exam security before, during and after the exam whilst preventing possible candidate malpractice and possible administration failures. 
PRINCIPAL ACCOUNTABILITIES:

· To assist in distributing exam papers and other material at the start of and during the session
· To collect completed scripts, invigilating candidates during the exam and helping with the preparation for the next session. 
· To supervise small groups of candidates during short breaks in their exams

· To attend required any necessary training before the start of examinations
· To carry out any tasks within the job holders skill and ability
· Any other reasonable ad-hoc duties as requested.
SKILLS, KNOWLEDGE AND EXPERIENCE
ESSENTIAL:

1. Able to work well in a team and communicate effectively
2. Organisational skills and a calm nature in order to ensure that the examinations are held in accordance with the Qualifications and Curriculum Authority (QCA) guidelines.
DESIRABLE:
3.  Previous experience of working as an Exam Invigilator.
The position is on a temporary basis from early May through to late June. Shifts will (usually) be from 8:30am to 12:30pm and/or 1:30pm to 5:30pm.

It is every employee’s responsibility for promoting and safeguarding the welfare of children and young persons he/she is responsible for or comes into contact with. Therefore, all employees are asked to undertake a Disclosure and Barring Service check.
Signed: ____________________________________  Date: _______________________
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