BISHOP THOMAS GRANT SCHOOL
PERSONNEL SPECIFICATION

Post: Lead Examinations Invigilator
Candidates must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the disability Discrimination Act 1995.

	Qualities Sought
	Essential
	Desirable

	1. Personal

Appearance,

Health etc.

	Confident bearing: able to give good impression to all colleagues.

Eyesight and hearing

appropriate to needs of post.

Evidence of adequate

physical stamina.
	Clear, well articulated

voice with appropriate

volume and pace.

	2. Qualifications
	Good academic record.
	

	3. Experience/Skills
	Good experience of examination invigilation.

Good understanding of examination processes.
	Experience of working with, supervising or teaching 11-19 age range

	4. Interests
	Demonstrates a variety of cultural and social interests.
	

	5. Attitude and

Temperament
	Ability to work calmly under pressure.

Tact and discretion.

Flexibility and

responsiveness to various client groups.

Reliability and persistence.

Evidence of strategies for coping with stress. Evidence of a sense of humour and warmth of personality.

Evidence of using initiative.
	

	6. Other factors
	A good record of attendance

and timekeeping.

Evidence of ability to provide colleagues with a good professional role model.

Participation in team

situation.
	

	7. Conclusions and

Additional Comments:

Signed……………………
	
	Date………………
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