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	Job Title: Exam Invigilator
	

	Service term & pay band: 


	


The Personnel Specification outlines the main attributes needed to adequately perform the post specified.  In drawing together the specification, a critical examination of the job description has been undertaken to pinpoint those elements of the post deemed as essential.

The Personnel Specification is intended to give prospective candidates a better understanding of the post requirements.  It will be used as part of the recruitment process in identifying and shortlisting candidates.

	
	Essential
	How identified

	1.
	Physical


	· Good health, ability to communicate both verbally and in writing.
	Job and Medical History from application form and references.  

Performance in interview process.

	2.
	Qualifications


	· NVQ Level 2 or equivalent qualification      or experience in relevant discipline

· Good numeracy/literacy skills
	Formal possession of an appropriate qualification to be verified at interview or from records.

	3.
	Experience


	· Working successfully with adults and children

· Working successfully as part of a team and independently

· Working as an Examination Invigilator (desirable)
	Past employment activity record.  Performance in related selection methods, e.g. presentation, group discussion.



	4
	Training

	· Willingness to take part in in-house training and induction processes
	Selection process by demonstration of ability to display knowledge and skills at interview

	5.
	Special Knowledge


	· Knowledge of relevant policies/codes        of practice and awareness of relevant legislation
	Qualifications held and demonstration of knowledge at interview

	7. 
	Disposition


	· Ability to relate well to children and     adults

· Work constructively as part of a team: understanding school roles and responsibilities and your own position  within these

· Ability to identify own training and development needs and co-operate with means to address these 

· Enjoyment in working with young people 

· A calm approach to urgent problems

· Ability to take initiative

· Flexible
	Performance in related selection process, e.g. exercises, group discussion, problem solving, questions etc.

	8.
	Practical and Intellectual Skills


	· Use of relevant equipment/resources

· Excellent communication skills

· Excellent organisational skills and attention to detail
	

	9.
	Legal Requirements


	This appointment will be subject to clearance to work with children
	Application form and interview questioning and reference.



