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Job Description

Job Title: 	Exam Invigilator

Hours:		Variable – 0830-1600hrs

Accountable to: Examinations Officer

Key Responsibilities:
Responsibility for supporting the AUEA examinations function:

[bookmark: _GoBack]Duties:

· Invigilate external examinations according to an agreed timetable. 
· Reporting to the examination office 30 minutes before the exam is due to start.  Liaising with the Examination Officer.
· Assisting in the distribution of seating cards, writing paper, equipment and examination question papers as required/advised by the senior invigilator/ Examinations Officer.
· Supervising the conduct of the examination in accordance with JCQ Instructions for Conducting Examinations.
· Marking attendance registers as necessary.
· Collecting candidates' work in candidate order, checking against the attendance register.
· Supervising candidates allowed additional time (special arrangements).
· Supervising "clash" students between exams as directed.
· Checking exam desks for graffiti reporting to Senior Invigilator/Examinations Officer if necessary.
· Alert the senior invigilator/Examinations Officer to instances of suspected malpractice.
· Supervise candidates in the event of an emergency evacuation, ensuring the examination regulations are strictly adhered to and supervise the safe re-entry to examination venues when told it is safe to do so.

Responsibility for Supporting AUEA
· Promoting and safeguarding the welfare of students and young people you come into contact with
· Supporting and promoting the Academy ethos and contributing to the overall aims of the Academy
· Being aware of and complying with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person
· Appreciating and supporting the role of other professionals
· Attending and participating in relevant meetings as required
· Participating in training and performance development as required
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