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Job Description

Djanogly Learning Trust Vision
We believe that every child has the right to an education that gives them the best opportunity to succeed and prosper.  We know that this takes great people, hard work and attention to detail. This is a considerable responsibility and we take it very seriously. Everyone within our trust is fully committed to learning.  Our ethos is to be innovative in order to improve, to develop resilience in order to face challenges, and to strive for excellence in everything we do.
	Job title
	Hourly Paid Exam Invigilator

	Hours and weeks
	0 - 37 hours per week



Djanogly Values 

Employees who demonstrate a commitment to our core values of Excellence, Resilience and Innovation will: 

· Embody the belief that every child has the right to an excellent education and constantly strive to give every child the best opportunity to succeed and prosper through their contribution to the Trust  

· Recognise and demonstrate the importance of working hard, showing resilience and paying close attention to detail to ensure every child achieves their best.

· Strive for excellence by demonstrating a commitment to innovation, engaging in CPD and constantly striving to improve provision and outcomes for pupils.

Djanogly Behaviours

Employees will demonstrate their professionalism and promote a positive culture by:

· Behaving in a professional manner at all times

· Developing professional working relationships with all colleagues and stakeholders, showing understanding and mutual respect in all aspects of their role

· Taking personal responsibility by paying attention to the small things to intercept issues before they become a larger problem

· Resolving any issues in a professional, calm manner, seeking support where necessary and always demonstrating kindness and respect for others

· Starting and ending the day with the same emotional constancy with every interaction.




Job Purpose:
	To assist in the administration and facilitation of student examinations that meet school and statutory requirements.



Job Responsibilities:
	
· To supervise students undertaking school and external examinations in accordance with statutory and school requirements;

· To be responsible for implementing the Guidance for Invigilators as directed by the Examinations Officer and exam board;

· To supervise students under examination conditions with regards to communication and conduct;

· To ensure the appropriate preparation of the exam room as required by the exam board e.g. a clock is visible to candidates and exam board instructions to candidates are displayed.

· To assist in the efficient timekeeping of the examination.

· To facilitate admitting students into the examination room and assist in the location of the allocated seats under examination conditions. To ensure students leave the examination room under examination conditions. 

· To distribute examination papers and associated materials at the beginning of the examination, help collect examination papers and associated materials at the end of the examination and help prepare examination papers for despatch to the external marker.

· To distribute additional paper and or equipment to students as necessary;

· Respond to student’s non-curricular queries in accordance with examination regulations

· To escort and supervise any student who may need to leave the examination room in an emergency;

· To identify any minor behaviour issues and ensure they are dealt with in accordance with the school’s behaviour management policy;

· To be responsible for reporting any breaches of the examination code of conduct to the supervising teacher/invigilator/Examinations Officer immediately;







Djanogly Learning Trust General Requirements:
	Policies and procedures
You will comply with all policies and procedures at all times which include:
· ensuring the safeguarding of young people by adherence to the child protection and safeguarding policies.
· ensuring all equality, diversity and health and safety requirements are upheld in the performance of your duties.
· ensuring you comply with the Trust’s Staff Behaviour policy, including outside of work where applicable.
Professional Development
· You are required to undertake professional development as part of your job description.    This includes contributing to regular ‘check ins’ and Journey to Excellence reviews with your J2E reviewer, proactively seeking professional development to improve your performance.

This job description is not a complete description of the role, as you are required to undertake any other reasonable duties as directed by the academy leader and the leadership team.
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Person Specification

In order to be considered for interview all essential criteria must be met.

	JOB TITLE
	




	
Requirements
	Essential
	Desirable
	Short listing criteria

	Examination Protocols

	Ability to adhere to and implement strict protocols. 

	X
	
	

	Ability to confidently raise any breaches of procedures or codes.

	X
	
	

	Attention to detail in ensuring correct information is distributed and collated appropriately.
	X
	
	

	Ability to demonstrate a problem centred approach to work.
	X
	
	

	Ability to demonstrate sound judgement.
	X
	
	

	Ability to work on own and use initiative.
	X
	
	

	Ability to work under examination conditions and supervising students in a quiet and unobtrusive manner.
	X
	
	

	Communication

	Effective communication skills both verbally and in writing.
	X
	
	

	Ability to assist students and respond to queries effectively.
	X
	
	

	Ability to effectively address and defuse minor behaviour issues as not to impact on the examination process.
	X
	
	

	Team Work

	Ability to work effectively as part of a team.
	X
	
	

	Effective interpersonal skills in order to maintain good working relations.
	X
	
	

	Honesty and Integrity.
	X
	
	

	Other
	
	
	

	Ability to work flexibility and outside of normal school hours.
	X
	
	

	Personal Qualities 

	Belief in the values and behaviours of DLT
	X
	
	

	Evidence of continuing professional development
	X
	
	

	Commitment to equal opportunities and diversity in the performance of duties
	X
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