[image: ]job description
invigilator.reports to: Exams Director
hours: Varied, Flexibility is required.
salary: Invigilator Hourly Rates:
Age 21 and over : £12.21 plus £1.47 holiday pay
Age 18-20 : £10 plus £1.21 holiday pay
start date: As soon as possible
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about the role.
Job purpose
To take delegated responsibility for the conduct of public examinations, as set out in accordance with the Joint Council for Qualifications (JCQ) and College guidelines.
Functional Relationships
Examinations Director
Examinations Manager   
Examinations Assistant
Other invigilators

Responsibilities of post-holder
· To ensure that the confidentiality and security of examination materials is maintained at all times.
· To be familiar with the JCQ guidelines on the conduct of public examinations.
· To adequately supervise candidates before, during and after public examinations.
· To be active and vigilant at all times, allowing no external distractions.
· To ensure candidates behave in accordance with national and College regulations.
· To collect and collate examination scripts and return them to the examinations office.
· To report and record any problems, incidents or emergencies to the exams office.
· To record hours worked and complete salary claim sheets.
· To attend the Invigilator’s training sessions 
· To carry out other such duties relating to examinations as considered appropriate by the exams manager or College.

about the College.
This is an exciting opportunity to join a highly successful and innovative sixth form college. The College has won multiple national awards, and is graded outstanding in all areas by OFSTED. All staff play a vital role in the experience that students have with us and ultimately their success. 

The College is committed to its core values of Positivity, Ambition, Resilience and Thoughtfulness, and these values shape everything we do. Our ethos is centred on the scientific evidence that tells us that everyone can achieve success through purposeful hard work as opposed to the talent myth, and as such, the College is in itself an engine for social mobility.
person specification
	Qualifications
	essential
	desirable

	Grade C/4 or above in Maths and English
	
	

	
	
	

	Experience
	
	

	Invigilation in an education setting
	
	

	Experience of working with young people 
	
	

	
	
	

	Knowledge / Skills / Abilities
	
	

	Highly effective communication skills with staff and students 
	
	

	High level of confidentiality 
	
	

	Ability to give clear and precise instructions
	
	

	Ability to follow written procedures and meet regulatory requirements
	
	

	Meticulous focus and attention to detail 
	
	

	Ability and willingness to work as part of a team 
	
	

	
	
	

	To demonstrate a commitment to
	
	

	The Colleges values of Positivity, Ambition, Resilience & Thoughtfulness
	
	

	Personal development and training
	
	

	Safeguarding & promoting the welfare of students
	
	

	Equality & diversity
	
	

	
	
	


Please note full training for this role will be provided.

how to apply.
If you would like to make a meaningful difference in one of the country’s leading sixth form Colleges then we would be thrilled to have you join our team.

Please complete the Exam Invigilator Application Form which is available on the College website: https://www.bsfc.ac.uk/college-information/job-vacancies.  You are also welcome to collect an application form from our Reception or email email@bsfc.ac.uk and one will be sent out to you in the post.

On a separate document or covering email, please write a short paragraph explaining how your qualifications and experience make you well suited for this role.   

Please either: 
email these to: hrdept@bsfc.ac.uk

send them in the post for the attention of Human Resources, Birkenhead Sixth Form College, Park Road West, Claughton CH43 8SQ or, drop your application into our Reception.

closing date: 12 noon, Wednesday 12 March 2025

 


General Information
Birkenhead Sixth Form College has a commitment to safeguarding and promoting the welfare of students and expects all staff and volunteers to share this commitment.  If you are invited for interview, your suitability to work with children will be explored as well as your suitability for the post.  
All posts are subject to Enhanced Disclosure Clearance through the Disclosure & Barring Service.  
The College is an Equal Opportunities employer and all members of the College have a personal responsibility to implement the policy, to carry out their responsibilities in accordance with it and to maintain an equality of opportunity for all.  
The Governors and staff of the College take their duties under the Disability Discrimination Act (as amended by the Special Educational Needs Act 2001) very seriously.  They will ensure that all reasonable adjustments are made to ensure that disabled people are treated fairly and that they are not placed at any substantial disadvantage.  The College is committed to interview all applicants with a disability who meet the minimum criteria for the post and to consider them on their abilities.

Reference Checking

On the application form, you are asked to provide details of two employment referees (preferably your line manager from your current and previous or most recent employer/s), who can comment on your suitability for the post.    References from relatives or individuals writing in the capacity of friends will not be accepted.

The College will seek references on short-listed applicants before interview, and will approach previous employers for information to verify suitability for the post, dates of employment, particular experience or qualifications, attendance / punctuality history and details of any disciplinary offences.

In addition, if you are currently working with children or young people, on either a paid or voluntary basis, your current employer will be asked about your suitability to work with children and any disciplinary offences relating to children or young people.  This will include any offences for which the penalty is time expired (that is where a warning could no longer be taken into account in any new disciplinary hearing for example) and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedures.  If you are not currently working with children but have done so in the past, that previous employer will be asked about those issues. Please note providing false information is an offence and could result in your application being rejected, or dismissal without notice if you have been appointed and possible referral to the police.
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