

JOB DESCRIPTION

	Job title: 

	Casual Exam Invigilator

	Responsible to:

	Exams and Students Resources Officer

	Responsible for:

	N/A

	Salary / Grade:	

	NJC 2 point 11-13. 
[bookmark: _GoBack]These posts are paid on an hourly rate starting at £8.19 rising to £8.55. 

	Working hours / weeks:

	As required

	Core purpose:
	To work within a team of organised invigilators.  When supervising and uphold the integrity of the internal and external examinations/assessment process in accordance with Joint council of Qualifications (JCQ) regulations.




Corporate responsibilities:
· To ensure that the responsibilities of the role are carried out in a way that reflects the vision and values of the Trust.
· To be aware of and observe all policies, procedures, working practices and regulations, and in particular to comply with policies relating to Child Protection, Equal Opportunities, Health and Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an appropriate person.
· To contribute to a culture of continuous improvement. 
· To comply with all reasonable management requests.

Key Responsibilities[image: C:\Users\myersa\Desktop\Manor Branding\Untitled.jpg][image: C:\Users\myersa\Desktop\Manor Branding\Untitled.jpg][image: C:\Users\myersa\Desktop\Manor Branding\Untitled.jpg]:

General Duties, Expectations & Responsibilities as a Member of Staff
· To work in partnership and maintain good working relationships with all stakeholders of the Academy;
· To support the development of colleagues so that they become outstanding in their roles;
· Be a role model for the Academy and its students, act with honesty and integrity, promote pride and expectation and be accountable for achieving the highest possible standards in work and conduct at all times;
· To ensure confidentiality and discretion at all times;
· To embrace and optimise the use of new technology within the workplace;
· To be fully conversant with and carry out your duties and responsibilities in line with all agreed policies, working practices and procedures of the Academy;
· To ensure effective control, security and issuing of equipment, tools, materials and related stock relevant to the post holders’ areas of operation including the recording of all deliveries and maintaining of the required information in log books/stock cards and ensuring adequate supplies are maintained to meet the needs of the post holders’ area of operation;
· To ensure the health, safety and welfare of site users at all times and comply with all health and safety legislation and guidance relevant to the post holder's area of operation;

Specific Duties, Expectations & Responsibilities of the Post
· To uphold the integrity of the internal and external examinations/assessment process in accordance with the examination regulations.
· To ensure the exam room is adequately prepared.
· To give all their attention to conducting the examinations/assessments in line with examination regulations and school policies.
· To supervise candidates in a quiet and unobtrusive manner in accordance with the examination regulations
· To ensure student enter the examination room in accordance with the examination regulations and enable them to find their allocated seats quietly and efficiently.
· To accurately distribute examination papers, associated materials and equipment at the beginning of the examination and collect them at the end.
· Respond to candidates’ non-curricular queries in accordance with examination regulations.
· Escorting and supervising any candidates who may need to leave the examination room in an emergency.
· Assisting in the efficient timekeeping of the examination ensuring a clock, visible to all candidates, is in the room they are supervising and that the exam board instructions to candidates are displayed as required.
· Ensuring that any minor behaviour issues are dealt with in line with school policy.
· Reporting any breaches of examination code of conduct to the supervising teacher/invigilator/examinations officer immediately
· Ensuring that the examination room is clear and tidied for the next session and that equipment is fully stocked
· Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms, following consultation with the Recognised Trade Unions.
· To be fully conversant with and carry out your duties & responsibilities in line with all agreed policies, working practices and procedures of the Academy.
· The Manor Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

Notes:
This document is an overview of the role. The responsibilities will include but will not be limited to those listed above and it is anticipated that the role will evolve over time and as such the duties may change.

This document does not form part of the contract of employment. 

This post will have contact with children and as such a satisfactory disclosure from the Disclosure and Barring Service (DBS) is required as a condition of employment. 

Core Values:
	Respect for individuals:
	We work together to create a culture based on trust, respect and dignity.


	Integrity:
	We are open, honest and direct in our dealings.


	Collaboration:
	We know that there is strength in working together, communicating, sharing ideas and best practice and finding more efficient and effective ways to deliver our objectives.


	Continual improvement:
	We are a learning organisation that strives always to ‘make our best better’.


	Accountability:
	We hold ourselves accountable and take ownership.







Person Specification

	Role: Casual Exam Invigilator 

	E/D
	A
	I

	Qualifications and Training 

	1
	Minimum of Level 2 including English and Maths
	D
	
	

	Experience

	2
	Experience of working within a school environment
	D
	
	

	Knowledge and understanding

	3
	Understanding of child protection 
	D
	
	

	4
	Understanding of the role of an Exam Invigilator within a school
	D
	
	

	Skills and abilities

	5
	Ability to work under pressure
	E
	
	

	6
	Clear verbal communication skills with students
	E
	
	

	7
	Literacy and writing skills as is required when reading to student or scribing for students.
	E
	
	

	8
	Ability to work constructively as part of a team
	E
	
	

	9
	Ability to plan and manage own workload
	E
	
	

	10
	Good listener, courteous, tactful.  Relates well to young people
	E
	
	

	Personal attributes

	11
	Confidence to forge effective relationships with students/colleagues
	E
	
	

	12
	Willingness to train for and undertake moving and handling duties to accommodate students with physical / sensory needs
	E
	
	

	13
	Ambition to continually improve
	E
	
	

	14
	Able to generate a positive, ‘can do’ approach to learning
	E
	
	

	15
	Ability to relate well to both students and adults
	E
	
	

	Other

	16
	A commitment to uphold and promote equality of opportunity 
	E
	

	

	17
	Demonstrates an understanding of Safeguarding issues relevant to the post

	E
	
	




KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview



Date:  Updated January 2018
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