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Job Description: Examination Invigilator
Post Description 

1. Type of Post   

Support Staff
2. Grade

Casual
3. Section

Exams
4. Line Manager 

Exams Officer
5. Operational Manager
Exams Officer
6. Post Holder

Vacant
7. Issue Date

February 2023
Job Purpose

To support the College in the delivery of an efficient and effective service for the External/Internal Assessment Process held within the College. Supporting students throughout the process and ensuring that any needs and concerns are dealt with sensitively and sympathetically.
	The information given within the Job Description is intended to provide the postholder, and college managers, with an understanding and appreciation of the workload of this particular post and its role within Bilborough College. 

The Job Description outlines the main duties and responsibilities under broad headings. It is not intended to specify every job activity or item in detail.

All college employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the college and its students. 



Main Duties and Responsibilities

1. Ensuring that papers and all relevant stationery is collected from the Exams Office well in advance of the start of examinations, under the instruction of the Administration Manager.

2. Checking that the Examination Room is set up in accordance with the current JCQ Guidance Notes (Instructions for Conducting Examinations, JCQ available at www.jcq.org) and making reference to Bilborough College Exam Information for Invigilators.

3. Checking and completing all necessary paperwork relating to the administration of exam.

4. Providing clear instructions to the students before the exam, providing appropriate announcements at the conclusion of the exam, as instructed by the Administration Manager
5. Ensuring that students with special requirements are dealt with appropriately and in accordance with the appropriate regulations.

6. Dealing with students sensitively and sympathetically whilst being approachable and supportive throughout the process and making sure that any needs and concerns are dealt with appropriately in accordance with the JCQ regulations, seeking advice from the Administration Manager for further guidance and support as necessary.

7. Completing the examination process in accordance with the current JCQ Guidance Notes (Instructions for Conducting Examinations, JCQ available at www.jcq.org) and carrying out all administrative tasks on conclusion of the exam taking personal responsibility for security of the candidates’ examination papers until such time as these are handed over to the Administration Manager.

8. Providing other administrative support to the Examinations process as requested and agreed with the Administration Manager.

9. Developing and maintaining a working knowledge of current College policies and Awarding Body regulations.
10. Working as a team with the other exam invigilators to ensure an efficient and high quality service to students undertaking assessments.

General Duties and Personal Responsibilities

1.
All members of staff have a responsibility for promoting and safeguarding the welfare of children and young persons they are responsible for, or come into contact with. The postholder will have unsupervised contact with students on a daily basis. The postholder will not be authorised to use physical intervention techniques unless specifically identified and authorised by the Principal under the Physical Intervention Code of Practice. Such authorisation may be on a permanent or long term basis relative to the nature of the person’s job, or short term for a specific event, e.g. a college trip. The people concerned will be explicitly informed of the authorisation, to ensure they are aware of and properly understand what the authorisation entails. Training or guidance from a senior member of the teaching staff may be arranged if appropriate. 

2. To act in accordance with provisions of the College Staff Code of Conduct.

3. To abide by the College Data Protection Policy.

4. To use information technology systems as required, in compliance with the College IT Policy.

5. To carry out the responsibilities of the post with due regard to all or any of the College equality and diversity policies.

6. To operate in accordance with Health and Safety Legislation, which specifies that all employees have a duty to work safely and not to put others at risk.

7. a. To be responsible for own self-development on a continuous basis, including undertaking/participating in training as appropriate.

b. To be responsible for the professional review / appraisal, and training and development of staff under your line management. 

8. To comply with and follow all other college policies and procedures in force (available on the college intranet) and also with the conditions of service stipulated within the contract of employment.

9. To contribute to divisional, section wide and whole college activities and arrangements as appropriate and as directed by the line manager 

10. To undertake such other duties as the college management shall deem appropriate for the level of responsibility involved.

Terms and Conditions – as detailed in the contract of employment 
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Person Specification: Examination Invigilator 
	
	Assessed at: 

Shortlisting (S) Interview (I)

Both (SI) 
	Weighting to show relative importance:

Low (1)

Medium (2)

High (3)

	
	
	

	A.  SKILLS AND ABILITIES

	Essential:
	Good timekeeping skills
	I
	3

	
	Good communication skills
	IS
	3

	
	Ability to prioritise
	I
	3

	
	Confident in addressing large numbers of students
	I
	3

	
	Attention to detail
	IS
	3

	
	Ability to work on own initiative
	I
	3

	
	Alert and observant
	I
	3

	
	Capable of working to deadlines and keeping calm under pressure
	I
	3

	
	Well organised
	I
	3

	
	Ability to relate well to 16-19 year olds
	I
	3

	
	Able to work to instruction and policy
	I
	3

	
	Ability to maintain a cheerful disposition and sense of humour 
	I
	2

	B.  EXPERIENCE AND KNOWLEDGE

	Essential:
	Administrative experience
	IS
	2

	
	Strong team skills
	I
	3

	
	A commitment to ensuring the promotion of equality, diversity and inclusion
	SI
	3

	Desirable:
	Invigilation experience
	S
	2

	
	Experience as a scribe
	S
	1

	C.  LEVEL OF QUALIFICATION

	Essential:
	Literate and numerate
	S
	3

	Desirable:
	Scribe related qualification
	S
	2


NOTE - if the applicant is short listed any relevant issues arising from his/her references will be taken up at interview (if, at the time of the interview, references are not available, e.g. due to late receipt or not yet taken in accordance with the applicant’s request, any issues relating to references will be raised with the applicant at a later date as appropriate but prior to appointment).
Bilborough College is a Sixth Form College dedicated to offering academic excellence and personal development in a supportive environment to serious and committed students.
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