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Principal Welcome 
 
Dear Applicant, 
 
Thank you for expressing an interest in working at the Newham Collegiate Sixth Form 
(The NCS).  
 
The NCS is a unique and inspiring Sixth Form college where young people are provided 
with an exceptional academic education, pastoral curriculum and enrichment 
opportunities that enable them to develop their academic potential and the learning habits and resilience 
to thrive as individuals ready to become the leaders of the future in their chosen professions.  
 
The NCS opened in September 2014 in the second most deprived borough in London with the aim of 
preparing students to secure places with some of the most competitive universities in the UK and abroad. 
We are nationally recognised as one of the most successful sixth forms in the country, with A Level result 
comparable with some of the most high-profile Grammar and Independent schools. Students routinely 
secure 95% A*/B and 100% A*/C, an average A level grade of an A and a progress score that is well above 
the national average. In October 2021, Ofsted judged the NCS to be ‘Outstanding’ in every category.   
 
We are located in iconic Grade 2 listed buildings giving the NCS the feel of an Oxbridge college, coupled with 
facilities that help create a stimulating and purposeful learning environment. We invest heavily in 
technology, giving all students and teachers an iPad (teachers also receive a DELL laptop) and are continually 
looking at ways to develop our students as 21st century learners. 
 
We are looking for colleagues who share our belief in the transformational nature of education and 
understand that social deprivation should not be a ceiling to achievement. We strongly believe the greatest 
impact on student attainment is the teacher’s ability to use their strong subject knowledge to plan and 
deliver rigorous and challenging lessons that allow students not only to achieve exceptional grades, but to 
develop a strong academic foundation in the subject. Colleagues who join us will play a full and active part 
in leading the learning and teaching agenda, and in collaboration with other highly talented and committed 
teachers will find ways to disseminate best practice and drive KS5 improvement. The NCS has a strategic 
partnership with UCL that provides opportunities to work collaboratively on innovative projects and 
initiatives as well as giving our students and staff access to world class facilities, academics and cutting-edge 
research. 
  
We recognise our greatest asset is our staff and that’s why we are committed to on professional 
development through our personalised professional learning programme. Being part of CoLAT has the 
advantage of Trust wide leadership development, as well as opportunities to work with colleagues in other 
schools.  
 
One of the greatest attractions of working at the NCS is our highly aspirational, dedicated and scholarly 
students. If you enjoy challenging students to think differently, are passionate about your subject, and find 
the prospect of helping students develop the habits of mind to be effective lifelong learners then the NCS is 
definitely the place for you. Please take the time to visit our websites https://sixthform.london/ and 
www.ncsteach.co.uk which contain a wealth of information about who we are and what we wish to achieve. 
If you feel the NCS aligns with your own values and beliefs, then I look forward to receiving an application 
form from you. 
 
Yours faithfully, 

 
 Ms Anita Lomax I Principal 



 

Invigilator & Admin Support - Job Description 

 
Post: Invigilator & Admin Support 
 
Accountable to:  Exam Officer   
 
Grade Scale Point Range: Scale 3 Point 6  
 
Salary Range: £17.27 hourly plus 16.59% holiday pay  
 
Working Pattern: Casual, as and when 
 
Location: Newham Collegiate Sixth Form Centre  
 
Disclosure level: Enhanced  
 
Main Purpose  
Responsible for supporting the Exams Officer/Lead Exams Invigilator in maintaining the security of the 
examination question papers at all times and conducting examinations in accordance with examination 
board regulations 
 
Key Accountabilities  
 

• To work in a team of invigilators supervising pupils undertaking school and external examinations in 

accordance with the legal and school requirements. 

• To ensure that they are familiar with the “Guidance for Invigilators” as provided by the 

examinations officer and examination board. 

• To ensure appropriate preparation of the exam room as required by the examination board. 

• To supervise the candidates in a quiet and unobtrusive manner to ensure that the regulations on 

conduct, and communication are strictly observed. 

• To distribute additional paper and/or equipment as necessary. 

• To assist in admitting the candidates to the examination room and enabling them to find their 

allocated seats quietly and efficiently. 

• To distribute examination papers and associated materials at the beginning of the examination and 

to collect them at the end. 

• To respond to candidates’ non-curricular queries in accordance with examination regulations. 

• To escort and supervise any candidates who may need to leave the examination room in an 

emergency. 

• To assist 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. 

• To ensure that any minor behaviour issues are dealt with in line with school policy. 

• Report any breaches of examination code of conduct to the supervising 

teacher/invigilator/examinations officer/ Lead Invigilator immediately. 

• To ensure that the examination room is clear and tidied for the next session  

• Admin duties during the exam day  

 



 

Key Organisational Objectives 
The postholder will contribute to the academy’s objectives in service delivery by: 

• Following Health and Safety requirements and initiatives as directed. 

• The academy is committed to safeguarding and promoting the welfare of children and young 

people and we expect all staff to share this commitment.  

• Ensuring compliance with Data Protection legislation. 

• At all times operating within the school’s Equalities policies, demonstrating commitment and 

contribution to improving standards of attainment. 

• Adopting Customer Care and Quality initiatives. 

• Fulfilling the role of Student Personal Adviser and/or mentor if required. 

• Contributing to the maintenance of a caring and stimulating environment for young people 

 
Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We expect all 
staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks. 

 
The above responsibilities are subject to the general duties and responsibilities contained in the Statement 
of Conditions of Employment. The duties of this post may vary from time to time without changing the 
general character of the post or level of responsibility entailed. 

 
The person undertaking this role is expected to work within the policies, ethos and aims of the Trust and to 
carry out such other duties as may reasonably be assigned. The post holder will be expected to have an 
agreed flexible working pattern to ensure that all relevant functions are fulfilled through direct dialogue 
with employees, contractors and community members.  

 
English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak fluent 
spoken English is an essential requirement for this role.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Invigilator & Admin Support – Person 
Specification 

 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide high-
quality education for students and pioneer educational innovation. We are driven by the ambition to 
provide world-class experiences and deliver exceptional educational outcomes for the young people we 
serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical successes of 
London to furnish each of their diverse communities with life-transforming learning experiences. In doing 
so, we believe that the young people we serve develop into successful, compassionate young adults, who 
make a positive contribution to their local, national and global communities.  
 
Our schools are characterised by a common understanding of what makes outstanding schools, based on 
five key principles which are known as our 'Foundations of Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and opportunities 
for our students. Teachers work in a well-disciplined environment where they are able to teach creative and 
engaging lessons, and all staff are given exciting opportunities to develop and learn from exceptional 
practitioners. 
 
Equal Opportunities 
The postholder will be expected to carry out all duties in the context of and in compliance with the COLAT Equalities 
policies. 

 

 Essential Desirable 
Qualifications 

Educated to degree level of equivalent  ✓ 
Experience  

Experience of working in a similar role  ✓ 

Experience working with Children  ✓ 
Knowledge & Understanding 

A sound knowledge of the ‘Instructions for the Conduct of Examinations’ produced 
annually by the JCQ (Joint Council for Qualifications).  

 ✓ 

A sound knowledge of the roles of the JCQ and Awarding Bodies.   ✓ 

A sound knowledge of the school’s examination policy and procedures.   ✓ 
The Academy is committed to safeguarding and promoting the welfare of children and 
young people and we expect all staff to share this commitment 

✓  

Understanding of different social backgrounds of students ✓  

Understanding the needs of students and the appropriate strategies to support them ✓  

Understanding the needs of bilingual students  ✓  

Skills, Abilities and Personal Qualities  

Well organised ✓  

Well presented ✓  

Ability To demonstrate accuracy and attention to details ✓  

Excellent communications skills, with the ability to communicate with candidates and 
members of staff clearly and accurately 

✓  



 

Ability to act on own initiative, dealing with any unexpected problems that may arise ✓  

Excellent attendance and timekeeping  ✓  

Ability to manage disruptive and difficult behaviour ✓  

  



 

 

 
 
 
 
 
 
  

Invigilator & Admin Support 

Casual, as and when  

Newham Collegiate Sixth Form Centre  
 

6 October 2025 at 9am 
 

Applications must be submitted via the TES portal  
 



 

 
 
 


