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Dear Applicant

Thank you for requesting details about a support role at Bradford Academy.

I have lived and worked in Bradford throughout my teaching career.  It holds a vibrant, diverse community and possesses unique character.  Its diversity reflects Britain. The Academy plays an important part in preparing young people for life in our complex society. Students are prepared to be active participants in their own communities through developing relationships and understanding the importance of exercising their voice. We hold this dear and believe it to be a major reason behind our success. We are developing leaders for the future; both staff and students.

You have shown interest in us at an exciting time.  We have recently celebrated our tenth anniversary and continue to be judged by Ofsted as a ‘good school’. Having expanded our age range with students from the ages of 2 to 19, you will appreciate that this is no mean feat and we don’t sit still. We invest in supporting our students and our teaching staff and we know that the various support roles are integral to our success.

I have worked at the Academy since its inception and am incredibly proud of our achievements.  Success is down to working hard. We listen to each other. We do not shy away from challenge.

Why do you want to work for this Academy? I would ask you reflect on the following:

· Your tenacity in being the best. 
· Your sense of moral purpose. 

You need to be committed to improving the life chances of our students for whom educational success is the only secure route to raising the quality of their future lives. Can you demonstrate how you would contribute to our team to get results?  You get things done.

We need colleagues who share our values and aspirations. 

Does this resonate with you? Are you inspired? Then start your journey and submit your application.

Yours sincerely,
[image: C:\Users\m.metcalfe\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\N9SELV02\THI Sig.jpg]
Tehmina Hashmi
Executive Principal

If  you  would  like  more information  please  contact  our  HR  Department  on
01274 256789 or by email to  recruitment@bradfordacademy.co.uk







EXAMINATION INVIGILATOR

Job Description

The following information is furnished to assist staff joining Bradford Academy to understand and appreciate the work content of their post and the role they are to play in the organisation.  However the following points should be noted:
Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings therefore may have been used below, in which case all the usual associated routines are naturally included in the job description.

Prime Objectives of the Post:
To ensure Public examinations are conducted in accordance with the Joint Council for Qualifications (JCQ)
SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
No supervisory responsibility for staff.
Supervision and Guidance
Responsible to the Exams Manager.  Working under the direction of the Exams Manager and the lead invigilator on a day-to-day basis.
Range of Decision Taking
Decisions within established working practices and procedures at Bradford Academy.
The postholder will be expected to use good common sense and initiative in all matters relating to:
· The conduct and behaviour of candidates.
· The correct use and care of materials by individual and groups of candidates.
· The safety and well being of candidates.

Responsibility for Assets, Materials etc
Confidential information relating to examination materials. 
The provision, use and storage of equipment and materials used by candidates in conjunction with other members of staff.
A duty to respect the confidential nature of information relating to the Academy and its students.  
Responsibility for the appropriate use of specialised equipment in relation to candidates in complying with examination regulations.
A general responsibility for the care of all equipment and materials within the school.

RANGE OF DUTIES
Setting up and Arranging of Exam Room
· Arrangement of desks (& chairs) in accordance with seating plan and JCQ regulations.
· Display all necessary notices, letters & numbers.
· Clear Walls of any teaching materials/aids.
· Issue identification cards.

Before, during & end of Examination
· To ensure appropriate supervision of candidates before entry to the examination room.
· Admitting candidates to the exam room in a quiet and orderly manner and seated according to the seating plan.
· Ensure examinations are conducted in accordance with JCQ Code of Conduct.
· To be vigilant at all times throughout examinations.
· To issue examination papers, stationary etc. as advised by lead invigilator.
· To display relevant time notices.
· To monitor and record ‘late arrivals’ and complete paperwork accurately.
· To collect in and ensure safekeeping of scripts and all other examination materials within the examination room.
· Assist in checking off of scripts and packaging in readiness for posting.
· To re-arrange desks and chairs in preparation of next exam.
· Action arising from breaches of exam regulations.
· Supervising of students with clashes, required to be held in isolation over certain lunchtimes.



Personnel Specification

Summary of Job

To work under the day-to-day direction of the Exams Manager in ensuring Public examinations are conducted in accordance with JCQ regulations.

Bradford Academy is an Equal Opportunities Employer and requires its employees to carry out its policies concerning racial and sex equality and the rights of people with disabilities both in terms of equal opportunity for employment and access to the Council Services.

	Criterial
	How Identified

	
	

	Experience

	Essential
	

	Good interpersonal skills.
Flexible & reliable
	Application form, interview, references.

	
	

	Desirable
	

	Working with young people.
	Application form, interview, references.

	
	

	Qualifications

	Essential
	

	Level 2 Qualification or equivalent experience.
	Application form.

	
	

	Desirable
	

	None.
	

	
	

	Training

	Essential
	

	Willingness to participate in In-service training.
	Interview.

	
	

	Desirable
	

	Knowledge of examination process.
	Application form.  Interview.

	
	

	
	

	Special Knowledge

	Essential
	

	Knowledge of children of a similar age group.
	Application form.  Interview.

	
	

	Desirable
	

	An understanding of the needs of children in a multi-cultural society.
	Application form.  Interview.

	
	

	Personal Circumstances

	Essential
	

	Good timekeeping – must be able to report for work at specific times.
	References.  Interview.

	Must be flexible to meet demands of individual candidate needs.
	References.  Interview.

	Must be reliable.
	References.  Interview.

	
	

	Desirable
	

	None.
	

	
	

	EQUAL OPPORTUNITIES

	Essential
	

	Candidates should indicate an acceptance of, and a commitment to, the principles of the Council’s Equal Rights policies and practices as they relate to employment issues and to the delivery of services to the community.
	Interview.

	
	

	DISPOSITION AND ATTITUDE

	Essential
	

	Mature disposition
	Interview.

	Able to act in an understanding and patient manner whilst remaining firm and fair.
	Interview.

	Able to work as part of a team.  
	Interview.

	Commitment to equal opportunities policies relating to gender, race and disability in an educational context.
	Application form.  Interview.

	
	

	
	

	PRACTICAL AND INTELLECTUAL SKILLS

	Essential
	

	Able to understand and carry out instructions.
	Application form.  Interview.

	Able to keep appropriate records.
	Application form.  Interview.

	Good standard of written and spoken English.
	Application form.  Interview.

	Ability to express oneself clearly.
	Interview.

	Good numeracy skills.
	Application form.  Interview.

	
	

	PHYSICAL SENSORY

	Essential
	

	Ability to cope with requirements of post.
	Application form.  Interview.

	Minimum age of 18 years of age.
	Application form.  

	
	

	Desirable
	

	None.
	

	
	

	
	

	Bradford Academy requires invigilators to wear smart dress to promote a formal atmosphere within the examination venue.

	
Bradford Academy is an equal opportunities employer and requires its employees to carry out its policy concerning racial and sex equality and the rights of people with disabilities both in terms of equal opportunity for employment and access to the Council’s services.  Job Share applicants are welcome to apply for all full time posts unless other wise stated in the advertisement. 
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Information for Applicants



Job Description

This tells you the main responsibilities of the post and explains what we are looking for. It tells you about the personal and professional qualities you need for this post.  These criteria will be used to make the appointment.

Person Specification

This specification sets out which criteria will be used to shortlist candidates for interview.

Visiting

We welcome informal visits from all Applicants before they apply.  If you wish to do so, please contact recruitment@BradfordAcademy.co.uk to arrange an appointment.

Applying

If you decide to apply for this post please complete the enclosed application form.  Your formal letter of application (supporting statement) should be no longer than 3 sides of A4 and should address the selection criteria and competences detailed in the person specification. The Academy must receive a signed copy of the form.

Please email to;

recruitment@BradfordAcademy.co.uk

Or

Post to HR, Bradford Academy, Teasdale Street, Bradford, BD4 7QJ.

Interviews

Shortlisted candidates will be contacted within two weeks of the closing date.
All appointments will be subject to satisfactory DBS/ISA registration and reference checks.
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