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Darwen Aldridge Community Academy
Job Description
Post:

Examination Invigilator
Salary:

£9.00 per hour
Hours:  
Flexible - as required
The Purpose of the Job
To work flexibly to provide assistance with the smooth running of internal and external examinations.
Relationships

You are responsible directly to the Curriculum Support Team Leader.  You will be required at times to take direction from members of the Leadership Team and from teaching staff.
General

There is an expectation that the post-holder will support the ethos of the Academy, and will work towards the Academy’s aims as expressed in the Academy Improvement Plan and other relevant documentation.

Specific Responsibilities
1. Setting up of examination rooms, including:-
· Distribution and collection of examination papers in accordance with examination board regulations

· Setting out of equipment as required

· Completion of examination registers

· Ensuring that students are seated according to the published seating plans

2. Invigilating examinations, ensuring that the rules laid down by the examination board are adhered to at all times.
3. Providing invigilation for special access arrangements, including scribing or reading as required (training would be provided).
4. Ensuring that security is maintained in relation to examination papers before, during and after examinations.

5. Packing and dispatching of examination papers as directed.

6. Supervising students in the event of examination ‘clashes’.

7. Carrying out any other appropriate duties in relation to examinations

8. Liaising with staff throughout the Academy in relation to the organisation and support of examinations.

Other
9.
To undertake any other appropriate duties as required by line management or senior staff.

Training

The post holder will be expected to undertake professional development as appropriate to the post and in the context of personal development.  Specific invigilation training will be provided.
Other Requirements

From time to time, the post holder may be required to vary their working hours to fit in with the Academy calendar.  This will be directed by the Principal.  Advance notice will be provided.
Darwen Aldridge Community Academy
Person Specification      

Post:
Examination Invigilator
	ESSENTIAL
	DESIRABLE

	
	

	Knowledge and Skills
	

	· Ability to work on own initiative and unsupervised
	· Knowledge of examination regulations and procedures

	· Ability to work under pressure in a busy environment
	

	· Excellent organisational skills
	

	· Ability to work as a member of a team
	

	· Ability to work flexible hours
· Able to follow guidelines and procedures
	

	
	

	Qualifications and Experience
	

	· Educated to GCSE or equivalent
	· Previous invigilation experience


	· Experience of working as a member of a team

	· Previous supervisory experience

	
	· Previous experience of working with children or young people

	Personal Qualities
	

	· A commitment to the ethos of Darwen Aldridge Community Academy


	

	· Obvious enthusiasm and energy
	

	· Honest and trustworthy
	

	· Reliable
	

	· Willingness to work in an environment with young people
	

	· Punctual
	

	· Very high level of confidentiality
	

	· High professional standards of appearance and dress
	























