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	Education for the 21st Century is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check and where applicable, a prohibition from teaching check will be completed for all applicants. Education for the 21st Century is fully committed to equality and to valuing diversity as an employer and a provider of education.

	Summary of the role:
	Exam Invigilator 

	Line management responsibility for
	N/A

	Salary 
	£9.99 per hour

	Main duties and responsibilities:
	Promoting and safeguarding the welfare of children and young persons for who you are responsible and with whom you come into contact.
To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body and Coopers School regulations and instructions from the Examinations Manager
To have a key role in upholding the integrity and security of the examination/assessment process 
Assist with the setting up of the examination room, including putting up posters, distributing name labels and examination material.
Assist as directed with the movement of students – ensuring order is kept outside the room and silence is maintained within the room and admit candidates into exam rooms under formal exam conditions.
Supervise students to and from the toilet.
Ensure a seating plan and attendance register are completed for every examination.
Instruct candidates in the conduct of their exams
Supervise and observe candidates at all times and be vigilant throughout exams
Assist with the collection of papers at the end of the examination in exam number order.
Ensure the examination room is left in a reasonable state ready for the next examination or class.
Ensure the security of question and answer papers at all times. They should be taken directly to the Examinations Manager at the end of the examination.
Undertake training, update and review sessions as required

	Line management duties and responsibilities
	Promote the School’s values and ethos in accordance with its Professional Code.
Identify personal training needs with line manager and work actively to develop professional expertise by participating in ongoing professional development.
Support the professional development of colleagues
Ensure personal knowledge base is in keeping with the School’s needs at all times, to undertake all duties with due regard for health and safety regulations.
To promote the School’s Equal Opportunities policies in a manner compatible with the duties of the post.
Understand and comply with the School’s safeguarding policy and procedures.
Comply with all other School policies




You may also be required to undertake such other comparable duties as the Head requires from time to time.

	Person specification

	Education for the 21st Century is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check and where applicable, a prohibition from teaching check will be completed for all applicants. Education for the 21st Century is fully committed to equality and to valuing diversity as an employer and a provider of education.

	
	Essential
	Desirable
	Method of assessment

	Qualifications
	GCSE C & above

	

	Production of the Applicant’s certificates
Discussion at interview
Independent verification of qualifications

	Skills
	Be reliable, flexible, and readily available during main exam periods.
Work well as part of a team.
Respond quickly and decisively to unplanned situations, sometimes without support from colleagues.
Supervise large numbers of students in a calm but authoritative way.
Be confident and a reassuring presence to candidates in exam rooms.
Have experience in dealing with confidential information.
Be able to undertake routine clerical tasks to a high level of accuracy
Ability to speak with confidence and accuracy, using accurate sentence structures and vocabulary.
Ability to choose the right kind of vocabulary for the situation in hand without a great deal of hesitation.
Ability to listen to stake holders and understand their needs.
Ability to tailor your approach to each conversation to be appropriate to the stake holder, responding clearly with find shakes of meaning, even in complex situations


	

	Contents of the application form

Interview

Professional references

	Personal competencies and qualities
	Motivation to work with children and young people
Ability to form and maintain appropriate relationships and personal boundaries with children and young people
Emotional resilience in working with challenging behaviours
Positive attitude to use of authority and maintaining discipline
	
	Contents of the application form

Interview

Professional references
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