RAINFORD HIGH 

JOB DESCRIPTION – Examinations Invigilator
Post:




Examinations Invigilator
Responsible to:


Examinations Officer





School Business & Community Manager
Grade:



SCP 10 (£8.74 per hour) 
Purpose of the post:

To work as part of a team, led by the Examinations Officer, to ensure the efficient supervision of seasonal examinations

Specific Responsibities:

Prior to the Examination

· Escorting candidates into the examination hall in an appropriate manner.

· Ensuring candidates have the correct papers.

· Ensuring correct identification of all candidates.

· Dealing with extra candidates not on the register.

· Ensuring candidates are aware they are under examination conditions, retrieving mobile phones etc.

· Notifying candidates of the start of the examination.

· Recording start and finish times of examination.

During the Examination

· Opening and distributing papers and any other authorised materials to candidates.

· Ensuring attendance register is completed.

· Contacting a teacher in the subject area when candidates raise a concern or problem with the paper that requires the professional judgement of a teacher.

· Ensuring late candidates are briefed, seated and allowed to partake in the examination with minimum fuss.

· Supervising candidates in a quiet and unobtrusive manner.

· Distributing additional paper/equipment as required.

Finishing the Examination

· Ensuring that efficient timekeeping is maintained.

· Notifying candidates that the examination has finished.

· Ensuring examination conditions are maintained until candidates are dismissed from room.

· Collecting scripts in attendance register order.

· Checking nothing has been left at the desk and no graffiti has been made during the examination.

· Ensuring that scripts are never left unattended and are safely delivered to the examination officer.

· Ensuring there are no missing scripts.

The job holder will undertake such work as may be determined by the Principal from time to time as required.

The post is subject to Enhanced DBS Disclosure.
Person Specification

	
	Essential
	Desirable

	Qualifications


	
	· GCSEs (or equivalent) with grade C or above in English and Maths



	Experience


	
	· Experience working as an invigilator within a school environment

	Skills


	· An ability to fulfil all spoken aspect of the role with confidence through the medium of English
· Ability to co-operate and collaborate with school staff

· Effective communication skills with young people and adults

· Ability to follow written procedures to carry out tasks

· Meticulous attention to detail
	

	General/

Personal Qualities


	· High level of confidentiality

· Reliable 

· Flexible over working 

hours

	


