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Job Description

Job Title: 

Invigilator

Casual:

£10.87 per hour




Responsible to: 
Exams Officer

Main purpose:    
Invigilation of examinations

Main responsibilities:

· To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body and the Engineering UTC Northern Lincolnshire (ENLUTC) instructions

· To play a key role in upholding the integrity of the examination/assessment process
Before examinations:

· To report to and be briefed by the Exams Officer prior to each exam session

· To keep confidential exam papers and materials secure before, during and after exams

· To ensure exam rooms are set out according to the instructions

· To admit candidates into the exams rooms

· To identify, seat and instruct candidates in the conduct of their exams

· To distribute the correct exam papers and materials to candidates

· To deal with candidate queries

During examinations:

· To supervise and observe candidates at all times, to ensure no cheating takes place and to be vigilant throughout all exams

· To keep disruption in exam rooms to a minimum

· To deal with emergencies and irregularities effectively

· To record/report any incidents, disruption or irregularities

· To complete attendance registers
· To deal with candidate questions according to the regulations

· To act as a scribe/reader as required
After examinations:

· To instruct candidates in finishing their exams and to collect exam scripts

· To dismiss candidates for the exam room

· To check candidates’ names on scripts match the details on the attendance register

· To securely return all exam scripts and exam material to the Exams Officer

Other responsibilities:
· Attend and participate in regular meetings, training and other learning activities as required

· Contribute to the overall ethos and aims of the Engineering UTC
· Communicate effectively with other professionals, in liaison with senior staff, to support achievement and progress of students

· Be aware of, and comply with, policies and procedures relating to child protection and

safe-guarding, reporting any concerns to a designated person

· Be aware of, and comply with, health and safety; security; confidentiality, the General Data Protection Regulation (GDPR) and data protection policies and procedures reporting all concerns to an appropriate member of senior leadership 

· Support the Equality and Diversity Policy

· Appreciate and support the work of other professionals

· Undertake any other duties commensurate with the post

Any special conditions of service:

There is a requirement to submit to an enhanced Disclosure and Barring Service (DBS) check. This is casual, ad-hoc, term-time working. There may be a need to work outside of school hours.  No smoking policy.

The Engineering UTC Northern Lincolnshire is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
	Essential Criteria

	How Identified

	Desirable Criteria

	How identified


	SKILLS AND EXPERIENCE

Good numeracy and literacy skills.

Effective written and oral skills.
Good communication skills.

Effective organisational and time management skills. 
Able to remain calm under pressure, work to deadlines.

Ability to relate well to children and adults on all levels.

Work constructively as part of a team.

Ability to work autonomously and under your own initiative.

PERSONAL QUALITIES AND ATTRIBUTES

Accuracy and attention to details

To be reliable and punctual.


To have a polite, friendly and flexible approach to work.


To follow instructions.


To keep calm and maintain an air of authority.
	Application form and selection process 
As above
As above

As above

As above

As above

As above

As above

As above

As above

As above

As above

As above

	Previous experience of working as an exams officer

An understanding of examination processes 

Experience of working in a similar supporting role

	Application form, selection process and references

Application form and selection process

Application form and selection process



	PERSON SPECIFICATION
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