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LAKELANDS ACADEMY
POST TITLE:
Exam Invigilator
GRADE:
Grade1 point 2 £12.26 per hour



HOURS OF WORK:
Morning Examination 9:15am 

Afternoon Examination 13.30pm
FULL TIME/PART TIME:
Casual – Term time only during Examination Period
POST STATUS:
Fixed term contract 
--------------------------------------------------------------------------------------------------------------------------
PURPOSE OF THE JOB:
To ensure that:

1. Exams are carried out according to the rules set out by the exam board 
2. Each candidate sits the exam in the same conditions as other candidates throughout the country.
MAIN RESPONSIBILITIES:

· Assisting with setting-up examination venues by laying out stationery, equipment, examination answer booklets, putting up regulation notices and clocks and write the centre number and examination times on the white board in accordance with strict procedures;

· Assisting candidates prior to the start of examinations by directing them to their seats (as per seating plan) and advising them about possessions permitted in examination venue, ensuring that candidate’s bags and coats are left in designated areas.
· Confirm the identity of the candidates, read subject specific instructions to candidates, open and distribute question papers in front of candidates ensuring that the correct papers are given to the right candidates.
· Inform the reception team of any missing candidates immediately so they can be contacted.

· Deal with late arrivals and escort candidates from venues during examination as required and supervising candidates whilst outside examination venues.

· offering advice and guidance to unregistered candidates without allocated seats.
· Ensuring that candidates do not talk once inside examination venues.
· Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures.
· Collecting and collating scripts in candidate order at the end of the examination in accordance with strict procedures.
· Assisting with the preparation of script envelopes and ensuring that all scripts and exam material, boxes, notices and clocks are returned to the Exam Officer.
· Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner.

· Exam invigilators are expected to meet in reception at least 30 minutes prior to timetabled start of examination and stay 10 minutes at the end of the exam.  However flexibility is essential and invigilators may be required to stay an additional hour after the examination has finished.

GENERAL NOTES:

· These duties are not necessarily a comprehensive definition of the post they may be reviewed and therefore subject to modification or amendment.
This academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


“This post is exempt from the Rehabilitation of Offenders Act 1974 and as such all applicants who are appointed to this post will be subject to an Enhanced Disclosure from the Criminal Records Bureau before the appointment is confirmed.  This check will include details of cautions, reprimands or warnings as well as convictions and non-conviction information.  Once provisionally appointed, the successful applicant may also be required to apply an Enhanced Disclosure at predetermined intervals during the course of their employment whilst in this post.”
Note:
Lakelands Academy is designated as a no smoking workplace, there is an expectation that staff maintain a professional dress code and that ID badges will be worn and will be on show.

	
	Attributes
	Essential
	Desirable

	Qualifications
	Good educational background with GCSE or equivalent in English Language
	(
	

	
	First Aid qualification and/or a willingness to undertake training if required
	
	(

	Work & Related Experience
	Previous experience of working as a invigilator
	
	(

	
	Previous experience of working or studying in an educational environment
	
	(

	Skills and Abilities 
	Good timekeeping and organisational skills
	(
	

	
	Understands the importance of following policy and procedure
	(
	

	
	Understands the examination processes
	(
	

	
	Ability to work as part of a team
	(
	

	
	Ability to use own initiative
	(
	

	
	Ability to liaise positively with children and staff
	(
	

	
	Adaptable in a variety of situations
	(
	

	
	Patience when dealing with children
	(
	

	
	A positive and sensitive attitude
	(
	

	
	Ability to think quickly, assess situations and react calmly
	(
	

	
	Ability to deal with challenging behaviour
	
	(

	Personal Qualities
	Accuracy and attention to details
	(
	

	
	Flexible approach to work
	(
	

	
	Ability to relate to academic staff and students essential
	(
	

	
	Ability to work under pressure and to tight deadlines essential
	(
	

	
	Has a smart presentable appearance and prepared to adhere to the academy dress code
	(
	

	Other Requirements
	Appreciation of absolute confidentiality of information received in academy
	(
	

	
	To fully understand issues associated with safeguarding
	(
	


In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

•
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; and

•
Attitudes to use of authority and maintaining discipline.
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