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JOB DESCRIPTION 

Job title: 		Examination Invigilator
Reporting to: 	Examinations and Data Entry Officer
Hours: 		Bank/Casual
Salary: 		12.21 per hour
Closing date: 	Monday 24 November 2025 at 5 pm

Job purpose: 
To join our team of invigilators and to invigilate for a full range of qualifications 

Context: 
The main exam series is in the Summer Term (May/June) this would form the principal working time for this role however we also hold exams and formal assessments in the Autumn (October to December) and Spring Terms (January to April) which would present further opportunities. 

The ability to work flexibly on exam days is essential where the working day can run from 8:30 until the end of the exams allowing for student access arrangements. 

Main duties and responsibilities: 
· Maintain up to date knowledge of the accepted Examination Board guidelines for examination invigilation
· Support with set-up of the Examination venue
· Check examination stationery and any special equipment / provision required
· Instruct and monitor the candidates as they enter examination venue
· Distribute examination papers and answer booklets
· Complete attendance registers
· Communicate with examination candidates as appropriate
· Explain the examination regulations to candidates
· Ensure examination timings are adhered to
· Exercise vigilance during the examinations and monitor the room for illness, cheating and other irregularities
· Deal with emergencies such as illness or fire evacuation
· Collect examination scripts from candidates at the end of each examination 
· Report on any issues relating to the examination papers
· Collect any necessary documentation before returning them to the examinations team

Examination Invigilator Training will be provided in line with Joint Council for Qualifications JCQ guidance, completion is required by all successful applicants


Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 
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Person Specification  – Examination Invigilator			
Essential and Desirable criteria will be assessed using a range of methods that may include: pplication form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience. 
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	Attributes
	Essential
	Desirable 

	Experience
	· Previous work experience in administration
· Be able to interpret regulations and work set within a set of defined procedures
	· Experience of working in an educational background
· Previous experience of examination invigilation

	Knowledge/skills
	· Awareness of health & safety practices and guidelines
· Understanding of the process of exam invigilating
· Understanding of the different forms of exam assessment
	· Invigilating training

	Qualifications and training
	· To be qualified to a minimum of 5 x GCSE minimum grade C or equivalent
	· Qualifications at Level 3 and above


	Aptitudes and abilities
	· Excellent written and verbal skills
· Excellent organisational skills
· Have a flexible approach to work
· Have a sympathetic approach to dealing with student issues
	· Be able to work with students with disabilities and differing ability levels

	Disposition, attitude and motivation
	· Understanding of safeguarding for our students and a commitment to safe practice
· Commitment to equality and diversity and its active promotion
	

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed
· Eligibility to work in the UK
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