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	Employee Specification Form (M23)
Title of Post :  Exam Invigilator                                               
  


Department:     South Wirral High School



	PERSONAL ATTRIBUTES

	
	Essential
	Desirable

	
	Attribute
	Stage identified
	Attribute
	Stage Identified

	Qualifications
	· Educated to GCSE level


	A
	· Suitable training
· Experience of working in another school or invigilation

	A
A

	Experience
	· Ability to organise
	R
	· Previous experience of working with children
· Have worked to very strict guidelines
· Previous experience of working in education

	A
R

A

	Knowledge and Skills
	· Team worker
· Able to work alone
· Awareness of the importance of maintain confidentiality
· Able to maintain accurate records
	A/I
A/I

R

R
	· Aware of what is involved
· Can deal with emergencies within agreed guidelines
· Flexible to timing (unforeseen circumstances when exams take longer than anticipated)
· Familiar with a school environment

	I/R
I

A/I

A/I/R

	Special Requirements
	· Able to be flexible
· Reliable
	I
	· Self-confident
· Pleasant manner
· Enhanced DBS for Child Workforce completed

	I


A - Application Form

R - Reference

I   - Interview
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