	
	Specification for the post of
EXAMINATION INVIGILATOR
WOODCHURCH HIGH SCHOOL
A CHURCH OF ENGLAND ACADEMY
	Employee Specification Form

M23


	Personal Attributes

	
	Essential
	Desirable

	
	Attribute
	Stage Identified
	Attribute
	Stage Identified

	Qualifications
	GCSE or equivalent including Maths and English.
NVQ Level 3 or equivalent.
	F
	Evidence of CPD
	F

	Experience
	Evidence of experience with young people including additional needs, social emotional behaviour difficulties and looked after children.
Ability to present information to a variety of audiences.
	F, I, R
	Behaviour Management.
Prior invigilation experience in a school / college / university.


	F

	Knowledge and Skills
	Ability to relate to young people but also have a quiet, calm assertive manner.

Ability to find solutions to unexpected situations.

Ability to work with a common sense attitude in line with specific regulations.
Good numeracy and literacy skills 

	F, , R
	Knowledge of examination systems would be advantageous.
Knowledge of safeguarding policy.


	F

	Special Requirements
	Excellent relationships with students.
Excellent verbal communication skills with young people and adults.

Reliability and flexibility.

Ability to relate to teachers, other professionals, parents and students.

Ability to work as a member of a team and work on their own initiative.

Ability to relate to and promote the ethos of the school.

Willingness to undertake training as required.

Excellent attendance and punctuality.

Awareness of latest safeguarding in school guidelines.

Confident.
	F, I, R
	First aid certificate (or training availability)
	F




Signed..........................................................................
KEY: F=FORM,  L=LETTER,  I=INTERVIEW,  R=REFERENCE

T:\Admin\Doc Share\Personnel & Finance - CONF\Personnel - Sue\Job Descriptions Plus\M23's\M23 - Exam Invigilator - Oct 15.doc

