SOUTHFIELD SCHOOL

JOB DESCRIPTION - NON TEACHING STAFF

POST TITLE


Examination Invigilator
RESPONSIBLE TO
Data Office Manager 

SALARY GRADE
Point 11 on the Southfield Scale
HOURS

Variable hours between 8 am – 5 pm from early May – end of June.
Additional hours may also be available at other times of the year, notably January.

Hours will be negotiated for each exam period.
OUTLINE OF ROLE

To assist the Data and Examination Office in the running of public and internal examinations in the school and to uphold the integrity of the examination /assessment process.
PRINCIPAL DUTIES

· To prepare the examination room.
· To admit candidates to the room provided in a quiet and orderly way.

· To conduct the exam according to the Joint Council for Qualifications’ regulations.

· To register the candidates present in the room.

· To be constantly vigilant when the exam is running.

· To scribe or read for students who qualify for access arrangements due to special educational needs and disabilities, as required.
Invigilators are:

· Required to report to the Exams Officer at their agreed time before the start of the exam.

· Provided with all regulations, necessary papers, candidate name cards and seating plans for each room.

· Expected to wear smart ‘business dress’ to promote a formal atmosphere within the examination room.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks will be reviewed from time to time to reflect changing needs and circumstances.  Such reviews and any consequential changes will be carried out in consultation with the post holder.
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