SOUTHFIELD SCHOOL 

PERSON SPECIFICATION

	Post Title
	Examination Invigilator

	Responsible to
	Data Office Manager 

	Full time/Part time
	Part time.


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.




	Attributes
	
	Essential
	Desirable

	Education and 

Qualifications


	Good standard of education. 
	(
	

	Experience 


	Experience of working in an educational environment

Experience of working in an invigilation role
	
	(
(


	Knowledge, Skills and Personal Qualities


	Written and spoken fluency in English
Numerate
Reliable and punctual
Integrity and a conscientious approach to work
Vigilance and the ability to concentrate
Accuracy and attention to detail
Work effectively as part of a team; developing 
positive relationships with colleagues and students

Ability to work on own initiative and as part of a team and judge when to take decisions and when to seek advice
Adaptability, flexibility and resilience and a flexibility in working hours
A willingness to undertake training
An understanding of examination processes

Commitment to high standards of professionalism

Commitment to the aims and the values of the school

Commitment to equal opportunities

Commitment to achieving high standards

Commitment to all aspects of inclusive education


	(
(
(
(
(
(
(
(
(
(
(
(
(
(
(

	(


	Suitability to Work with children
	Candidates must be able to undergo successful checks in line with standards for ‘Safeguarding Children and Safer Recruitment in Education’.

Appropriate and relevant references will be checked.

Understanding and acknowledgement of the individual’s responsibility for promoting and safeguarding the welfare of children and young persons for whom he/she has responsibility or with whom he/she has contact.
	
	

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities.

Commitment to equal opportunities in the delivery of the curriculum.


	
	


	Date:
	November 2021


	Prepared by:
	Executive Headteacher
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