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                                                                         JOB DESCRIPTION

SUPPORT STAFF
                                                       Casual Examination Invigilator


OVERALL PURPOSE OF JOB

As an Examination Invigilator, under direction you will oversee and supervise examinations, ensuring guidelines and regulations for the integrity and security of the examination papers and procedures are followed during examination sessions.

MAIN RESPONSIBILITIES
1. You will prepare the examination room according to the requirements of the examination board (distributing papers and preparing associated materials).
1. You will supervise candidates in a quiet and unobtrusive manner to ensure examination board regulations are strictly observed.
1. You will provide assistance to candidates during examinations (e.g., enable them to find their allocated seats quietly and efficiently or answering enquiries during examination sessions).
1. You will assist in the efficient timekeeping of examinations.
1. You will deal with any minor behaviour issues in line with the academy policy, reporting any breaches of examination code of conduct to the supervising teacher/invigilator/examinations officer immediately.
1. You will maintain the security of the examination papers and/or candidate scripts before, between and following the examination.
1. You will ensure the examination room is clear and tidied for the next session and that equipment is fully stocked.


GENERAL: 

· Be aware of and support diversity and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the Academy.
· Develop constructive relationships and communicate with other agencies/professionals.
· Share expertise and skills with others.
· Participate in training and other learning activities and performance development as required.
· To be fully aware of and understand the duties and responsibilities arising from the Children and Families Act 2014 and Working Together in relation to child protection and safeguarding children and young people as this applies to the postholder’s role within the organisation. 
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.


This list of duties is not exhaustive and you may be required to carry out other reasonable tasks commensurate to your grade as directed by your line manager/Headteacher/Principal. 
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