[image: image1.png]


[image: image2.jpg]W—I

SOUTH DOWNS
EDUCATION

TRUST
—_—




Job Description

SALARY:

NJC GRADE 2, points 2 - 3

£12.26 – £12.45 + holiday entitlement 
HOURS:
On a casual basis during external and internal examination periods

LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR




Head of School: Adrian Cook
	Job Title : Examination Invigilator


	SCH413

	Accountability : Reports to Examinations Manager, ultimately to Head of School


	Assisting the Exam Officer with day to day operations of examinations, ensuring they are conducted in accordance with the strict instructions and regulations of the Joint Council for Qualifications.



	Person Specification

Personal characteristics 

Good interpersonal and communication skills 

Proactive and helpful attitude

Attention to detail



	Duties/Responsibilities:



	1. Assist in ensuring the exam room meets JCQ requirements.

2. Assist with opening and distribution of papers and any other authorised materials to Candidates. 

3. Assist getting Candidates into the exam hall in an appropriate manner, ensuring Candidates are seated correctly with the correct papers.

4. Assist in ensuring Candidates are aware they are under exam conditions, retrieving mobile phones etc.

5. Assist the Exam Officer with reading erratum notices.

6. Notifying Candidates of the start of the exam.

7. Assist the Exam Officer with recording start and finishing times of exams.

8. Assist the Exam Officer with ensuring the attendance register is completed.

9. Ensuring late Candidates are briefed, seated and allowed to partake in the exam with minimum fuss.

10. Supervising Candidates in a quiet and unobtrusive manner.

11. Responding to candidates’ queries in accordance with strict exam regulations.

12. Supervising any Candidates who may need to leave the room in accordance with exam regulations.

13. Supervising ‘clash’ Candidates between exams.

14. Distributing additional paper/equipment as required.

15. Notifying Candidates that the exam has finished.

16. Ensuring exam conditions are maintained until candidates are dismissed from room.

17. Collecting scripts in attendance register order.

18. Assisting in the packaging of scripts as and when necessary.



	Worthing High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.




Please note, because of the nature of this job, if you are successful in your application you will be subject to an enhanced Disclosure and Barring Service with barred list check.  This will be done by means of applying for a DBS certificate through the Disclosure and Barring Service.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.  Clearance will be obtained before employment commences.
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