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Job Description 
Abbot’s Hill School recognises the importance played by each member of staff in achieving its overall aims and objectives and recognises that a clear summary of duties, roles and responsibilities will assist job holders in making their best personal contribution.   Job descriptions should be reviewed on a regular basis and amended as appropriate. 
	Job Title
	 Exam Invigilators   


	Reports to
	 Examinations Officer 


	Date
	 Required for February 2025 
(to commence training and be ready for the exams programme starting in April)


	Purpose of Role
	To provide support to the examination process.

	Key Relationships





	Academic Staff
Students
Senior Leadership Group
Admin Staff 
 

	Staff Responsibility
	 None

	Main responsibilities/duties
	
To support the Examinations Officer with the day-to-day operation of examination venues. 

Ensure compliance with Joint Council for Qualifications (JCQ) regulations and guidance, including (but not limited to):

· Assisting with setting up examination venues by laying out stationery, equipment and examination papers in accordance with the outlined procedures. 
· Assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues..
· Ensuring that candidates do not talk once inside the examination venue.
· Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures.
· [bookmark: _GoBack]Checking attendance during examinations.
· Recording details of early leavers and collecting their scripts.
· Escorting candidates from the examination venue during the examinations as required and supervising candidates whilst outside the examination venue.
· Collecting and collating scripts at the end of the examination in accordance with strict procedures.
· Supervising candidates between examinations in the case of timetable clashes.
· Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner.
· Attending the Invigilators’ meeting with the Examinations Officer (usually held in February).
· To act as a reader or scribe for candidates with Access Arrangements. 

Other duties: To assist the Examinations Officer or Senior Invigilator with other examination processes, such as (but not limited to): 
· Assisting with the preparation of script envelopes.
· Packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate.
· Preparation of seating plans.
· Delivering scripts to the Exams Office for secure storage (scripts are locked away securely for 24 hours following the exam).


	General 
requirements
	· To carry out all duties in accordance with Abbot’s Hill School’s Health and Safety Policy and Procedures and in accordance with Health and Safety Legislation as appropriate.
· To comply with Abbot’s Hill School’s operating policies and procedures as issued from time to time.
· To carry out any other duties that might reasonably required from time to time according to the needs of the school.


	Knowledge and Experience
	· To complete JCQ training annually.
· Effective oral/written communication skills (essential).
· Good numeracy skills (essential). An ability to read scientific and mathematical symbols is also essential when acting as a reader or scribe.
· Accuracy and attention to detail (essential).
· Flexible approach to work (essential).
· Ability to relate to academic staff and students (essential).
· Ability to work under pressure and to tight deadlines (essential).
· Experience of working or studying in an educational environment (desirable).


	Hours of Work
	Zero hours basis between the core hours of 08:00 and 17:00.  

Exact hours are as advised by the Examinations Officer.

You may be required to work outside of these hours.

	Salary 
	£11.78 per hour 

Statutory holiday entitlement is paid as as it accrues, based on the number of hours worked. 

	Safeguarding 
	Due to the nature of this role, it will be necessary for the appropriate level of criminal record disclosure to be undertaken via the Disclosure and Barring Service.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences.

This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority.

The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily exclude you from consideration for this appointment.
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