ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Invigilator

	Job number / Grade

ED???? / Scale  2a


	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To support the Student Services Manager and Assistant Examinations Officer with the day-to-day operations of examinations and to ensure a calm environment to give the students the best possible opportunity to succeed.



	SCOPE OF JOB (Budgetary/resource control, impact)

	Has contact with teachers, pupils, support staff in the School etc. 

Will have access to confidential information, which must be dealt with discretely.


	POSITION WITHIN UNIT STRUCTURE

	Reports to the Student Services Manager



	KNOWLEDGE, SKILLS & EXPERIENCE

	5 X GCSEs including Maths and English (or equivalent).

Eligible to work in the UK.

Experience of:

1. Working in a secondary school environment.

2. Working in another capacity with young people aged 11-18.

Behaviours, Skills and Strengths:

1. The ability to work in a team and individually and use own initiative.

2. Good written and verbal communication skills and able to relate to school staff, candidates of all abilities, and parents/carers.

3. Ability to maintain confidentiality.

4. Good supervisory skills.

5. Excellent attention to detail.

6. Flexible approach to work and excellent attendance and punctuality.

7. High levels of honesty and integrity.

Other:

1. This post is subject to an enhanced DBS disclosure.

2. The post holder must be committed to safeguarding the welfare of children


	

	JOB ACCOUNTABILITIES

	Main Responsibilities:

1. To help organise students prior to and at the end of each exam.

2. To help provide the correct information and material for successful completion of the exam.

3. To help ensure that the conduct of the exam takes place within the guidelines set down by the various examination boards.

4. To be vigilant during an exam, whilst not disrupting candidates and to ensure that students do not leave an examination during the first hour or last half hour of an examination (unless for exceptional reasons).

5. At the end of examinations to help make sure that answer booklets have been completed correctly, and that question numbers have been entered in the appropriate box on the front of any answer booklets.

6. To help in the collection of exam scripts which need to be collected in order, by candidate number.

7. To provide a verbal report to the Student Services Manager in the event of any discrepancy or irregularity noticed during an exam.
8. Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.

This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post



Post holder's signature ___________  Name ______________ Date _______

Manager's signature _____________   Name ______________ Date _______
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