GFM Education
Examination Invigilator across secondary 
Department/Section: 
Examinations Office

Reporting to: 

Lead Invigilator / Examinations Office Staff

Liaises with: 

Academic staff and students

Person Specification

_________________________________________________________________________

Experience of working or studying in higher education environment 

desirable

An understanding of examination processes 




desirable

Effective oral/written communication skills 




essential

Numeracy 








essential

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

_________________________________________________________________________
Main Purpose 

To provide support to the examination process.

Specific Duties:

To support the Lead Invigilators with the day-to-day operation of examination venues.

These activities may include:

Always:

· 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 examination venues;

· invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures;

· 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.

· assist exams staff as requested

Frequently

· checking attendance during examinations;

· escorting candidates from venues during the examinations as required, and supervising candidates whilst outside examination venues;

· assisting with setting-up examination venues by laying out stationery, equipment and examination papers in accordance with strict procedures;

Occasional

· recording details of late arrivals and early leavers and collecting scripts from early leavers;

· collecting and collating scripts at the end of the examination in accordance with strict procedures;

· assisting with the preparation of script envelopes.
Mobility Clause

As an employee of the GFM you may be required to work some of your contracted hours at other schools within the Trust, subject to the needs of the role. For administrative purposes, including payment of travel expenses to establishments within the GFM, your work base will be Bay House School.

Flexibility Statement

The content of this Job Description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities. The Job Description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.
Post Holder

Print Name

________________________________________________

Signature

________________________________________________

Dated


______________________________________

GFM Education is committed to safeguarding children and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. All successful candidates will be subject to Disclosure and Barring checks along with other relevant employment checks.
