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Shrewsbury Colleges Group Job Description


Title:
Examination Invigilator

Department/Section:
Examinations Office

Reporting to:
Examinations Team
Liaises with:
Academic staff, school administrators and students

Main purpose:

To ensure the fair and proper conduct of examinations in an environment that enables a student to perform at their best.

Specific Duties:

To support the Examinations Office with the day-to-day operation of examination venues. This activity may include:

· collecting examination papers from the Examinations Office;

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

· closely following and enforcing exam procedures and regulations;

· assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues;

· starting and finishing exams via verbal communication with candidates and explaining key exam information;

· 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 procedures;
· logging students on computers and supervising a computer based exam.
· checking attendance at the start of the examinations;

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

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

· dealing with emergencies such as illness and fire evacuation;

· escorting candidates on toilet breaks ensuring no unauthorised material is consulted and that examination regulations are observed at all times;

· collecting, collating and delivering scripts at the end of the examination 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;
· be familiar with examination procedures to enable the efficient management of the examination.

To assist the Examinations Office with other examination processes.  This activity may include:

· assisting with the packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate;

· assisting with the preparation of seating plans;

· scribing for students with special needs.

This job description is an outline of the Key Tasks and Responsibilities and is not intended as an exhaustive list.  The job may change over time to reflect the changing need of the college.

Shrewsbury Colleges Group actively promotes a ‘safeguarding’ culture. As such, employees are expected to carry out their role and responsibility in relation to student welfare. Employees are expected to access PREVENT and child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of all students. We are committed to ensuring that all employees are supported in respect to their safeguarding duties.
PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	Experience
	
	

	Experience of working within an educational environment
	
	(

	Previous experience of examination invigilation
	
	(

	Special Knowledge
	
	

	Awareness of the invigilation procedure for external exams
	
	(

	Skills and Competences
	
	

	Competent in the use of computers and printers
	(
	

	Be able to interpret regulations and work within a set of defined procedures
	(
	

	Good organisation skills
	(
	

	Be able to communicate verbally effectively in English
	(
	

	Have a sympathetic approach to dealing with student issues
	(
	

	Punctual and Reliable
	(
	

	Be able to work as part of a team or alone if necessary
	(
	

	Have the ability to remain calm under pressure or during unexpected circumstances
	(
	

	Be able to use own initiative
	(
	

	Have a flexible approach to work
	(
	


