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JOB DESCRIPTION

Post: Exams Invigilator
Reporting to: Exams and Admin Manager
Salary: GAET Band 1

JOB PURPOSE
To oversee and supervise examinations and to ensure that guidelines and regulations for the integrity and security of
the examination papers and procedures are followed during examination sessions.

INDIVIDUAL RESPONSIBILITIES

e To assist in the setting up of examination rooms

e To ensure all candidates receive appropriate examination question papers and answer papers

e To be aware of any needs that candidates may have during an examination

e To ensure answer scripts are collected in candidate number order and are supervised as required until they
are delivered to the exams office

e Toassist in the tidying of the exam room and return of all exam equipment at the end of the exam

e To ensure candidates obey the regulations of an examination room as laid out in the JCQ examinations
regulations

e To maintain security and confidentiality

e Torecord attendance on the official examination registers

e To ensure no inappropriate items are brought into the examination hall, such as electronic devices, including
mobile phones and ipads, revision notes or other paperwork unless told otherwise

e Ensure all candidates are aware of the pre-exam start information and of any erratum notice that may affect
them

e To ensure there is no talking or disruption for the candidates once an examination has begun

e To ensure that invigilators DO NOT help candidates in any way with the question paper

e To support students with access arrangements if appropriate

e Tosign the centre’s confidentiality declaration

e To attend initial and annual invigilator training sessions

e To assist in other activities as may reasonably be requested by the centre from time to time

OTHER DUTIES AND RESPONSIBILITES (Generic to all posts)
e To promote the Academy as an inclusive institution which celebrates diversity and engages all learners and
staff.
e To support the ethos of the Academy
e To comply with all relevant Academy policies and procedures, including those relating to Health and Safety
e To actively participate in relevant Academy processes including appraisal
e To undertake relevant CPD as agreed with line manager and to attend relevant meetings
e To support the Academy links with the community

This post is subject to the enhanced level of Disclosure
This job description sets out the main duties and responsibilities of the post and each individual task may not be
identified. The post holder will be expected to undertake such other duties as reasonably correspond with the

general character of the post and are commensurate with its level of responsibility.

The job description may, in consultation with the post holder, be changed to reflect changes to the post.



