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Examination Invigilator (Variable Hours May/June) 
Ref: VSS17.02
1. The Appointment

Vision Studio School is seeking to appoint Exam Invigilators to support the School’s examination process. 

As an Invigilator you will be responsible for ensuring the fair and proper conduct of examinations/tests according to the School’s and examinations boards’ rules, in an environment that enables learners to perform at their best. 

All schools are required to run examinations and tests in accordance with an examination board’s rules and regulations; this role contributes to ensuring that learners are aware of and comply with these rules and will involve dealing with issues as they arise within examinations. 

If you would like any further information about this vacancy please contact Holly Moore on 01623 627191 ext. 8456 or Dawn Welch on ext. 8236. 

2. The Post

2.1 Main Duties and Responsibilities
a) Assisting with setting-up examination venues by laying out stationery, equipment and exam papers in accordance with strict procedures. 

b) Assisting learners prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues.

c) Ensure correct identification of all learners. 

d) Offering advice and guidance to unregistered learners without allocated seats.

e) Ensuring that learners do not talk once inside examination venues.

f) Ensure no unauthorised material is consulted. 

g) Invigilating during examinations, dealing with queries raised by learners and dealing with examination irregularities in accordance with strict procedures.

h) Checking attendance during examinations.

i) Recording details of late arrivals and early leavers and collecting scripts from early leavers.

j) Escorting learners from venues during the examinations as required, and supervising learners whilst outside examination venues.

k) Collecting and collating scripts at the end of the examination in accordance with strict procedures.

l) Assisting with the preparation of script envelopes.
m) Supervising learners leaving examination venues, ensuring that learners do not remove equipment or stationery from the venue without authorisation and ensuring that learners leave venues in an orderly and quiet manner.
n) Apply discipline procedures where appropriate if learners not obeying the examination procedures or conditions. 

o) Assisting with the packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate. 
p) Assisting with the preparation of seating plans.
q) Act as amanuensis, scribe or reader for any learner with additional educational needs for any part of any examination.

General

All staff are expected to:

a) Work toward and support Vision Studio School’s vision and objectives. 
b) Support and contribute to Vision Studio School’s responsibility for safeguarding students.
c) Work within Vision Studio School’s Health and Safety policy, to ensure a safe working environment for all stakeholders.
d) Work within Vision Studio School’s Equality and Diversity policy.
e) Maintain high professional standards of attendance, punctuality, appearance, conduct and positive relationships with all stakeholders of Vision Studio School.
f) Actively engage in performance review.
g) Adhere to all policies and procedures.
Safeguarding:
a) Vision Studio School is committed to safeguarding and promoting the welfare of students, and expects all staff and stakeholders to share this commitment.
b) This job description should be seen as enabling rather than restrictive and is intended to provide a general guide to the duties and responsibilities of the post and aims to set this in the context of the framework within which the post holder will operate. The job description and person specification are subject to regular review in light of the needs of Vision Studio School.

2.2
Other Responsibilities

a)
To uphold and promote School’s policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with the School’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the School.

f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Maths or English qualification to at least level 2
	(
	

	Experience
	
	

	Experience of working or studying in an education setting
	
	(

	Knowledge and understanding
	
	

	A general understanding of examination processes 
	
	(

	Experience of invigilating exams/tests
	
	(

	Knowledge of school behavioural policies
	
	(

	Behaviours and attributes
	
	

	Excellent communication skills
	(
	

	Observational skills
	(
	

	Accuracy and attention to detail
	(
	

	Flexible
	(
	

	Reliable and punctual
	(
	

	Ability to make decisions quickly
	(
	


4. Position within the Studio School
The post-holder will report directly to the Office Administrator. 
5. Terms & Conditions

a) The post is offered on a Vision Studio School Variable Hours Support Contract and is subject to those terms and conditions.
b) The salary will be £7.20 per hour with an additional payment made each month for the annual leave entitlement that is accrued in that month.
c) The post holder will be located at Vision Studio School Site. 
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 9am on 19th March 2017.
www.wnc.ac.uk/vacancies 
VISION STUDIO SCHOOL PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY

The Vision Studio School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Posts are all subject to DBS check. It is an offence for anyone who is barred by the ISA from working with children and or vulnerable adults to apply for this position.
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