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JOB DESCRIPTION


Post Title:  		Exam Invigilator 

Purpose:  	To provide supervision to students during the main external examination periods. To be flexible, have effective communication skills and a confident and reassuring presence in exam rooms. 


Responsible to:  		The Principal through the Vice Principal (Staffing and Resources), MIS Manager and the Exams Officer.

Liaising with:  	The Vice Principal (Staffing & Resources), MIS Manager, Exams Officer, Senior and Progress Tutors, Heads of Department, Teachers, and all other staff as required.

Working Time:		Casual, part-time, Monday to Friday, during main exam periods

Grade:  			Invigilator Rate of pay £9.36

Main Duties and Responsibilities:

· To help set up exam rooms prior to exams
· To start & finish exams
· To write title of exam, length & finish times on boards provided
· To become familiar with exam guidelines and documentation
· To ensure candidates leave personal belongings at rear of exam room
· To check seating plans for candidates with allowances
· To Supervise candidates at all times during the exam
· Liaise with MIS staff as appropriate
· To collect completed exam scripts at the end of each exam and deliver to MIS staff 
· Communicate and consult with other staff and students in providing an information network and establishing effective links
· Where appropriate, to communicate and cooperate with internal/external bodies as required. 

Staff Development

· To undertake staff development where appropriate.

Deployment of Staff

· To ensure that appropriate arrangements for cover are made when absent.
· To work as part of a team and to ensure effective working relations.

Quality Assurance

· To ensure the effective operation of quality assurance systems.
· To contribute to the process of the setting of targets within the department and to work towards their achievement.
· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.

Communications

· To ensure familiarity with the department’s aims and objectives.
· To liaise with relevant external bodies as appropriate.

Marketing and Liaison

· To contribute to the College liaison and marketing activities.
· To link with external agencies as appropriate.

Management of Resources

· To contribute to the maintenance of an attractive working environment in the college office.

Other

· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.
· This Job Description is subject to periodic review and amendment.

	It is agreed that the above is a brief and concise description of the above job.

	Date:
	

	Prepared by:
	

	Approved by:
	Peter McGhee, Principal
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