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East Durham College
Job Description

Post Title:		Examinations Invigilator			 

Location:		The post holder will be required to work at any of the College premises			
Responsible to:	Director of Data Management & Exams		 

Attendance Requirements:

Various sessions of 2-4 hour duration throughout the week, including some evenings subject to demand

Salary: 		£12.82 per hour including holiday allowance depending upon age					 

Main purpose: 
To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding organisations, and East Durham College instructions.
General Requirements
Experience of invigilation is not required as training in the role and duties of an invigilator will be provided
Invigilators are required to:
· declare if they have invigilated previously and whether they have any current maladministration/malpractice sanctions applied to them
· confirm their availability in advance of main examination periods
An ideal candidate will:
· be reliable, flexible and readily available during main examination periods
· have effective communication skills and good interpersonal skills
· work well as part of a team
· be confident and a reassuring presence to candidates in examination rooms
· be able to give instructions and manage situations involving different groups of people
· have basic IT skills (familiar with use of email, mobile phone messaging etc.)
· seek to achieve competence in the role and a rigorous understanding of the JCQ regulations


Main duties:
Before exams
· To report to and be briefed by the MIS and Exams co-ordinator and/or Exams Team Leader prior to each exam session
· To keep confidential exam papers and materials secure before, during and after exams
· To ensure exam rooms are set out according to the instructions
· To admit candidates into exam rooms under formal examination conditions
· To identify, seat, and instruct candidates in the conduct of their exams
· To distribute the correct exam papers and materials to candidates
· To deal with candidate queries
· Supervision of candidates with exam clashes between exam sessions
· Start exams

During exams

· To supervise and observe candidates at all times and be vigilant throughout exams
· Facilitating access arrangements for candidates, for example as a reader, scribe etc.
· To keep disruption in exam rooms to a minimum
· To deal with emergencies or irregularities effectively
· To record/report any incidents, disruption or irregularities
· To complete attendance registers
· To deal with candidate questions according to the regulations

After exams

· To instruct candidates in finishing their exams and to collect exam scripts
· To dismiss candidates from the exam room
· To check candidates’ names on scripts match the details on the attendance register
· To securely return all exam scripts and exam materials to the exams officer

Other

· To attend training, update or review sessions as required
· To safeguard and promote the welfare of children and vulnerable adults


Other Duties relevant to all EDC employees

· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.
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	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	GCSE level standard education or equivalent (maths & English)

	

	
	Application Form / Interview / Certificates

	2) Experience
	

	2.1
	
Experience in dealing with young people up to the age of 18 (KQ)
Suitability to work with children and/or vulnerable adults

	

	
	
Application Form / Interview

	2.2
	Experience of adhering to regulations (KQ)

	

	
	
Application Form / Interview

	3) Skills and Knowledge:

	3.1
	Safeguarding and Child Protection guidelines
	

	
	Application Form / Interview

	3.2
	Good organisational skills
	

	
	
Application Form / Interview

	3.3
	Ability to work under pressure at times

	
	
	
Application Form / Interview

	3.4
	Good IT skills in operating a lap top or PC
	
	
	
Application Form / Interview

	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	
	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	
	
	Interview

	4.3
	Working individually or as a team - Ability to work independently and as part of a team under minimal supervision.

	
	
	Application Form / Interview

	4.5
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).

	

	
	Application Form 
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