JOB DESCRIPTION

	SCHOOL:
	Gosforth Academy

	POST TITLE:
	Invigilator 

	EVALUATION:
	286 points
	GRADE:
	N01

	RESPONSIBLE TO:
	Principal or other designated manager

	RESPONSIBLE FOR:
	N/A

	JOB PURPOSE:
	To supervise pupils/students whilst they are undertaking examinations in accordance with school and examination board policies and procedures

	MAIN DUTIES:
	The following is typical of the duties the postholder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

	1. 
	Assist in the preparation of the examination venue including distribution and collection of exam papers and any necessary equipment.

	2
	Supervise the conduct of pupils/students in and around the examination venue reporting any misconduct in accordance with school procedures.

	3
	Monitor students during examination ensuring exam regulations are adhered to.

	4
	Ensure all examination materials are securely maintained.

	5
	Provide additional support to pupils/students who require assistance to complete examination papers e.g. complete papers for the pupil if unable to do so due to illness or injury, invigilate at pupil’s home.

	6
	Promote and implement the School’s equal opportunities policies in all aspects of employment and service delivery.

	12
	The postholder will have responsibility for promoting and safeguarding the welfare of children and young persons s/he is responsible for, or comes into contact with.
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	FACTOR
	LEVEL
	DESCRIPTION

	Knowledge
	2
	The Invigilator needs knowledge of relevant procedures or practices particularly relating to regulations set by the examination boards.  A good knowledge of spelling, grammar and punctuation is desirable.

	Mental Skills
	1
	The jobholder is regularly faced with problems or situations which he/she must resolve personally, the nature of which are normally immediately clear, and which can virtually always be resolved by applying existing rules and procedures.

	Interpersonal Skills
	3
	The jobholder has direct contact with pupils in welfare situations and on occasion advisory and guidance skills will be required. There is a requirement to be able to exchange complicated and/or sensitive information to the pupils/students.

	Physical Skills
	1
	The job does not require any particular physical skills

	Initiative and Independence
	2
	There are recognised, laid-down procedures covering all the main activities, tasks and duties of this job and the jobholder will normally work from instructions that define how all the task(s) are to be carried out.  These instructions define the task(s) in detail but, if an unusual situation arises, the jobholder is expected to use his/her initiative.

	Physical Demands
	3
	The Invigilator is required to stand or walk for over 80% of their working day or shift and to use a considerable level of effort to lift/carry for up to 10% of their working day.

	Mental Demands
	3
	General mental attention is required to ensure that the tasks and duties of this job are carried out correctly.  Concentrated sensory attention for up to three hours at any one time is required as pupils are constantly observed during the exam.

	Emotional Demands
	2
	This job involves direct personal contact with pupils/students whose behaviour could cause the jobholder emotional stress or upset.  This is a permanent feature of the job.


	Responsibility for People
	2
	The jobholder has a direct impact on the well being of the pupils/students through their service as an Invigilator.  

	Responsibility for Supervision
	1
	The Invigilator is not required to supervise or manage any employees or other people in an equivalent position.

	Responsibility for Financial Resources
	1
	The jobholder has no direct responsibility for, nor related to, any financial resources.

	Responsibility for Physical Resources
	1
	The Invigilator’s main responsibility for physical resources is that of examination papers ensuring correct papers are distributed, collected and counted.

	Working Conditions
	1
	Serious verbal abuse, aggression or other anti-social behaviour from members of the public is an unavoidable feature of this job and normally occurs no more than once a week.
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