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Seaham High School
Job Description

Job Title:


Examination Invigilator
Grade:


Scale 1 – Point 3, £9.36per hour
Working Hours:

As and when required - between the hours of  
                                             8.30am - 4.00pm

Responsible to:
Exams Officer/ Assistant Head Teacher with responsibility for exams
PURPOSE OF JOB

· Responsible for providing an efficient and effective exam invigilation support service to the school examination section and ensure the integrity of its examinations
 MAIN DUTIES
· Responsible for the supervision of students during examination periods including the reception and seating of students within the exam environment
· Responsible for confidential documentation and information relating to students
· Responsible for ensuring the security and integrity of examination papers/scripts, equipment and stationery before, during and after examinations
· Assist with the preparation of the examination room, ensuring that awarding body requirements are met
· Ensure all scripts and examination stationery are collected and checked at the end of the examination
· Return scripts and associated documentation and equipment to the Examinations Officer or other delegated officer
· Responsible for all health and safety issues including how to deal with emergencies in examination conditions, including evacuation from the building
· To attend any training courses relevant to the post, ensuring continuing personal and professional development

· Role requires working with a team and the ability to work one to one if covering access arrangements
· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude
· The post holder may undertake any other duties that are commensurate with the post
· Responsibility for following all instructions on seating and room plans
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