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Job Description
	For HRU use only
	Ref: DBS4264


	Directorate


	CYPL

	Section/Location


	Employment & Skills, Adult Learning Service

	Post Title


	Exam Invigilator

	Permanent/Temp


	Permanent

	Grade


	3

	Responsible to


	Business Support Coordinator

	Responsible for


	Invigilation of Exams for Adult Learning

	Job Purpose

	To ensure examinations are conducted according to JCQ instructions 


	Job Content

	· Be a reliable member of the Adult Learning Service Invigilation Team 

· Collection and return of exam papers to and from main centre

· Ensure room set up meets JCQ requirements

· Get candidates into the exam room in good time and in an appropriate manner adhering to seating plan

· Ensure all candidates have the correct papers

· Ensure the correct identification of all candidates

· Deal with extra candidates not on the register

· Ensure candidates are aware they are under exam conditions, retrieve mobile phones etc

· Read erratum notices

· Notify candidates of start and finishing times of exams

· Record start and finishing times

· Open and distribute papers and any other authorised materials to candidates

· Contact Exams Office when candidates raise concerns or problems with the paper that requires the professional judgement of a teacher

· Ensure late candidates are briefed, seated and allowed to partake in the exam with minimum fuss

· Supervise candidates in a quiet and unobtrusive manner

· Respond to queries in accordance with exam regulations

· Supervise candidates who many need to leave the room, in accordance with exam regulations

· Supervise ‘clash’ candidates between exams

· Distribute additional paper/equipment as required

· Ensure Adult Learning Service policy is adhered to

· Ensure time keeping is maintained

· Notify candidates that the exam has finished

· Ensure exam conditions are maintained until candidates are dismissed

· Collect scripts in attendance register order

· Check nothing has been left at desks/no graffiti has been made

· Ensure scripts are never unattended and are delivered to Exams Office

Please be advised that this position will require an enhanced check from the Disclosure & Barring Service



	Performance standards

	· Comply with Health and Safety requirements and report any concerns to your manager and site staff (where appropriate).
· Work within and promote North Tyneside Council’s policies and procedures at all times.
· Risk Management –ensure the safety of learners, volunteers and staff 
· Ensure learners views are fed back through the comments, complements and complaints process.
· Ensure own compliance with the requirements of mandatory training and continuing professional development.  



	Working conditions

	· Zero hour contract, paid on the submission of a monthly timesheet.

· Work at various centres within North Tyneside including evening work



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to use initiative, work on your own and part of a team

Be comfortable under pressure


	Knowledge of exam procedures

Previous exam invigilation experience


	Application & interview

	Qualifications and Training
	Good general education


	
	Application

	Disposition
	Reliable and punctual

To work varied hours, you will be expected to invigilate at various dates and times, including evenings and weekends, throughout the year 

Able to travel between venues

Accurate

Confident Communicator

Well organised

Motivated and enthusiastic

Firm but fair
	
	Application & interview

	Special Requirements
	Good health record

No adverse criminal record

Full driving licence and 

access to a car


	
	Interview
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