
	Job Description

	Post title
	 Sessional Invigilator 

	JE Reference No
	E00156

	Grade
	Grade 4 

	Service
	Progression and Learning 

	Service Area
	Children & Young People’s Services

	Reporting to
	The post holder will report to Examinations & IV Coordinator

	Location
	Your normal place of work will be Crook Civic Centre , but you may be required to work at any Council workplace and community venue within County Durham.

	

	DBS
	This post is subject to an enhanced disclosure 

	Flexitime
	This post is not eligible for flexitime.

	Politically restricted
	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State.



	Description of role




To play an active part as a team member in providing examination, assessment, administrative and data support to learners, staff and service users. The postholder will primarily support the effective delivery of exams and assessments in line with awarding body and organisational requirements, while ensuring accurate record keeping and a high standard of customer service. 

	Duties and responsibilities



Listed below are the responsibilities this role will be primarily responsible for:

Examinations and Assessment Support
· Prepare and set up examination and assessment rooms in accordance with JCQ and organisational regulations.
· Check, distribute, collect and securely handle examination papers and assessment materials.
· Supervise learners during written, online and practical assessments, maintaining examination conditions at all times.
· Complete attendance registers and ensure accurate and timely record keeping.
· Report any irregularities, incidents or safeguarding concerns in line with organisational procedures.
· Support learners with approved access arrangements such as readers, scribes, prompts and rest breaks.
· Assist with examination clashes, controlled assessments and on-screen tests as required.
· Collect exam papers early morning, transport securely to examination site and return to office after exam is completed. 
· Driving and access to own transport is required as there will be extensive travel between sites during the working day. 
Administrative Duties
· Photocopy, scan, file and prepare documents as required.
· Support enrolment, induction and learner-facing events.
Data Processing and Record Keeping
· Check data for errors, discrepancies or omissions and report issues promptly.
· Assist in the production of reports, registers and candidate lists.
· Maintain electronic and paper-based filing systems, ensuring information is stored, retrieved and supplied accurately.
· Ensure compliance with GDPR and data protection requirements at all times.
General
· Assist with special projects relevant to the post holder’s area of work as required.
· Work flexibly across sites and departments to meet service needs.

· The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and competence of the post, as directed by the manager.



	Organisational responsibilities



· Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

· Smarter working, transformation and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

· Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

· [bookmark: _Hlk26438203]Health, Safety and Wellbeing 
To take responsibility for health, safety and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

· Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
· Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

· Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.


	Person specification

	
	Essential
	Desirable

	
Qualifications
	
· 4 GCSEs (A-C grades including English Language and mathematics) 

	
· NVQ Business Administration Level 2 or 3, BTEC National, BTEC Higher or ICSA.


	
Experience
	
· Experience in administration, customer service or a similar role 
· Use of IT systems including email, databases and spreadsheets

	
· Familiarity with MIS systems
· Experience of exam invigilation or assessment support
· Experience working in FE, schools or adult learning settings

	
Skills & Knowledge
	· Accurate data entry and strong attention to detail
· Effective communication skills with adults and young people
· Ability to follow procedures and maintain confidentiality
· Ability to produce reports and registers
· Confidence dealing with unexpected situations
· Understanding of examination regulations
	


	
Personal Qualities
	· Professional and approachable manner
· Flexible and reliable
· Calm under pressure
· Commitment to safeguarding and equality
· Able to work independently and as part of a team
· Ability to follow procedures and maintain confidentiality

	





