PEMBROKESHIRE COUNTY COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	Exams Invigilator 
	POST REF:  

	DEPARTMENT:
	Education 
	GRADE: Sessional 

	DIVISION:
	Schools
	

	RESPONSIBLE TO:
	Headteacher
	


            

	JOB PURPOSE
Examinations are amongst the most important and stressful events in the life of any learner so in order to help conduct the examinations calmly, efficiently and fairly and to make the process one in which the students can have confidence in, applications are invited from people who enjoy working with young people. 

Invigilators are required to ensure that examinations are carried out according to the rules set by the examination board and ensures that each candidate will sit the exam under the same conditions. 

PRINCIPAL RESPONSIBILITIES  

      May include:-   

· Supervising the students during the internal and external examination sessions

· Distributing question papers 

· Ensuring that the candidates’ bags and coats are left in the designated location and not next to or with the candidates

· Register candidates into their seats according to the seating plan 

· Confirm the identity of the candidates        

· Ensure all mobile phones are handed in before the exam starts 

· Read subject specific instructions and exam board notices to candidates 

· Collecting in the completed scripts at the end of the examination and prepare for posting 
· Ensure any candidate requesting to leave the room is accompanied 

· Responding to the needs of the students 

 
PERSON SPECIFICATION

The successful candidates will need to be 

· Reliable and punctual

· Assertive and fair

· Calm under pressure 

· Well presented with excellent communication skills, both written and verbal

· Available to work at short notice on occasions.




