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JOB DESCRIPTION

	Salary / Grade range
	Casual hours during exam season

£12.21 per hour




Main purpose of the job

· To oversee and supervise examinations and to ensure that guidelines and regulations for the integrity and security of the examination papers and procedures are followed during examination sessions.

Main Responsibilities:
 • Assist in the setting up of examination rooms. 
• Ensure all candidates receive appropriate examination question papers and answer papers.
 • Be aware of any needs that candidates may have during an examination. 
• Ensure answer scripts are collected in candidate number order and are supervised as required until they are delivered to the exam’s office. 
• Ensure candidates obey the regulations of an examination room as laid out in the examination guidelines.
 • Maintain security and confidentiality. 
• Record attendance on the official examination registers. 
• Ensure no inappropriate items are brought into the examination hall, such as personal stereos, revision notes or other paperwork unless told otherwise. 
• Ensure all candidates are aware of the pre-exam start information and of any erratum notice that may affect them. 
• Ensure there is no talking or disruption for the candidates once an examination has begun. 
•Ensure that all candidates are seated before opening the question papers.

 
• Ensure that invigilators do not help candidates in any way with the question paper. 
• Sign the centre’s confidentiality declaration. 
• Take responsibility for promoting and safeguarding the welfare of students in the Department and in school. 
• Assist in other activities as may reasonably be requested by the centre from time to time


Equal opportunities Policy

Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the school will include the following:

· to play a positive role in the spiritual life of the school community;
· to maintain a high standard of discipline, appearance, punctuality and commitment in all students;
· to promote parental and community involvement in the life and work of the school. 

All job descriptions are subject to modification as the needs of the school change and/or circumstances demand.  Following consultation between the Headteacher and the member of staff concerned, reasonable changes may be made.

This job description should be read in conjunction with the statutory conditions of the latest School Green book for support staff Pay and Conditions Document.








	Personal Specification 

	
	Essential
	Desirable 

	Qualification and CPD

	· Excellent written/verbal communication 
	/
	

	· GCSE in Maths and English  
	
	/

	· High level administration experience 
	/
	

	Experience, Knowledge and Skills


	Supportive of the Catholic ethos and values of the school 
	/
	

	Excellent interpersonal skills 
	/
	

	Strong organisational skills and prioritising
	/
	

	Flexible approach to working
	/
	

	Qualities to be a positive role model
	/
	

	Confident and able to accept challenge in a professional manner
	/
	

	Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation to the position. (e.g. GDPR)
	/
	

	Ability to maintain confidentiality. 

	/
	

	Experience of working with outside agencies 
	
	/

	Knowledge of Safeguarding Policies and Procedures 
	
	/

	Experience in setting and working towards targets and deadlines 

	/
	

	A good working knowledge of office management systems such as Microsoft Word/Excel/Outlook/MS Teams

	/
	

	Excellent health and attendance records
	/
	

	Ability to work effectively in a team
	/
	

	Excellent professional conduct
	/
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