Treviglas Academy

JOB DESCRIPTION

Job Title:
Hours:

Responsible to:

Direct Supervisory Responsibility for:

Indirect Supervisory Responsibility for:

Important Functional Relationships:

Main Purpose of Job:

Exam Invigilator
Casual

Headteacher/Teacher responsible for
Examinations/Examinations Manager

None
None

Students, Headteacher, Teaching Staff, Support
Staff

The post holder will assist the examinations team in the correct running and supervision of
examinations including when necessary assisting with the preparation of examination rooms,
completion of examination paperwork, attendance registers, invigilation reports, collation of

examination documentation.

Main Duties and Responsibilities:

To ensure online trainingis completed on time and up to date ahead of exam seasons

To assist in the preparation of the examination room ensuring that it meets the JCQ
requirements.

To manage candidates’ assembly in the examinations’ room/hall in an orderly manner
ensuring pupils are seated appropriately.

To fully brief pupils to ensure that they are made fully aware of exam conditions
before the exam commences.

To ensure the correct identification and registration of candidates.

To be responsible for opening papers andauthorised materials and to distribute these
to candidatesin accordance with the examination rules and regulations.

To attend to late or unregistered candidates quickly and efficiently with minimum fuss
and disruptionandin accordance with the examinationrules and regulations.
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To notify candidates of exam start and finish times ensuring that efficient timekeeping
is maintained. Torecord all startand finish timesin accordance with the examination
rules and regulations.

To respond to queries regarding insufficient or incorrect paperwork in accordance
with examination rules and regulations.

To contact a named teacher/examinations managerin the event of candidates raising
concerns or difficulties in respect of an examination paper where a professional
judgement may be required.

To supervise candidatesin a quiet and unobtrusive manner.

To notify a named teacher/examinations manager of any disruptions that may occur.

To ensure that examinationis carried out strictly in accordance with the guidelines set
out by the Joint Examinations Board.

To supervise any candidates who may need to leave the room in accordance with the
exam regulations.

To ensure that exam conditionsare maintained until candidatesare dismissed.

To collect and collate examination scripts ensuring no documents are left unattended
at any time and are promptly packaged and or delivered to the exams officer/person
responsible for examinations.

To ensure thatthe room and desks are clear and in good order.

To have professional regard for the ethos, policies and practices of the school in which
you teach and Trust, and maintain high standards in your own attendance and
punctuality

Perform any reasonable duties as requested by the Headteacher/Executive
Headteacher

Be aware of, and adhere to, applicable rules, regulations, legislation, policies and
procedures within the school/Trust including health and safety and general data
protection regulations.

Maintain confidentiality of information acquired in the course of undertaking duties
for the school/Trust.



22. This role will be based at Treviglas Academy but you may be required to work at any
other premises occupied by the Trust or any of the employer’s academies within mid-
Cornwall asdirected by the employer.

23. Note: This job descriptionis not your contract of employment or any part of it. It has
been prepared only for the purpose of school/Trust organisation and may change
either as your contract changes or as the organisation of the school/Trustis changed.
Nothingwill be changed without consultation.



