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Job description for the post of: 
Invigilation Co-ordinator
Reporting to: 


Exams and Assessments Manager
Responsible for:   


Invigilators.
Grade: 



SO1; 3 days per week (Term time only)
Location:



Cross Campus
1. Job Purpose
The invigilation Co-ordinator is responsible for effectively and efficiently planning all invigilation requirements across the Group ensuring that a bank of invigilators are maintained throughout the academic year and that all have been sufficiently trained in line with the JCQ an awarding body regulations.
The Invigilation co-ordinator must regularly check the college examination timetable ensuring all examinations have the appropriate level of invigilation cover.

2. Key responsibilities
The main duties of the post are:

a) To recruit and maintain a bank of invigilators throughout the academic year.
b) Ensure all invigilators are trained in line with the JCQ and awarding body regulations.
c) Maintain effective invigilation training records, ready for any JCQ inspections.
d) With the support of the Exams and Assessments Manager create and maintain invigilation training package that can be used as part of the on boarding process.
e) With the support of the Exams and Assessments Manager be able to communicate confidently and effectively deliver invigilation training all staff across the group.

f) Responsible for monitoring the exams timetable to ensure all examination and assessments are invigilated.

g) Responsible for communicating invigilation requirements to the invigilation bank staff, ensuring invigilation details are added to the timetable and communicated to the wider team.
h) An excellent understanding of the JCQ and awarding body regulations.
i) Support the Exams team during the busy summer and winter exam series.
j) Communicate effectively with the wider exams team ensuring key invigilation information is shared across the group.
k) To work to a service level agreement which will enhance the service and to provide transparency to ensure the team are always putting the student first.
l) Manage own time effectively to ensure key tasks are undertaken and external key dates and deadlines are met.
m) Where needed in certain circumstances you may be required to act as an invigilator.

n) Support and promote an inspiring team environment with an open communication that demonstrates mutual trust and respect as well as giving the staff a sense of inclusion and belonging.
o) Keeping up to date with the requirements of the role, ensuring attendance at appropriate awarding body training opportunities and keeping up to date with the latest procedures and regulations for examinations and controlled assessments.
p) Carry out any other such duties as may reasonably be required by the Principal & Chief Executive.

4.
Person Specification

It is expected that the successful candidate will be able to demonstrate the following competencies and qualities.  These will be tested and assessed by application, selection test and a panel interview:

Qualifications

	The successful candidate should:
	Essential / Desirable
	Tested by*

	1. English and Maths at level 2 or above
	E
	A/I

	2. Have evidence of a commitment to continuing professional and personal development
	E
	A/I


Background & Experience

	The successful candidate should have:
	Essential / Desirable
	Tested by*

	3. Experience of working in an exams department in an FE environment
	D
	A/I



	4. Experience of working in a fast-paced administration environment
	D
	A/I

	5. Understanding of risk management
	D
	A/I

	6. Experience of external audits
	D
	A/I

	7. Experience of managing a team
	D
	A/I

	8. Ability to work autonomously and proactively with minimal supervision, effectively managing workload and priorities, referring to senior management by exception
	E
	A/I

	9. Results focussed with the ability to work effectively under pressure and to strict deadlines and attention to detail
	E
	A/I


Knowledge

	The successful candidate should have demonstrable knowledge or experience of:
	Essential / Desirable
	Tested by*

	1. Good knowledge of the examination regulations in FE/HE environment an understanding JCQ/awarding organisation rules and regulations

	D
	A/I

	2. High level of IT skills, for example, Excel, Word, Powerpoint.
	E


	A/I

	3. Excellence and accuracy in verbal and written communication skills and experience of working to deadlines

	E
	A/I

	4. Excellent organisational and time management skills 
	E
	A/I

	5. Project management skills
	E
	P/A/I


Key to test Methods: A = Application    I = interview     P = Practical test

This job description is a guide to the work you will initially be required to undertake. It may be changed from time to time to meet changing circumstances. It does not form part of your Contract of Employment.

