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Job Description
Directorate/Division: Information and Planning Service/ Exams





 
Title of Job:
Invigilator 




Responsible to: Oliver Smith 
Key Purpose: To Invigilate exams 
Grade: N/A (£12.16 per hour – inclusive of holiday pay) 
Location: PGC and Willesden 
	MAIN DUTIES AND RESPONSIBILITIES 



1 To support the Invigilator Coordinator/Examinations Team with the day-to-day operation of examination venues. This may include (but is not limited to):
2 Assisting with setting up examination venues by laying out stationery, equipment and examination papers in accordance with the outlined procedures;
3 Assisting candidates prior to the start of examinations by directing them to their seats and advising them about possessions permitted in examination venues;
4 Offering advice and guidance to unregistered candidates without allocated seats;
5 Ensuring that candidates do not talk once inside the examination venue;
6 Invigilating during examinations, dealing with queries raised by candidates and dealing with examination irregularities in accordance with strict procedures;
7 Checking attendance during examinations;
8 Recording details early leavers and collecting their scripts;
9 Escorting candidates from the examination venue during the examinations as required, and supervising candidates whilst outside the examination venue;

10 Collecting and collating scripts at the end of the examination in accordance with strict procedures;

11 Assisting with the preparation of script envelopes;

12 Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment or stationery from the venue without authorisation and ensuring that candidates leave venues in an orderly and quiet manner.
Additional essential responsibilities:

1.
Packing of examination papers, stationery and equipment prior to the examinations and the delivery to and from venues as appropriate;
2.
Preparation of seating plans;
3.
Delivering scripts to departmental and school offices.
Special Conditions

1.
The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues

2.
The post holder will not be contracted to work for a defined number of hours per week. 
3.
This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.

This job description is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder. 

	Person Specification - xxxx
Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	GCSE Math’s and English 
	
	(

	1.2
	A Levels 
	
	(

	1.3
	Degree
	
	(

	2
	Experience/Knowledge
	
	

	2.1
	Experience of working or studying in a educational environment. 
	
	(

	
	
	
	

	3
	Skills/Abilities
	
	

	3.1
	An understanding of examination processes 
	
	(

	3.2
	Effective oral/written communication skills
	(
	

	3.3
	Good numeracy skills 
	(
	

	3.5
	Good organisational and administrative skills
	(
	

	4
	Qualities/Genuine Occupational Requirements
	
	

	4.1
	Accuracy and attention to detail. 

	(
	

	4.2
	Flexible approach to work. 
	(
	

	4.3
	Ability to relate to academic staff and students. 

	(
	

	4.4
	Ability to work under pressure and to tight deadlines. 
	(
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