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                                                                                Job Description

Exam Invigilator

This post is paid hourly: NJC SCP Point 11 £8.19 per hour

Hours per week: 

As and when required.  

Full/Part time:


Exam Periods during Term Time 

Agreed start/finish times:
Between the hours of 8.00-5.30 Mon-Fri


To be agreed with Claire Perks on an individual basis 

Location: 


St Martin’s School
Line Manager:


Claire Perks

General aim

· To ensure that all students are provided with a calm environment for their exams.

· To provide an ‘equal playing field’ for all candidates for each exam.

Specific Responsibilities

· Make sure the right candidates are in the right seats.

· Fill out the attendance register for each exam.

· Give out instructions and start/finish times.

· Ensure candidates are provided with the correct materials for each exam.

· Continually monitor the candidates to prevent unfair practice.

· Assist candidates with any queries they may have.

· Alert Claire Perks of any candidate malpractice. 

General Responsibilities:

· To be aware of and respond appropriately to any health and safety issues, including fire alarm & fire drills.  

· To work as part of a team and respond to colleagues in a positive and supportive manner.

Attendance and Time-keeping

· To attend work regularly and notify the school if unable to do so.

· To always arrive for work on time.

INVESTOR IN PEOPLE








[image: image2.png]=8| x|

> Investors in People - What is
Investors in People?

> Investor in People
> Pearson ple - Investor
relations

> Brian Wilson Conaratulates Ten
Skye and Lochalsh Businesses

> BankWest - Bank of Western
Australia Ltd

> Middlesex University >
Investor in People

> About Investor in People

> Investor in People -
University of Wallongona
Library.

> Tanaible Results - Investor In
People award Photo

> English lanquage school News
Investor in People Award

> Investor in People

> PwC: Jsle of Man: Investor in
People

> Centralis - Investor in People

Google

Next >

@ 2001/2002 BTLooksmart Lt
Al ights resarued,

Fle Edt Viw Favoites Toos Help ‘ O
N ) W G s E . =
Back | fwad | Sop  Feeh  Home | Seach Favoes Mads  Hioy | Wal P Edt  Diuss Messenge
Address [] bt/ /. blirtemet. com/ " crakegroup/diake2/investar_in_people.him =] Pto |Liks>
Seatch x From Isf to right, David Morgan of ELWA,
CE New @)1= - | Customige Harty Drake and Helen Thurstans of
> Investors in People - DrakeAV

S

N

Speaking yesterday Managing Direct

\'; \‘0‘ Harry Drake welcomed the Award. Hi

Y "I am delighted to be able to announc

\ /

N, Drake AY Video has been awarded

A\ A accraditation s an Investor in Peopls
> % is the fruit of a great deal of work by

staff over the last eighteen moriths.

INVESTOR IN PEOPLE

"Recogiion as an Investor In People
indicates that we attach prioity to st
training and development and have
structures in place for effective defive
The award is the benchrmark for good
practice in business and government
am delighted that when we, as Audi
Visual promoters, preach the importe
of training and cornmunication, we ca
50 in the confidence that we belong 1
institution that takes training for its o
staff seriously and is delivering in
practice.”

Contact Investars in People
Contact Helen Thurstans at Drake AV

Contact ELWA
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