ROLE DESCRIPTION	 

Post:					Invigilator

Grade and Salary Range:		£13.65 per hour

Full time/Pro-rata:			Casual

Fixed term/Permanent:		Permanent

Manager				Exams Officer 

Directorate:	Strategic Development

Leadership Team Manager:	Assistant Principal - Marketing, Projects and Student Admin
					
Location:	Will be required to work at any of the College Centres,

Hours of Work:	Casual basis, worked in accordance with service requirements which may include evening and Saturday attendance.

Purpose and Objectives of Role:	To ensure the correct conduct of external examinations in accordance with JCQ regulations and procedures issued by the Exams Officer. 	 
Further Education is continually developing and 
the rate of change is unlikely to slow down. You must therefore be flexible to take on changing responsibilities.


Specific duties of the role:

1. To carry out invigilation within all college centres.

2. To arrive at least 30 minutes before the start of an examination and remain after the end of the examination.

3. To organise the examination room, by checking and ensuring that the room is equipped with clock(s), notices etc. 

4. To admit students to the examination room in a controlled manner and help them to be seated in the correct places.

5. To ensure that any unauthorised materials brought into the examination room by candidates are placed out of reach of candidates before the examination commences.

6. To inform candidates, that they are subject to the regulations of the examination and to outline those regulations.

7. To announce clearly to the candidates when they may begin their exam.

8. To allow candidates any access arrangements to which they area entitled to, e.g. extra time, supervised rest breaks etc.

9. To verify the identification of the candidates sitting the examination and to complete attendance lists and seating plans.

10. To actively invigilate the examinations in accordance with JCQ regulations and College guidelines and to ensure that any cases of malpractice are reported to the Senior Invigilator.  Invigilators should not carry out any other duties during the examination.

11. To supervise reader/scribe when invigilating an access arrangement exam.
12. To provide assistance to candidates within the rules and regulations of the examination.

13. To report any discrepancies or other issues to the Senior Invigilator.

14. To be able to understand and deliver the different software applications for online examinations.

15. To undertake training (eg. Safeguarding, Cyber-Awareness, Equality & Diversity, etc.) in a timely fashion as requested by the College.

16. To act at all times in accordance with the Bury College Values.

17. To keep abreast of any software updates and changes in procedures of all online examination packages.

18. Provide administrative support in the Exams Team as and when required.

19. To maintain confidentiality in all matters relating to examinations at the College.
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ROLE RESPONSIBILITIES
	   
	
	Job evaluation Reference (for
Office use only)

	Operations/ Decision Making
	
	

	
Resources
a)  Responsibility for Equipment/Materials/Health &    
     Safety/Accommodation

	
	

	· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.
· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.
	
	


	
	
	

	Contacts and Relationships

a) Internal 
	
	

	
· All College staff and students

	
	

	b) External
	
	

	
· Suppliers
·  Ensure commitment to customer care at all times.
	
	



	Information/Co-ordination

	
	

	· Maintain confidentiality
· Ensure compliance with GDRP and Data Protection Act 2018.
	
	


	· Ensure compliance with Computer Misuse Act 1990.

	
	

	Self and Professional Development
	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity
	
	

	· Meet quality standards set in the Service area.
· Ensure compliance with the Disability Discrimination Act 1995

	
	


















	

PERSON SPECIFICATION
	
	 
 
   Method of

	
	
	   Assessment

	
	
	

	INVIGILATOR
	
	

	
	
	

	
	
	

	QUALIFICATIONS
	
	Application form

	
	
	

	· A good general standard of education including Maths and English Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential
	
	

	· A Level 1/2 IT qualification is desirable
	
	

	 
	
	

	EXPERIENCE
	
	Application Form/Interview

	· Work experience is essential
· 12 months clerical/administrative experience is desirable
· Experience of working in an educational establishment is desirable.
	
	

	
	
	

	
	
	

	
	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Interview/

	
	
	References

	· Ability to maintain confidentiality.
	
	

	· Ability to pay close attention to detail and stay alert during long periods of time.
· Ability to work independently and as part of a team.
· Excellent communication skills.
· Computer literate.
	
	

	· An understanding of ‘safeguarding’ and its importance within the College, together with a commitment to creating a safe learning/working environment
	
	

	
	
	

	PERSONAL QUALITIES
	
	Interview/

	
	
	References

	· A flexible approach to working is essential.
	
	

	· A committed and enthusiastic approach to working is essential.
	
	

	
	
	





Our Vision, Mission, Values and Priorities


Our Vision
Positive Futures: Skills for Jobs, Skills for Life 


Our Mission 
Serving the community through education and training 


Our Values 
· Inclusive 
· Ambitious 
· Supportive 
· Responsive 
· Empowering 
· Collaborative


Our Strategic Priorities
Curriculum
Offer a rich, diverse, career-focussed curriculum that responds to the needs of our learners and employers. 

Teaching, Learning and Assessment
Continuously develop teaching, learning and assessment that enables our learners to achieve excellent outcomes: the skills and attitudes to excel in their future career. 

Human Resources
Attract, develop and retain the best staff to deliver excellence for our learners. 

Resources
Invest in our curriculum and enhance the learner experience and outcomes through effective and efficient use of resources. 

Partnerships and Reputation
Be the education and training provider of choice for the communities we serve.

