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Role Description
Job Title:
Exam Invigilator
Reports to:
The Assistant Exams Officer
Job context

Uppingham School, founded in 1584, is a leading co-educational independent boarding school which runs 24/7 in term-time.  It has a strong academic profile and excellent pastoral care with an international reputation, and state-of-the-art science, sports and music facilities.  Its 830 pupils, aged 13-18, are accommodated in 15 boarding houses, taught by over 20 academic departments, and participate in numerous extra-curricular activities such as sports, music, and drama.  The academic programme is supported by business units responsible for marketing, estates, finance, HR, IT, operations (catering, cleaning, and procurement), health and safety, and the school’s trading subsidiary.  

Job purpose

Exam Invigilators assist the Exams Officer, Assistant Exams Officer and Senior Exam Invigilators in maintaining the security and smooth running of the exam rooms in accordance with external awarding body requirements.
About the person

You will show professionalism, adaptability, and a commitment to maintaining the integrity of academic assessments. No prior experience is necessary as full training will be provided although prior experience of invigilation or work within a school environment would be advantageous. If you are patient, calm and diplomatic with your approach to work and confidentiality, we welcome your application.
Your accountabilities
1. To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body and Uppingham School instructions. 

2. To play a key role in upholding the integrity of the examination/assessment process. 


Before exams

· To report to and be briefed by the Exams Officer prior to each exam session

· To keep confidential exam papers and materials secure before, during and after exams

· To ensure exam rooms are set out according to the instructions of the Exams Officer

· To admit candidates into exam rooms

· To identify, seat, and instruct candidates in the conduct of their exams

· To distribute the correct exam papers and materials to candidates

· To deal with candidate queries

During exams

· To supervise and observe candidates at all times and be vigilant throughout exams

· To keep disruption in exam rooms to a minimum

· To deal with emergencies or irregularities effectively

· To record/report any incidents, disruption or irregularities

· To deal with candidate questions according to the regulations 

After exams

· To instruct candidates in finishing their exams and to collect exam scripts

· To dismiss candidates from the exam room

· To securely return all exam scripts and exam materials to the Exams Officer

Other

· To attend training, update or review sessions as required

· To undertake, where required and where able, other duties requested by the Exams officer, for example:

· supervision of clash candidates between exam sessions

· facilitating access arrangements for candidates, for example as a reader, scribe etc. (full training will be provided)

· other exams-related administrative tasks

Qualifications, skills and experience, personal qualities required
Skills and experience

· Good oral and written communication skills.
· Previous experience of working in an invigilation role (desirable)

· Previous experience of working in education and/or administration (desirable)

· Previous experience of working with young people (desirable)

Personal qualities

· Good timekeeping and organisational skills.

· Flexible approach to working hours.

· Patient and unflappable.

· Calm and diplomatic. 

· Good attention to detail.

· Good interpersonal skills.

· Professional approach to work and confidentiality. 

· Able to sustain prolonged periods of standing and walking. 

· Ability to deal with staff and pupils in a polite manner.

· Ability to work in a way that promotes safety and wellbeing of children and young people.

Terms and conditions

Working hours
The working hours will be variable in accordance with the exam timetable. The exams are held throughout the year, with the period between mid-April until the end of June (not including half-term) being a peak time in our calendar. There may be occasional hours available on the weekends in order to meet the requirements of the department.

The role is offered on a Zero Hours contract basis. There will be periods throughout the year where there is no requirement for work to be carried out, in which case hours will be reduced to zero. The School does not guarantee to provide you with a minimum or maximum number of working hours in any period.

Salary


£11.10 per hour.

Benefits

Holidays
You will not normally be required to work during the designated School holidays.  Statutory holiday will be paid monthly.  

Benefits
50% contribution to premiums for School’s private health scheme


Free membership of dual-use Sports Centre (£25 annual administration fee)


Free staff lunches in term-time


School fee discount for children of staff

Retail and restaurant discounts, via Westfield Benefits
Cycle to work scheme

Free annual ‘flu jabs 

Death in Service cover with a lump sum two times annual salary

Westfield health care package

Safeguarding

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and ensure compliance with the School’s Safeguarding (Child Protection) Policy at all times.  If in the course of carrying out the duties of the post the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the School s/he must report any concerns to the School’s Designated Safeguarding Lead or to the Headmaster.

Note

This Role Definition is not an exhaustive list of what may be expected of you in the role.  It is non-contractual and may be amended by the School from time to time.
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