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Data Services 

Timely and accurate data is regularly provided to Senior Leaders and Governors. Our data service provides 

consolidated reporting to the Trust Board, provides templates to academies, which follow good practice and 

offers advice to support academies with their data queries. 

 

The Vacancy 
We are seeking to appoint casual Exam Invigilators to work with the 

existing teams in the Trust, running all internal and public examinations 

at the academies. 

 

No experience is necessary as full training will be provided. However, 

this role will suit individuals who have an interest in education or 

enthusiasm to work with young people. The successful candidate must 

possess good communicate skills and be able to work effectively in a 

calm and organised manner, both independently and as part of a team. 

In return we can offer: 

 

{ casual work to fit around your own availability 

{ a lively and vibrant working environment 

{ the opportunity to join a friendly and well supported team 

 

You will be required to work across any of the sites that comprise Archway Learning Trust in accordance with 

the needs of the Trust. 

 

 

Candidates should pay attention to the job description/person 

specification and explain within their application how they meet 

the criteria, whilst also describing what they will bring to the post 

from their own knowledge and experience.  

 

Applications 
For more information about Archway Learning Trust, please visit 

www.archwaytrust.co.uk . To apply for the role please download 

�Z��ZSupport Staff ���o]���]}v�&}�u[�(�}u��Z��Zs���v�]��[�����]}v�

on our website and submit to recruitment@bluecoat.uk.com clearly demonstrating your suitability for the 

role.  

 

Closing Date: 9am Monday 25th February 2019 

Interview Date: TBC 
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Vision & Ethos 
The vision statement of the Trust demonstrates its Christian ethos and faith foundation.  

 

The Trust believes in the transformational power of education for each individual and that this is enhanced 

through collaborative working between the academies. 

 

We believe:  

x That a Christian ethos underpins and informs all that we do  

x That the focus of the Trust is to promote collaboration between schools within a strategic locality in 

order to secure mutual improvement  

x That through managed collaboration between academies there will be increased and improved 

opportunities for the development of all staff, students/children, parents and community  

x /v� �Z�� ��À�o}�u�v�� }(� �� ��}��� �v����o�v���� �µ��]�µoµu� �Z��� �µ��}���� Ç}µvP���}�o�[������}v�o�

development and preparation for life  

x That the family of academies within the Trust, working together, will secure continuity and 

progression for all  

x That there should be high expectation for all children/students and young people whatever their 

circumstances or starting point and addressing disadvantage  

x That, through its structures and work, the Trust can create and support effective Governance for all 

members  

x dZ��U��Z�}µPZ��Z��d�µ��[��Á}�l����}���]��������u]��U��Æ����]����v�������]�Ç�Á]oo������À�o}�����}��Z���

they can be supported with their development needs and economies of scale achieved  

 

Safeguarding Children and Young People 
Archway Learning Trust is committed to safeguarding and promoting the welfare of children and young 

people. All staff and volunteers are therefore expected to behave in such a way that supports this 

commitment. Appointment to this post will be subject to the following satisfactory pre-employment checks: 

 

x Health 

x Identity 

x Relevant work qualifications 

x Right to work in the UK 

x Barred List Check (previously List 99) 

x Disclosure & Barring Service Check (for all staff and volunteers) 

x References 
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Job Description  

 

POST TITLE:   EXAM INVIGILATOR 

 

GRADE:   POINT 11 

 

RESPONSIBLE TO:  Examinations Officer 

 

Job Purpose 

x To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding 

body and academy specific instructions; 

x To commit to being available during each examination season. 

 

General Responsibilities 

x Support the overall Christian ethos of the Trust; 

x Demonstrate a commitment to safeguarding children; 

x Be aware of and comply with relevant policies and procedures, including those relating to child 

protection, health, safety and security, confidentiality and data protection, copyright etc reporting 

all concerns to line manager; 

x Be aware of and support difference and ensure equal opportunities for all; 

x Contribute to the overall aims of the Trust; 

x Develop own professional skills; 

x Work cooperatively as part of the examinations team to ensure an effective and good quality service 

provision to the Trust; 

x Undertake any other duties which may reasonably be regarded as within the nature of the duties and 

responsibilities/grade of the post as defined. 

  

Specific Responsibilities  

Before exams 

1. To report to the exams officer prior to each exam session; 

2. To keep exam papers and materials secure before, during and after exams; 

3. To admit candidates into exam rooms, ensuring exam board requirements on bags, water bottles 

and electrical equipment (e.g. Phones, music players) are adhered to; 

4. To identify, seat and instruct candidates in the conduct of their exams; 

5. To open, distribute the correct exam papers and materials to candidates in accordance with exam 

board regulations; 

6. To deal with candidate queries; 

 

During exams 

7. To supervise candidates at all times and be vigilant throughout exams, ensuring no candidate has 

forbidden items and removing any found; 

8. To report any suspected malpractice to senior invigilator or direct to exams officer; 

9. Work with other invigilators to ensure any candidates who may need to leave the exam room are 

escorted and remain supervised; 

10. To keep disruption to a minimum; 

11. To deal with emergencies or irregularities effectively; 

12. To record/report any disruption or irregularities; 

13. To complete attendance registers; 

14. To deal with candidate queries  
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After exams 

15. To collect exam scripts; 

16. To dismiss candidates from the exam room; 

17. To check that the names on the scripts match exactly the details on the attendance register in 

accordance with JCQ Instructions for Conducting Examinations; 

18. To securely return all exam scripts and exam materials, including unused papers, to the exams 

officer. 

 

General 

19. To maintain confidentiality of information acquired in the course of undertaking duties for the 

Trust; 

20. To attend training, refresher or review sessions as required; 

21. To undertake any other duties commensurate to the post, including exams-related administrative 

tasks. 

 

Staff Conduct 

We are professional people and expect professional conduct (behaviour and language) based on mutual 

respect, good manners, politeness and common courtesies for all members of our community - adults and 

students. 

 

Employees are in loco parentis and also expected to maintain a professional relationship with students. Staff 

will be fully supported by the school at all times in carrying out the behaviour policy.  

 

Dress Code 

At school we expect staff to wear professional, business not casual, clothes.     

  



Telephone: 0115 929 7445          Email: recruitment@bluecoat.uk.com 

       

Person Specification 

 

 Essential Desirable 

Education and Training 

Good literacy and numeracy skills *  

Clear commitment to continuous professional development to 

develop own skills and experience. 

*  

Knowledge 

Understanding of examination processes and invigilation 

requirements or a willingness to learn 

*  

IT literate *  

Knowledge of Joint Council for Qualifications (JCQ)  * 

 

Knowledge of school procedures or a willingness to learn *  

Experience 

Previous experience of working in an invigilation or similar role  * 

Previous experience of working within an educational 

establishment and an understanding of school life 

 * 

Professional Skills 

Clear and persuasive communication skills, including the ability 

to negotiate effectively. 

*  

Excellent organisational skills 

 

*  

Personal Qualities 

Availability to work during each main exam season t see exams 

calendar 

*  

Confident, enthusiastic, motivated and committed *  

Reliable and punctual *  

Flexible approach to work *  

Work on own initiative with the ability to seek support and 

assistance where appropriate. 

*  

Suitability to work with children 

Commitment to safeguarding and a satisfactory Enhanced DBS 

Check 

*  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Telephone: 0115 929 7445          Email: recruitment@bluecoat.uk.com 

       

 

 

 

 


