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JOB DESCRIPTION

Job Title:
Examinations Invigilator

Job Purpose:

To assist and support the Exams Officer in the correct running of examinations in the College. 

Main duties and responsibilities:

· To assist in preparing the room, such as laying out any papers or documents required. 

· To admit candidates to the room in a quiet and orderly way. 

· To assist with conducting the exam according to the Examination Board's regulations. 

· To assist with the registering of candidates present in the room. 

· To be constantly vigilant when the exam is running and not do other tasks during this time. 

· To report to the Exams Office at least 15 minutes before the start of an examination session. 

· To work as part of a team of invigilators. 

· To support candidates, by carrying out the above duties and following the attached instructions, at what can be a stressful time for them.
· To partake in any relevant training as required and follow all College policies and procedures. 

· To be committed to the safeguarding and welfare of young people. 

· Other related duties as may be required from time to time. 
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NY Band 4 (points 9-13); £7.04 per hour in the first instance 


Invigilators are required to supervise and assist with examinations at the College, both during the summer and at other times of the year if available. The team invigilates examinations at GCSE and Advanced level, and invigilators must be available in January and from the beginning of May until the end of June. The post requires responsible, calm and well-organised individuals.





Please telephone the College for further information and application form or access our website: www.whitbycc.co.uk/jobs.htm





NB: All College posts are subject to Criminal Records Bureau checks as a safeguard for the welfare of young people. 
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