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Overview of School Exam roles
The job descriptions in this section include an Exam Invigilator role at Grade C and an Exams Officer post at Grade G. The job titles can be changed as the school wishes. The job descriptions provided should be used as templates which you can amend to describe the specific role operating within your school. You may wish to add or remove duties as appropriate. However please note that if the duties added or removed are significant then the grade given may not be appropriate and should be checked with NYES HR (NYES.HR@northyorks.gov.uk).
The table below provides a brief indication of the sorts of responsibilities required for each grade as a bare minimum, further examples are included in the job descriptions.

	Grade
	Description

	C
	Exam Invigilator 

Works within the examination rooms to ensure the fair and proper conduct of examinations/tests according to the schools and examinations board’s rules.  Creates an environment that enables pupils to perform at their best and deals with employee’s requests and queries during the exam. Ensures accurate records of attendance and absence are kept and ensures the accurate timing of the exams. Deals with issues that arise and applies discipline procedures where necessary 
Click here to go straight to the Exam Invigilator Job Description 



	G
	Exams Officer 
Post has a lead role in coordinating the arrangements for internal and external examinations, development of exam timetables and coordination of exam invigilators. A the lead on exams it is vital that they keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies. Other responsibilities include:
· Creates effective information systems for the recording, analysing and presentation of exams and results

· Manages the examination budget (up to a maximum of £100K) 

· Liaise with examination boards to ensure that accurate administration of all examinations, including ensuring compliance with examination board’s rules, coursework requirements. May also undertake exam invigilation duties
· Provides advice and disseminates examination information to staff, pupils and parents/carers, including exam and invigilation timetables, guidelines and querying results

· Complete examination entries and store all exams paperwork securely and send completed examination papers to examination boards by deadlines

· Makes preparations for examinations, including setting up the room, attendance registers, storing papers securely, providing and checking seating plans and stationery. Organise appropriate arrangements for the support of candidates with special examination requirements 

· Deal with issues relating to appeals, remarking and other administrative issues
Click here to go straight to the Exams Officer Job Description 





Children & Young People’s Service
(School Name)
JOB DESCRIPTION

	POST: Exam Invigilator 
	

	GRADE:
Grade C
	

	RESPONSIBLE TO:  Examinations Officer
	

	STAFF MANAGED: None
	

	POST REF:
	
	JOB FAMILY:
	2

	JOB PURPOSE:
	To ensure the fair and proper conduct of examinations/tests according to the schools and examinations boards rules, in an environment that enables pupils to perform at their best. 


	JOB CONTEXT:
	All schools are required to run examinations and tests in accordance with an examination board’s rules and regulations and this role contributes to ensuring that pupils are aware of and comply with these rules, dealing with issues as they arise.   
This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.

An ability to fulfil all spoken aspects of the role with confidence through the medium of English.


	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Supervise the candidate’s entry into the examination venue

· Ensure correct identification of all candidates

· Invigilate the examination/test
· Respond to pupil requests during the examination

· Ensure no unauthorised material is consulted

· Escort candidates from the location during the examination, such as toilet breaks 

· Deal with issues as they arise, e.g. candidates arriving late, illness of a candidate, malpractice, health & safety emergencies


	Communications 


	· Communicate examination procedures and conditions to pupils clearly and oversee behaviour 
· Apply discipline procedures where appropriate if candidates are not obeying the examination procedures/conditions  

· Notify candidates of the start and finish times of the examination



	Resource management 
	· Assist in the setting up of the examination venue, laying out of equipment and papers in accordance with procedures 

· Distribute additional paper and equipment  as required  
· Collect examinations papers from the candidates at the end of the examination

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.


	Systems and Information 


	· Ensure the candidate attendance and absence records are completed accurately 

	Planning and Organising 

	· Ensure the accurate timing of the examination

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	January 2015


PERSON SPECIFICATION

JOB TITLE: Exam Invigilator  
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Basic understanding of exam rules and procedures
	· Knowledge of examination board rules and regulations 

· An understanding of examination processes

· Knowledge of school behavioural policies

	Experience


	· Experience of working in a school setting 

· Experience of invigilating examinations/tests

	Occupational Skills

· Good interpersonal and communication skills

· Accuracy and attention to detail

· Flexible

· Reliable and punctual

· Ability to work calmly under pressure 

· Ability to make decisions quickly 

· Observational skills 
	

	Qualifications

· Good general standard of education 

· Good literacy and numeracy skills 
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	

	Other Requirements

· Enhanced DBS clearance
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Exams Officer 
	

	GRADE:  Grade G
	

	RESPONSIBLE TO: Business Manager/ Exams and Data Manager
	

	STAFF MANAGED: Exam invigilators 
	

	POST REF:
	
	JOB FAMILY
	2

	JOB PURPOSE:
	The core focus of this job is to be responsible for the efficient and effective running of all internal and external examinations within for the school, including liaising with staff, pupils, invigilators and examination boards. 


	JOB CONTEXT:
	Required to ensure that the school complies with the examination board rules, ensuring exams are invigilated in a way that meets the exam board regulations and provide advice and guidance on the examination boards rules and regulations to staff and pupils 

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.

This role is office based within the school buildings
An ability to fulfil all spoken aspects of the role with confidence through the medium of English.


	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management 


	· Oversee all arrangements for all public examination entries 

· Responsible for the overall smooth running of internal and external examinations, ensuring that all administration and preparation is undertaken

· Complete examination entries and store securely and send completed examination papers to examination boards by deadlines

· Makes preparations for examinations, including setting up the room, attendance registers, storing papers securely, providing and checking seating plans and stationery. 

· Undertake exam invigilation duties 

· Organise appropriate arrangements for the support of candidates with special examination requirements 

· Deal with issues relating to appeals, remarking and other administrative issues 

	Communications 


	· Liaise with examination boards to ensure that accurate administration of all examinations, including ensuring compliance with examination boards rules, coursework requirements 

· Provides advice and disseminates examination information to staff, pupils and parents/carers, including exam and invigilation timetables, guidelines and querying results

· Liaises with staff/heads of departments regarding pupil examination entries 

	Resource management 


	· Manages the examination budget 

· Organises exam invigilators, including timetabling, allocation of work, training and ensuring up to date information is provided to them

· Responsible for the safe storage of the examinations papers, examination certificates and examination results

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.

	Systems and Information 


	· Provide data and analysis on examination entries and results, writing reports as appropriate 

· Creates effective information systems for the recording of exams and results

· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies. 

	Planning and Organising 

	· Lead role in coordinating the arrangements for internal examinations, development of exam timetables and coordination of exam invigilators

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.]

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	January 2015


PERSON SPECIFICATION

JOB TITLE: Exams Officer  
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Knowledge and understanding of awarding organisations and the regulatory framework for administering examinations

· Knowledge of invigilation procedures 


	

	Experience

· Experience of working in an administration role 

· Experience of supervising others 

· Experience of exam invigilation


	· Budget management experience



	Occupational Skills

· Analytical and report writing skills

· Good communication skills

· Supervisory skills 

· Ability to use initiative and make decisions 

· Organisational skills

· Confidentiality 

· ICT skills

· Ability to work accurately  and to deadlines 
	

	Qualifications

· Good standard of education to evidence good numeracy and literacy 

· Level 3 qualification in a relevant field e.g. administration
	

	Other Requirements

· Enhanced DBS clearance

· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Able to exercise discretion & judgement

· Flexibility
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

