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Exam Invigilators ‘Pool’

Opportunities available at Suffolk New College, Ipswich and Suffolk New College on the Coast, Leiston

JOB DESCRIPTION

Funding & Performance Team
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ADVERTISEMENT
Exam Invigilators ‘Pool’

£9.28 per hour 

We are seeking Exam Invigilators who are able to work on an as and when required basis to cover exam sessions between the hours of 8.15am to 9:00pm.  Duties will include the supervision of on-line tests, the invigilation for external examinations and reading and writing for individual students.
We have opportunities available at our main site in Ipswich and our Suffolk New College on the Coast site in Leiston but you may also be required to work at any of other locations. 
A good standard of education, including a minimum of maths and English at Level 2 (grade C and above or equivalent) is essential along with general administrative and computing expertise, including familiarity with the internet.
We are proud to be an Ofsted rated ‘Good’ and continue to develop and improve in order to deliver an exceptional student experience to all our learners.

For further information, please visit our website at www.suffolk.ac.uk

Closing date:

Wednesday 11th December 2019 at 12 noon
We are currently advertising until December 2019, we would encourage you to submit an application as soon as possible as we will set up interviews accordingly as and when we have received sufficient interest.
This College is committed to safeguarding and promoting the welfare of young people and expects all staff to share this commitment. As part of our on-going commitment to Equality and Diversity, Suffolk New College guarantee to shortlist all applicants from a black or ethnic minority group who meet the essential criteria.  As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the essential criteria for the vacancy.   All appointments are subject to Disclosure & Barring Service (DBS) check.

JOB DESCRIPTION

EXAM INVIGILATORS ‘POOL’

Location:
We have opportunities available at our main site in Ipswich and our Suffolk New College on the Coast site in Leiston but you may also be required to work at any of other locations.
Salary:

£9.28 per hour (includes an enhancement for annual leave) 
Contract status:
Casual, as and when required
Hours of work:
Between 8.15am to 9pm.  It will be on a casual basis throughout the year according to the timetabling of Examinations.  Main examinations periods are January, May – mid July 

Facilities:
Various, discussed at interview stage
Staff Development:

On-the job training provided

Report to:

Student Data Team Leader 

JOB PURPOSE

‘The invigilator is the person in the examination room responsible for the conduct of a particular examination session in the presence of the candidates.  Invigilators must give their whole attention to the proper conduct of the examination.’  

(JCQ-Instructions for the Conduct of Examinations)

Under the direction of the Student Data Team Leader 

a) To provide invigilation duties for Examinations, undertaking duties 

associated with the set up and supervision of examinations including on-line and paper based testing,  as specified by the Awarding Bodies.

b) To assist the Student Data Team with additional duties when requested.

RESPONSIBILITIES AND DUTIES

1. To either take full responsibility or work as part of a team, under the direction of the Student Data Team Leader for written and on-line tested examinations within the Student Data Team ensuring that all examinations are undertaken in strict accordance with Awarding Body requirements.  Strict confidentially is required at all times.  Duties to include:

a)
checking that examination stationery and equipment is correct;

b)
checking the accommodation booked is suitable and the layout of the room is as specified by the Awarding Bodies, reporting any problems to the Student Data Team;

c)
ensuring that all notices are prominently displayed;

d) identification and supervision of candidates in the examination room as 

specified by the Awarding Bodies;

e) accurate time keeping  and completion of relevant documentation 

during the examination; requiring attention to detail
f) collation of scripts and safe delivery to the Corporate hub, ensuring  

complete confidentially of all papers;

g) acting as reader or amanuensis (scribe) to individual students as 

required;

h) download of on-line tests and invigilation for those candidates during 

on line test sessions.  Notification of results to the candidate;

           i)
setting up of laptops for candidates as required

i) other clerical duties as they arise.

2. 
To undertake training sessions in order to upgrade specific knowledge as detailed by the Awarding Bodies.

3. To comply with Data Protection and Health and Safety regulations and policy and implement these effectively throughout all aspects of the role.

4. To take a pro-active approach and responsibility for the well-being and safeguarding of all students.

5. Any other duties and training as may be required by management, which fall reasonably within the competence and level of job role.

This Job Description sets out the major duties associated with the stated purpose of the post.  It is assumed that other duties of a similar level/nature undertaken within the section are not excluded simply because they are not itemised.

The duties of the post could vary from time to time as a result of new legislation, changes in technology or policy changes.  In this case appropriate training may be given to enable the postholder to undertake this new/varied work.
PERSON SPECIFICATION

	
	Essential
	Desirable

	Education and Qualifications


	· A good standard of education including Literacy and Numeracy to Level 2 (GCSE C or 4 grade) 
· 
	· IT qualifications

	Knowledge and Experience


	· General administrative and computing expertise, including familiarity with the internet.

	· Experience of working in an academic environment.

· Experience of supervising large groups.

· Previous invigilator experience.


	Skills


	· The ability to work on own initiative or as part of a team.

· The ability to carry out all tasks efficiently and accurately.

· Excellent communication skills, in order to deal tactfully and sensitively with people at all levels.

· An assertive manner for use within the examination environment

· The ability to use computer systems and equipment.

· Ability to work with complete confidentiality.

· A flexible approach to job requirements.
· The ability to meet deadlines.
· Good IT skills.

	

	Qualities and Attributes


	· Self-driven and motivated

· Student focused approach

· Pro-active and solution focused

· Calm under pressure with a resilient approach

· Diplomacy, tact and integrity and with due regard for confidentiality
	

	Attitude


	· Embeds and promotes equality, diversity and respect through all aspects of the role

· Pro-active commitment towards safeguarding and promoting the welfare of young people
· Positive and can do attitude towards work

· Actively participates in continued professional development
· Flexible approach to meet changing needs 
· A willingness to undertake appropriate skills training.


	


*Please note you will be required to provide evidence of these qualifications at interview stage.

EQUALITY & DIVERSITY 

All applicants will be afforded equal opportunity of employment irrespective of gender, marital status, pregnancy or maternity leave, sexual orientation, transgender, disability, age, ethnicity, religion or belief.  As part of our on-going commitment to Equality and Diversity, Suffolk New College guarantee to shortlist all applicants from a black or ethnic minority group who meet the essential criteria and all applicants with a disability who meet the essential criteria. 

INFORMAL ENQUIRIES

For informal enquiries please contact Emma Sharp, Funding & Performance Manager, (01473) 382727 or email emmasharp@suffolk.ac.uk 
CRIMINAL CONVICTIONS

Suffolk New College is committed to the Code of Practice of the Disclosure and Barring Service and can make a copy of the Code available upon request.  Suffolk New College welcomes applications from a diverse range of candidates.  Unless the nature of the work demands it, applicants will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974.  Having an ‘unspent’ conviction will not necessarily bar applicants from employment.  This will depend on the circumstances and background to any offence(s).

Any post which involves direct contact with persons under the age of 18 or with vulnerable adults is exempt under the Rehabilitation of Offenders Act 1974 and applicants are required to disclose spent convictions.  Appointments will be subject to an enhanced Disclosure check by the Disclosure and Barring Service.

APPLICATION FORMS

Candidates should feel free to submit additional information in the form of a CV, but should note that we will not shortlist anyone who returns an application form that is incomplete.

Closing date:

Wednesday 11th December 2019 at 12 noon
We are currently advertising until December 2019, we would encourage you to submit an application as soon as possible as we will set up interviews accordingly as and when we have received sufficient interest.
Please send your completed application form to recruitment@suffolk.ac.uk 
Human Resources, Suffolk New College, Ipswich, IP4 1LT
