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	Job Title: Sessional Examination Invigilator
Reporting to: Senior Exams Co-ordinator
Base : The Roundhouse / Multi-Site

	Hours                               Sessional as and when required
Contract Type                 Sessional 
Salary                               £14.91 per hour  

	Job Purpose

To assist with the efficient organisation of the Invigilation of the College external examinations.


	Key Responsibilities
· To assist with the administration, invigilation, reading and scribing of external examinations of college examinations.

· To uphold the regulations of examinations set by awarding bodies and the JCQ.

· To attend training as and when required, keeping up to date with new procedures and regulations.

· To provide a professional customer service to both internal and external customers.

· To ensure that quality standards are set, monitored and reviewed within the section.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.

· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	Competencies
Essentials

· Organisational skills

· Interpersonal skills

· The ability to work with accuracy and attention to detail
· Flexible

Desirables

· Approachable

· Able to work under pressure
· Good knowledge of IT


	Knowledge
Essentials

· Awareness of the importance of good customer service
Desirable

•Experience of exam invigilation

	Qualifications
Essential
· Level 2 English
· Level 2 Maths
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