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JOB DESCRIPTION
JOB ROLE:

Examinations Assistant
RESPONSIBLE TO:
Examinations Officer
JOB PURPOSE:
To act as an invigilator, reader and scribe for pupils who require assistance during examinations
This is part time, term time only role based around the annual cycle of examinations (both mock and final).

Specific responsibilities may include the following, although this will depend upon the experience and aptitude of the candidate
Duties and Responsibilities:

Invigilator

· Ensure all candidates have an equal opportunity to demonstrate their abilities

· to ensure that examinations are conducted according to the Examining Boards’ instructions

· Ensure the security of the examinations before, during and after the examinations

· Prevent possible candidate malpractice

· Prevent possible administrative failures

· Assist with setting up of exam room
· Hand out the correct examination paper and any necessary stationery
· Supervise candidates at all times in a quiet and unobtrusive manner
· Be vigilant for cases of malpractice and accurately report such incidents to the Examinations Officer immediately
· Distribute any additional paper as require
· Supervise any candidate leaving the exam room during an examination.
Reader

· To read accurately 

· To only read the instructions of the question paper(s) and questions, and not explain or clarify

· To only repeat the instructions of the question paper or questions when specifically asked to do so by the candidate

· To only read the instructions/rubric of a paper testing reading and not read individual questions or text

· To abide by the regulations since failure to do so could lead to the disqualification of the candidate

· To not advise the candidate regarding which questions to do, when to move on to the next question, nor the order in which questions should be answered

· To not decode symbols and unit abbreviations (e.g.2² should not be read as two squared, but the function simply pointed to by the reader since part of the assessment is recognising what the superscript 2 means. Similarly, if the symbol > is printed, it should not be read as ‘greater than’ but simply pointed to by the reader) 

· To enable a visually impaired candidate to identify diagrams, graphs and tables but must not give factual information nor offer any suggestions, other than that information which would be available on the paper for sighted candidates

· To may read numbers printed in figures as words (e.g. 252 would be read as two hundred and fifty two, but when reading the number it should also be pointed to on the question paper). An exception would be when the question is asking for a number to be written in words (e.g. write the number 3675 in words)

· To read back, when requested, what the candidate has written

· If requested, to give the spelling of a word which appears on the paper but otherwise spellings must not be given.

Scribe

· To write or type accurately, and at a reasonable speed, what the candidate has said, (except in an examination requiring word processing, where a scribe will not be permitted

· To draw or add to maps, diagrams and graphs strictly in accordance with the candidate’s instructions, unless the candidate is taking a design paper, in which case a scribe will only be permitted to assist with the written parts of the paper

· To abide by the regulations since failure to do so could lead to disqualification of the candidate 

· To write or word process a correction on a typescript or Braille sheet if requested to do so by the candidate

· To immediately refer any problems in communication during the examination to the invigilator

· To not give factual help to the candidate or indicate when the answer is complete

· To not advise the candidate on which questions to do, when to move on to the next question, or on the order in which questions should be answered

· At the candidate’s request, to read back what has been recorded.

____________
PERSON SPECIFICATION:

The ideal candidate will demonstrate:

· Reliability and punctuality.
· A flexible, well-organised approach to work.

· Accuracy and attention to detail.

· Ability to understand and execute predetermined instructions.

· Ability to work as part of a team or alone as necessary.

· Ability to communicate clearly and accurately with candidates and members of staff.

· Ability to keep calm under pressure or during unexpected circumstances.

At all times, the Examinations Assistant will work within the School’s policies and procedures, ensuring compliance with the School’s Health and Safety policy, the Schools Child Protection procedures, the Health and Safety at Work Act and National Care Standards.
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