
Job Description: Casual Examinations Invigilator

Location: Ark Putney Academy – Putney, London
Salary: £13.15 per hour
Contract: Casual  
Working pattern: No set contracted hours - Hours and days will vary according to the Academy’s exam timetable and as required. Availability may be required between the hours of 8am and 5pm, Monday to Friday.  Working days will vary between two to seven hours per day. 


The Role
We are seeking a responsible and exacting Examinations Invigilator to join us on a casual contract. The ideal candidate will have excellent communication skills, an attention to detail, abide by necessary examination regulations and the ability to use their own initiative.  Experience of working in a school environment and some knowledge of the ‘Instructions for the Conduct of Examinations’ produced annually by the JCQ (Joint Council for Qualifications) would be advantageous but not required. 

You will have:
· Strong attention to detail.
· The ability to follow regulations and processes.
· The ability to act on their own initiative.
· The ability to be firm but fair.
· Commitment to Ark’s ethos of high expectations and delivery
· The ability to work in a way that promotes the safety and wellbeing of students and students.

Qualification Criteria 
· Right to work in UK.
· A good standard of English and numeracy.

Experience 
· Experience of invigilating examinations desirable.
· Previous experience of working in a school environment would be beneficial.
· Some knowledge of the ‘Instructions for the Conduct of Examinations’ produced annually by the JCQ (Joint Council for Qualifications) would be beneficial.

Personal Characteristics
· Reliable and punctual.
· Polite, friendly and flexible approach to work.
· Ability to keep calm and maintain an air of authority.
· Understanding of the importance of confidentiality and discretion.
· Genuine passion for educational opportunities, optimistic view of students and a belief in the potential of every student.
· A helpful and positive nature and a calm and caring disposition.




Availability Required 
From 25 January 2027 for February exams 
May - June 2027 (Summer Public Exam season)
Training
Training in invigilation and examination regulations will be provided to successful candidates by the school week commencing 25 January 2027.
Other
· Committed to equality of opportunity and the safeguarding and welfare of all students
· Willing to undertake training
· This post is subject to an enhanced Disclosure and Barring Service check.


Ark is committed to safeguarding and promoting the welfare of children and young people in its academies. To meet this responsibility, its academies follow a rigorous selection process to discourage and screen out unsuitable applicants.  
Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link. 
This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent English is an essential requirement for the role.



