[image: image1.jpg]SHM{






Dormers Wells High School
Person Specification
Post Held:  Exam Invigilator
Salary Scale: TBC
	
	Essential
	Desirable
	How Selected from

A = Application Form

B = Reference

C = Interview

	Education & Qualifications
	A sound educational background is required, including GCSE (or equivalent) English and Maths A* - C


	
	A

B

	Professional Experience, training and knowledge
	To have experience as an Exam Invigilator.
To have experience of working with students


	
	A
B

C

	Professional Skills
	To be able to communicate effectively and accurately both orally and in writing to students, parents / carers and other visitors / callers to the school

To be welcoming and able to present the school community positively

To be hard working, determined, emotionally resilient, flexible, able to work under pressure and able to prioritise

To be able to work as part of a team and independently demonstrating good time management

To be well organised, a self-starter and able to manage time well

To be calm yet assertive and to be able to deal with conflict with equanimity

To be confident with students, staff and other members of the school community
To be reliable, honest, trustworthy, discrete, and capable of handling confidential information and maintaining confidentiality

To have a strong commitment to the ethos and expectations of the school, equal opportunities for all members of the school community and the ability to communicate this effectively to students and their parents

To be committed to following appropriate safeguarding practice to protect children and vulnerable adults

	
	A
B
C

	Physical and Personal
	To have excellent attendance and punctuality
To be well presented

To be self-motivated

Initiative


	
	A 

B

C


To Whom Responsible:  Exams Officer
Please note that appointment is subject to an enhanced disclosure from the DBS.
[image: image1.jpg]