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	Attributes
	Essential
	Desirable

	Qualifications
	· 5 GCSEs or equivalent including Mathematics and English or equivalent


	· Experience of previous exam invigilation 

· Supervision of small groups 

	Competencies
	· Good organisational skills 
· A commitment to working in a school
· Flexible, motivated and committed 

· Good attendance, punctuality and time management
	· Willingness to participate in further training and development opportunities offered by the school.


	Key skills
	· Excellent communication skills, both oral and written – conveying information clearly and accurately
· Excellent interpersonal skills
· Be comfortable giving instructions to students to ensure examination procedures are adhered to and to maintain suitable examination conditions in a room.
· Willingness to see a job through to completion

· Ability to apply set procedures
· Judgement and decision making
	· Good negotiation skills and ability to balance and resolve conflicting requirements and demands


	Personal Qualities
	· Energy, enthusiasm and a sense of humour

· Ability to relate to students, colleagues

· Able to demonstrate initiative and adaptability to changing circumstances and new ideas 
· Professional approach

· Self-motivated and flexible 
· Committed to the ethos of the school
· Ability to build and maintain effective working relationships across the school
	

	Other Requirements
	· Prepared to be flexible and take on additional duties as and when required

· Ability to work flexible hours when required
· A commitment to the responsibility to safeguard and promote the welfare of all students
· A commitment to equal opportunities and awareness of diversity issues – working in a positive and non-discriminatory way
	


SELECTION CRITERIA
Applicants will need to demonstrate that they possess the personal aptitudes, abilities, skills, knowledge, experience, education and qualifications outlined in the person specification above.
