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[bookmark: _Toc1336722513]JOB DESCRIPTION
	Job Title:
	Remote Invigilator

	Responsible to:
	Remote Invigilation Manager




[bookmark: _Toc1514667991]JOB PURPOSE
· To support learners prior to, during and after their examinations, ensuring that the integrity of the qualification is in accordance with Highfield Examination and Invigilation Procedures.

[bookmark: _Toc431013835]MAIN RESPONSIBILITIES
· To validate learners ID by checking each learner’s identification before they sit their examination
· To observe learners throughout their exams to ensure the integrity of the examination in accordance with the Highfield Examination and Invigilation Procedures
· To report any incidents or suspected incidents ensuring that the examination is not released in cases of malpractice or suspected malpractice
· To support learners both over email and on the phone outside of invigilating to help them navigate the system and enable them to successfully complete their examination.  Provide reports on any issues to the relevant departments and complete any other required administrative tasks
· To liaise with the Remote Invigilation Supervisors in relation to any concerns or to help to resolve learner issues
· To ensure all relevant documents are accurately updated while invigilating and supporting learners
· Assist in booking remotely invigilated examinations where required
· These duties are neither exclusive nor exhaustive and the post holder may be required to undertake other reasonable duties and responsibilities without changing the general character of the post

[bookmark: _Toc1139628517]KEY COMPETENCIES
· Excellent attention to detail
· Good communications skills
· Good IT and administration skills
· An ability to adhere to regulations
· Demonstrate the ability to work from own initiative and as part of a wider team

[bookmark: _Toc714199376]POST HOLDER’S OBLIGATIONS
To carry out their duties having full regard for “The Highfield Group Way of Working” (please see below).
 
To carry out their duties in accordance with the Highfield Group Diversity and Equality policy and in compliance with the Health & Safety at work etc. Act 1974 and any subsequent and relevant health & Safety legislation.
 
The timely and professional dealing with general enquiries in writing, by email or over the telephone including the taking of messages and the accurate recording and, if necessary, the dissemination of all relevant information.
 
To competently use all office equipment and relevant software programs including Microsoft Office (Word, Excel, PowerPoint, Outlook).
 
These duties are neither exclusive nor exhaustive and the post holder may be required to undertake other reasonable duties and responsibilities without changing the general character of the post.


[bookmark: _Toc733632025]THE HIGHFIELD GROUP WAY OF WORKING
· Think customer
· Be passionate about our products and services
· Be a team player
· Accept responsibility for your actions
· Be enthusiastic, honest, and confident
· Listen and learn and respect confidentiality
· Be loyal and committed to the Company and your future within the Company
· To respect all members of the team


[bookmark: _Toc1558135756]THE HIGHFIELD GROUP’S COMMITMENT TO YOU
· To build on your strengths and develop your skills;
· To recognise the value of your contribution; 
· To respect the balance between life and work; 
· To maintain confidentiality;
· To provide excellent working conditions; and 
· To reward loyalty, commitment, innovation and outstanding performance.
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