
 

Data Support Officer  

Salary:  scale 3/4 term time plus 10 days 

Closing Date: Wednesday 12th October at noon 

Interview: Week commencing 17th October 2022 

Start Date: ASAP depending on notice 

 

Exam Invigilator 

Salary:  Scale 3 Point 6 

Closing Date:  Open for application 

Interview: as notified 

Start Date: ASAP depending on notice 

 



 

When schools collaborate, 

Incredible things happen. 

Together Learning Trust is a thriving group of five schools, two secondary and three primary, inspiring 
over 3500 young people. We are driven by a shared commitment to providing magical learning 
experiences for all our children and a belief that all of them can achieve great  things. 

 
Exceptional achievement stems from developing world class teaching and learning. Creativity is the 
core of our values. Our staff are amazing, in both the relationships they forge and the incredible range 
of opportunities they make possible. We get great results, but we give and expect so much more. We 
are shaping a generation of future global citizens with the character they need to succeed; with the 
integrity and commitment to excellence that will enable them to thrive. 

 
Together Learning Trust schools are wonderful places to work. We value and support our team across 
all our schools, and recognise the ideas, experience and expertise of our staff. Being part of the Trust 
opens up new opportunities for staff development. The Trust schools work closely together to identify 
and then implement the best school improvement strategies across its schools. Our aim is to grow 
great people and talent. 

 
We cherish our staff, support their wellbeing and enable them to flourish. Being part of Together 
Learning Trust feels special due to the unique nature of the schools and the opportunities it brings 
for staff, students and communities to collaborate. For everyone involved in our Trust our mission is 
simple. To Grow, Excel, and Learn Together. 

What could we do, together? 

 
David Lord, Chief Executive Officer 

 

 
 

 

 

 

 

 



 

Why Brooksbank School? 
In Autumn 2022, the Brooksbank 

School Joins Together Learning 

Trust, a highly respected local 

multi-academy trust.  We are a 

close family of local schools, 

including Honley and Ryburn 

Valley High School, Ryburn Sixth 

and three primary schools.  Being 

part of a supportive trust brings 

many benefits to the school, staff 

and students. 

Working in collaboration 

supports our schools to be better.  

Through the professional 

development of leaders and staff, effective curriculum development, robust quality assurance, mutual 

support and great governance.   

 

 

We strive to deliver extraordinary education – 

for every child, every day.   

By working together, we demonstrate 

meaningful and sustainable improvements in 

our schools.  Our aim is to become the best at 

getting getter. 

 



 

Exam Invigilator 
Job Description  

Criteria Criteria Description 

Responsible 
to: 

Examinations Officer 

Main Purpose 
of the role   

To support the Examinations Officer and other appropriate colleagues to 
conduct examinations in accordance with the Joint Council for Qualifications 
(JCQ) awarding body and The Brooksbank School regulations and instructions. 

Main Duties &  

deliverables   
To conduct examinations in accordance with the Joint Council for 
Qualifications (JCQ), awarding body and The Brooksbank School regulations 
and instructions. 

• To have a key role in upholding the integrity and security of the 
examination/assessment process.  
 

Before exams 

• Report to and be briefed by the Exams Officer prior to each exam 
session. 

• Keep confidential exam question papers and materials secure before, 
during and after exams. 

• Admit candidates into exam rooms under formal exam conditions. 

• Instruct candidates in the conduct of their exams. 

• Deal with candidate questions. 

During exams 

• Supervise and observe candidates at all times and be vigilant 
throughout exams. 

• Keep disruption in exam rooms to a minimum. 

• Deal with emergencies or irregularities effectively. 

• Deal with candidate questions according to the regulations. 

After exams 

• Collect in order and check candidates’ personal detail on script cover. 

• Supervise the dismissal of candidates from the exam room. 

Other tasks 

• Undertake training, update and review sessions as required. 

• Undertake, where required and where able, other duties requested by 
the Exams Officer, for example. 

• Centre supervision of exam timetable clash candidates between exam 
sessions. 

• Facilitating access arrangements for candidates, for example as a 
Reader, Scribe etc. (full training will be provided). 

• Other exams-related administrative tasks including maintaining 
question paper security by supporting the ‘second pair of eyes check’. 

 



Expected  

Behaviours   

• To work as a member of designated team(s) and to contribute positively to 

effective working relations within the school.  

• Support the ethos, vision, principles and values of the school.  

• Treat colleagues, students and all members of the community, with respect 

and consideration.  

• Treat all students fairly, consistently and without prejudice.  

• Set a good example to students in terms of appropriate dress, standards of 

punctuality and attendance.  

• Support the ethos of the school by upholding the code of conduct, uniform 

rules, etc.  

• Take responsibility for own professional development and participate in 

arrangements adopted by the school for the assessment of his/her 

performance and that of other teachers.  

• Reflect on own practice as well as the practices of the school with the aim of 

improving all that we do and achieving excellence. 

• Read and adhere to School polices and implement School improvement 

plans.  

• Participate in the development and management of the school by attending 

various team and staff meetings.  

• Undertake duties as prescribed within the school’s policies.  

• Undertake professional duties reasonably assigned to them by the 

Headteacher.  

• Be proactive and take responsibility for matters relating to health and safety.  

• To play a full part in the life of the school community, to support its 

distinctive values and ethos and to encourage and ensure staff and students 

to follow this example. 

Other specific 
duties 

Whilst every effort has been made to explain the main duties and 

responsibilities of the post, each individual task may not be identified. 

Employees will be expected to comply with any reasonable request from the 

Chief Executive Officer and Headteacher to undertake work of a similar level 

that is not specified in this job description. This job description is current at 

the date shown. It will be reviewed at least annually and, in consultation with 

you, it may be changed by the Chief Executive Officer or Headteacher to 

reflect or anticipate changes in the job commensurate with the grade and job 

title. 

We are committed to safeguarding children, young people and vulnerable adults. All staff and 

volunteers are expected to behave in a way that supports this commitment and are subject to 

an enhanced DBS check.  Please be aware that it is an offence to apply for the role if you are 

barred from engaging in regulated activity relevant to children.  

 

  
 



Exam Invigilator 
Person Specification  
To be assessed through application, reference, interview and certificates 

CRITERIA   ESSENTIAL  DESIRABLE 

Qualifications    

Good general education to GCSE or equivalent including maths and English.  ✓ 

Has demonstrated further professional development through qualifications or 

training. 

 ✓ 

Experience    

Experience of working within a large organisation.  ✓ 

Experience in supporting a large department.  ✓ 

Experience of working with young people.  ✓ 

Skills and Abilities    

Ability to support the processes and procedures for students’ learning  ✓ 

Ability to work at own initiative and as part of a team ✓  

Excellent communication skills ✓  

Awareness and understanding of the school’s policies and procedures.  ✓ 

Awareness of confidentiality issues linked to home/student/teacher/school work. ✓  

Computer literate.  ✓ 

Confident with using technology eg. mobile phone; email; printing documents ✓  

Personal Attributes     

Is a role model for staff and students ✓  

Remain calm and effective whilst dealing with other school staff ✓  

Willingness to participate in further training and development opportunities 

offered by the school and to further knowledge 

✓  

Has confidence, resilience and resourceful ✓  

Ability to work constructively as part of a team. ✓  

Ability to relate well to children and adults. ✓  

Is reliable and has an excellent record of attendance and punctuality ✓  

Additional 

 

Is willing to undertake appropriate Police (Disclosure & Barring Service Checks) 

and Medical checks. 

✓  

Maintains confidentiality at all times as appropriate. ✓  

Acts with integrity, fairness and in an ethical manner ✓  

 


