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About us 

Having converted to academy status at the heart 

of the L.E.A.D. Academy Trust in May 2017, Da 

Vinci      Academy is now a successful secondary 

school with around 700 students and an 

increasing school roll (oversubscribed in KS3 and 

also next year’s intake). In summer 2019, we were 

proud to be the most improved Progress 8 school 

in Derby and in October 2021, we were rated 

‘good’ by Ofsted. A copy of the report can be 

found on our website. 
 

Jayne Scattergood, Headteacher               

                

Working at Da Vinci Academy 

“Leaders put pupils’ interests at the heart of all that they do”   Ofsted 2021 

We are described as a ‘proudly inclusive school with a big heart and huge ambition’. A 
student-centered philosophy is supported by an unwavering commitment to the 

achievement of successful  outcomes for each and every young person. 

 

We are looking to recruit an Exam Invigilator. The ideal candidate will be an energetic and positive 
professional who can combine their passion with the ability to inspire our students and enhance a talented 
team. You will be enthusiastic, with the skills and determination to ensure exciting learning and outstanding 
progress for students of all abilities.  

 

 

 

 

 

 

 

 



 



 

 

 

 

 

 

 

 

 

 

“Leaders put pupils’ interests at the 

heart of all that they do” 

Ofsted 2021  

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

How to apply 

Please send a completed application form and covering letter explaining your interest in the role and how 

you meet the person specification to: vacancies@davinciacademy.co.uk   For an informal, confidential 

discussion about this opportunity, please email: vacancies@davinciacademy.co.uk  

 

 

CLOSTING DATE:  06/01/2025 

INTERVIEWS:     We expect interviews to take place as soon as possible.   

  

We may interview suitable candidates before the closing date.   

 

 

L.E.A.D. Academy Trust is committed to safeguarding and promoting the welfare of children and young 

people and we can expect all staff and volunteers to share this commitment. This post is subject to an 

enhanced DBS check.  
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Job description – Exam Invigilator 
Role:    Exam Invigilator 

Reporting to:  Data, Exams and Admissions Officer 

Salary:   NJC Payscale 2 (£12.26 per hour) 

Location:   Da Vinci Academy, Derby, DE21 4ET 

Contract Type:  Zero hours contract (you will be employed on a casual hours basis) 

Start Date:  immediate 

Closing Date: 06/01/2025 
 

Job Description – Exam Invigilator 

To contribute to the smooth running of external and internal examinations, in line with awarding body 

regulations. Work is of an ad hoc nature as and when required.  

• To work as part of the examinations team to assist in the smooth running of the academy’s external and 
internal exams 

• To ensure the appropriate preparation of the exam room, ensuring the relevant awarding body notices are 

displayed, and exam room adheres to relevant regulations 

• To ensure only items authorised for the exam are in the candidate’s possession in the exam room, ensuring 
bags etc. are secured safely away from the candidates  

• To distribute question papers, answer booklets and associated materials at the beginning of exams, and 

during exams as required 

• To ensure that any disturbances or breaches of regulations are dealt with appropriately and reported to the 

exams team  

• To collect all scripts, question papers and other materials following the end of the examination 

• To be aware of Health and Safety procedures and requirements in the event of an emergency, and ensuring 

candidates are supervised in accordance with awarding body regulations 

• To undertake any other duties appropriate to the position as directed by the exams team 

 

As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are 

broadly in line with above key responsibilities. 

 

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all 

staff and volunteers to share this commitment and individually take responsibility for doing so.  

 

At L.E.A.D. we have a strong vision and four core principles, to lead, empower, achieve and drive, which you will 

be expected to demonstrate in your working practices. 

 

 

 

 



 

 

Job Specification – Exam Invigilator 

Experience: 

• Basic administration  

• Basic IT skills  

 

Skills and knowledge:  

• Communication skills 

• Accuracy and attention to detail 

• Organisational skills 

• Ability to work to predetermined instructions and regulations  

Business Requirements: 

• Work as part of a team and alone 

• Reliable and punctual  

• Flexible approach to work 

 

Experience: 

• Work with young people 

• Experience of invigilation 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Email address:  

Vacancies@davinciacademy.co.uk  

Phone number: 

01332 831515 

mailto:Vacancies@davinciacademy.co.uk

