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Job description 
 
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this 
commitment 
 

The School Merchant Taylors’ School is a large Independent Boys’ School, situated in 286 acres of parkland in 
Northwood, Middlesex.  The School was founded in 1561, is owned by the Merchant Taylors’ Educational 
Trust and moved to its present site in 1933. There are four distinct boys’ day schools on campus. The 
Nursery, the Pre-Prep & the Prep cater for 340 boys, while the Senior School has some 945 pupils. The 
School employs over 140 teachers and 160 Support staff across Merchant Taylors’ School. 

Job title 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations


http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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 To dismiss candidates from the exam room 

 To “

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Person Specification 
 
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this 
commitment 

 

 Essential Desirable Method of assessment 

Qualifications  High level of literacy and 
numeracy (at least 5 
GCSEs above C to include 
English and Maths) or 
equivalent qualification. 

 

  Production of the Applicant’s 
certificates 
 
Discussion at interview 
 
Independent verification of 
qualifications 

Experience  Prior experience 
invigilating (not 
necessarily as a lead) 

 Discretion, integrity and 

professionalism. 

 Experience of working as 

part of a team and as an 

individual and being 

equally motivated in each 

environment. 

 

 Contents of the Application form 
 
Interview 
 
Professional references 

Skills  Ability to deal confidently 
with internal and external 
enquiries. 
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prioritise effectively and 
work to tight deadlines 

 Strong attention to detail 

 Have an adaptable, 
flexible approach to 
working, including 
collaborative support to 
other colleagues to meet 
demands of the School 

 Strong interpersonal, 
verbal and written 
communication skills 

 Computer literate and be 
confident to assist 
students with basic Word 
skills 

Knowledge  Knowledge of JCQ and 
Cambridge International 
Regulations. 

 Contents of the Application form 
 
Interview 
 
Professional references 

Personal competencies, 
qualities, attitude and 
behaviours 

 Absolute confidentiality 
and discretion at all times. 

 Calm and professional 
manner. 

 Applicants must 
understand the 
importance e e e im.42 14.64 re
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children and young 
people. 

 Able to co-ordinate a team 
of invigilators with 
efficiency 


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The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this 
commitment 
 

General Conditions 
Start date November 2024 

Hours The individual will be appointed to the Merchant Taylors’ School register of casual staff and 
engaged as a Casual Worker on an “as and when” basis.  

In order to adequately offer the slots that require filling within the timetabling all invigilators on 
the register of casual staff will be asked to offer sufficient availability to allow allocation of at 
least 6 slots during the spring term and at least 10 slots over the summer term where they are 
available. 

Salary Equivalent hourly rate of £17 per hour (£15.17 p/h plus £1.83 holiday pay) 

Other benefits The School is keen to help develop the skills of its staff and workers and looks to provide 
appropriate training as necessary. 
Use of School leisure facilities. 
Lunch provided free of charge when the School Catering Department is open 
Free parking on site. 

Closing date for applications Thursday 15th August 2024, 9am 
Please apply as soon as possible as shortlisting/interviews will progress up until the closing date. 
Should a suitable candidate be appointed, we reserve the right to close the advert early. 

Interviews to be held Week commencing 19th August 2024 
 

 

Merchant Taylors’ School is an equal opportunities employer committed to safeguarding and promoting the welfare of children. As this role will bring you into contact with 

children you are expected to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974.  Applicants will be required to undergo child protection 

screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS). 

 


