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Creating a centre account

Step 1: Select the appropriate link at the top of the page

NEW CENTRES - CLICK HERE TO CREATE A CENTRE ACCOUNT
CLICK HERE TO VIEW VACANCIES

EXISTING CENTRES - CLICK HERE TO ADD A VACANCY OR VIEW/AMEND EXISTING VACANCIES

Step 2: Select Create a new account (found at the foot of the page)

CREATE ACCOUNT

You must have a valid account to post listings on the site.

If you do not have an account please create one here:

Create A New Account

Step 3: Complete User details (adding your email and creating a password)

1. User Details

You will use these details to log in to your account so please keep them safe.

Email® Password *

( ] ]

Re-Enter Password *

( W
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Step 4: Complete Centre details (required fields are centre number (your centre five-digit NCN,
centre name and postcode, although additional information will help those searching for a vacancy

Step 5: Click Lookup Centre Address to ensure that your centre location is accurate. If the
location shown is not accurate, drag the pin to the correct location

2. Centre Details

This is your main center the listings will be shown against on the map.

Centre Number * ? Centre Name *

lii ] ]
Building Name Address Number

|iﬁ ] ]
Street Town/City

lﬁﬁ ] ]
County Postcode *

L | |
1. Lookup Centre Addess

Step 6: View and confirm your centre information and location under Preview Area by selecting
Generate Preview to view and confirm your contact details. If required, make any amends

Step 7: Read and agree to the terms of use and validate your submission by ticking the I’m not a
robot box

Step 8: Click Create Centre Account
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By confirming the locotion of your centre and submitting this information, you are confeming thot you have
permission to list the detols for as long as the occount remains active on the site.

We will not vse any details supplied for any other purpose other than the reason for which it was supplied -
to list end monage centre and vocancy infermation on this website.

Tick here to ogree to the above terms
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2. Create Centre Account

Step 9: You can now add vacancies (see below)
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Adding a centre vacancy

Step 1: Select the appropriate link at the top of the page

EXISTING CENTRES - CLICK HERE TO ADD A VACANCY OR VIEW/AMEND EXISTING VACANCIES

NEW CENTRES - CLICK HERE TO CREATE A CENTRE ACCOUNT

Step 2: Enter your login details (you have the option to acquire help if you have forgotten your login
details)

LOGIN

If you already have an account please log in below.

If you have forgotten your password, please click here.

Email *

Password *

I'm not a robat

rrrrrrrrrrr

Step 3: You will be taken to the Map Vacancy Listings page
Step 4: From this page you have the option to:

Amend your centre details

Search for, view, amend and delete existing vacancies
Add a new vacancy (see below for instructions)

Go back to the map
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i= Map Vacancy Listings

1Ere are yawr main centra details and your current vacanoy | '.|I'I:_:!-
Pleose use this screen to Add, Edit and Delete gour centre mformation and/or your istings
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Step 5: To add a vacancy, select Add a New Listing

= Add A New Listing
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Step 6: Add the relevant information and click Generate Preview to view and confirm your
information. If required, make any amends

ADD A LISTING Preview Area
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3. Contoct Details

4. Explry Date

(T

5 Additlonal Infermation

Step 7: View and confirm the information submitted (which is displayed in the Preview Area on
the right-hand side of the page). Read and agree to the terms of use and validate your submission
by ticking the I'm not a robot box
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Step 8: Click Submit Vacancy to add your vacancy to the Exams Recruitment & Vacancy Map

d Preview Area
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Complete section 1 to generate the listing
preview

By submitting the listing us previewed, you are
confirming that you have permission 1o List the
details for as long os the advert remains valid on
the site

e will not vse any details supphed for ony other
purpose other than the reason for which it wos
supplied - to list centre information on this

website

‘ O Tk here to cgree 1o the obove terms

™
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‘ 2. Submit Vocancy
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Step 9: You will be taken to the Map Vacancy Listings page where you will view the latest
created vacancy

’ ~
b - |

© Refresh List You hove used 4 of 10 listing.

= Add A Mew Listing

Category | Listing Title Contact Deta Expiry Date | Search Count Sort | Click Count Sort | Approved | Action

Invigilator | Invigilater Jugjit Chimo 03337000755 jchimo@mailcom | 24-06-2023 | 26 4 o [ oEa |

|: W Delete ]
|: ®copy |
Exams Exams Officer | Jugjit Chirma 03337000755 jchima@mailcorn | 10-12-2022 | 26 1 V |’W‘
|: W Delete )
|: Scopy |
Invigitator | Lead lnvigilator | Jugjit Chima 03337000755 jchimo@mailcom | 24-06-2023 | 26 1 v |’W“
|: i Delete )
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Searching for a vacancy

Step 1: Select the appropriate link at the top of this page

EXISTING CENTRES - CLICK HERE TO ADD A VACANCY OR VIEW/AMEND EXISTING VACANCIES
NEW CENTRES - CLICK HERE TO CREATE A CENTRE ACCOUNT
CLICK HERE TO VIEW VACANCIES

Step 2: Select the type of Listing Category (all vacancies will be listed if no category is selected)

Step 3: Enter a postcode into the search box

National
Association of
Examinations
Officers™

EXAMS
RECRUITMENT &
VACANCY MAP

Please enter a postcode in the search
box below to find listings in the area.

( -- Listing Category --

[ Enter postcode

View Account
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Step 4: You have the option to view invigilator and/or exams and/or data vacancies by

The 'y R s Rl
ExamsOffice Exams Recruitment & Vacancy Map | cv32 4hy
Honliey Kennwortn Bubbenhall v SMIGULELL ELNPULEL LSS
. 2,
Map  Satellite * o
R E S U LT S wmxaug Stanelelgh Abbey@ Stareton
2 exam centres within Beausale y— Princethorpe
r a £ Frank]
\ 5 Miles v %
i : Wappenbury
on
Leek Wootton Blackdown: Eathorpe  p1arion
Filtering Cubbington
Hunningh % Bird
Haseley ingham i
Use the following controls to filter the results. rewley Hilliop rmmq
ep Hatton e Victoria P
) v o2 o]
[l Exams [vR Invigilator untry World Q ,«'vi"v"a o ng"lgt 5
* é &
S " A L Royal = Offchurch Long
Budbrooke 2 : eamington Spa :
£ Warwick Itchington
9 The School & Radford
[hiao] £ Semele 5,
Warwick CV32 4HY e
. . Norton Delta Hotels by Heathcote i R
|I'1VIgI|Gt0I’ Lindsey  Marriott Warwick Mallory Court Country 'y
] n Y, House Hotel & Spa
# Full time o
& )
B8 £10.50 per hour & Sherbanmne Tﬁ‘s:l;)p‘sk Ufton ﬁeidso Sou |
& Jugjit Chima GRS
@ Click here to visit the website v Barford
Report a problem User Instructions  ..Gn ol Harbury
Step 5: Select the radius (1 — 50 miles) for your search from the drop-down menu
Il &-mail - Jugjit Chima - Mail B2 % | ResultsMap - ListingMap % {J Microsoft Werd - Invigilater e X £ Exams Recruitment & Vacanc, X @ Campaigns | Mailchimp x 4+ v = *
& C O 8 devinvigilatorvacancymap.co.uk/Map/MapView?address=cv32 4hy&miles=5&latitude=52.29069298longitude=-1.5303578& B v @ & =
The 'y . - ~
ExamsOffice Exams Recruitment & Vacancy Map [ cv324hy
Honlley Kennwormn Bubbenhall SUSUUITUIFDUIS U e
2
Map  Satellite = m
RESULTS Sers e 89 sren
2 exam centres within Beausale Princethorpe
Ashow
- 84 Frankt|
| 5 Miles v &
- Wappenbury
1 Mile Leek Wootton Blackdown Eathorpe  ypanon
~ Cubbingten
3 Miles Hasbley Hunningham ‘é Bird
se the folld 5 Miles " thefresults. rewley Hiliop Faer
10 Miles q Hatton - Victoria P:
untry wmd@ 2 Guys cliffe | LeaMINGt
20 Miles o Séﬂ t3
50 Miles ~ 1 A 3 Royal o Offchurch Long
Budbrooke (7 .eamington Spa Itchi
°|The School i Warwick S o tchington
1 ‘ fhiac] Semele E
Warwick CV32 4HY : Eooia
- Norton Delta Hotels b Heathcote
2 House Hotel & Spa
# Full time s
B8 £10.50 per hour & i Bishop's Ufton r’e’dSQ Sou 4
a Jugjit Chima Tachbrook
@ Click here to visit the website v Barford -
Harbury
Keyboard shortouts  Map data ©2022 Termsof Use  Report amap error
R Pran. A Bz G 07/2111:526021 i

User Instructions .G gle
-

7 v e

Report a problem
= i

B  ©O Type here to search

800 s e 3 @

Mcontact@TheExamsOﬁ‘ice.com <?0333 7000 755
O @TheExamsOffice n The Exams Office



The >
ExamsOffice
USER INSTRUCTIONS

Exams Recruitment &
Vacancy Map

Step 6: If you zoom in or out, or move the map to another location, you will be prompted to refresh

the page by the appearance of a green box on the left-hand side of the page. This will update the
page to show vacancies within the new area which you have set

Exams
Map
You have moved the map! 7
Click here to refresh results using your
new location. Be
Filterina £

Step 7: The centres within your search area with vacancies will appear as red map pins and their
details on the left-hand side of the page
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Step 8: If you require additional information regarding a particular vacancy, click the information on
the left-hand side or on the relevant map pin(s)
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Step 9: You can conduct another search by entering your postcode in the box in the top right-hand
corner of the page and clicking GO

ED -

Step 10: If you experience any issues, click Report a problem at the bottom left-hand corner of
the page

Report a problem
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