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Job Description and Person Specification
Exams Invigilator





	
Job Description

Our whole school is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.


	
Post title:

Hours of work:

Remuneration:

Responsible to:

Start Date: 

	
Exams Invigilator

Zero Hours Contract 

£ 12.50 per hour

Head

May 2026


	
Main Responsibilities
	
Examinations

To assist with the supervision and smooth running of internal and external examinations in accordance with examination board regulations and school policies.
Responsibilities include:
· Preparing examination rooms in accordance with examination board regulations, including setting out desks, candidate cards and required materials.
· Assisting with the distribution of examination papers, answer booklets and necessary stationery.
· Ensuring that examination conditions are maintained and that candidates follow all examination regulations.
· Supervising candidates during examinations and remaining vigilant throughout the examination period.
· Responding appropriately to any issues arising during the examination, referring matters to the Examinations Officer where necessary.
· Supporting candidates who require reading or scribing assistance where appropriate and in line with approved access arrangements.
· Recording attendance and completing seating plans and other required examination documentation.
· Collecting, checking and returning completed examination scripts and materials to the Examinations Office.
· Ensuring examination materials are handled securely and confidentially at all times.
· Reporting any suspected malpractice or irregularities in accordance with examination board procedures.

Operational Duties
· Work under the direction of the Examinations Officer or Senior Invigilator at all times.
· Arrive punctually for scheduled examination sessions and remain for the full duration of the exam.
· Maintain a calm and professional environment during examinations.
· Support the orderly entry and exit of candidates from the examination room.
· Ensure examination rooms remain quiet and free from disturbance throughout the exam period.
· Assist with packing examination materials and ensuring scripts are returned securely.
· Attend invigilator briefings and training sessions as required.
· Work flexibly according to the school’s examination timetable, including occasional morning or afternoon sessions.

Data Security

· Act in accordance with legal provisions regulating confidentiality and security of data and information, ensuring compliance with GDPR and school policies relating to the handling of examination materials and student information.

Health and Safety

· Be aware of responsibilities for personal health, safety and welfare and that of others.
· Co-operate with the school on all matters relating to Health and Safety.
· Operate equipment safely and in accordance with relevant regulations and risk assessments.
· Contribute to maintaining a safe and secure environment for pupils, staff and visitors.

Continuing Professional Development

· Participate in invigilator training and briefing sessions.
· Maintain up-to-date knowledge of examination regulations and procedures.
· Engage in any training provided to support effective performance of the role.
· Maintain confidentiality and professionalism at all times.

This list is not intended to be exhaustive and School requires from time to time.

	
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:
	Educated to GCSE level standard or equivalent   

	Relevant qualification at Level 3 or above e.g. business administration, exams administration, data management etc. 

	Production of the Applicant’s certificates

	Experience:
	Recent relevant experience gained within a secondary school, college or university.
Detailed knowledge of exam regulations and processes. 
	Experience of establishing and maintaining a range of management information systems, including spreadsheets.

Experience of coordinating and directing other staff. 

	Contents of the Application Form


Interview


Professional references

	Skills:
	Ability to communicate clearly and confidently.
 
Excellent attention to detail. Ability to follow procedures and instructions accurately. 

Ability to remain vigilant and maintain exam conditions. 

Good organisational skills.
	
Basic IT skills and experience completing administrative documentation.
	Contents of the Application Form

Interview

Professional references

	Personal competencies and qualities:
	
Reliable and punctual. 

Calm and professional manner. 

Able to work independently and as part of a team. 

Ability to maintain confidentiality. 

Strong sense of responsibility.
	
Interest in supporting education and school activities. Willingness to undertake further training.
	Contents of the Application Form

Interview

Professional references
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