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Post Title:		Examinations Invigilator
   
Department:	Examinations

Reports to: 		Examinations Manager

Date of Issue: 	October 2026

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


Role Summary

To assist the Exams Manager in the secure and efficient running of internal and external exams and assessments, in accordance with JCQ and awarding body regulations. The role is key to upholding the integrity of the exam process and ensuring all candidates have a fair and equal opportunity to demonstrate their abilities.

Expectations

· Undertake mandatory invigilation training prior to each exam season and demonstrate full awareness of JCQ and awarding body regulations.
· Be available for full exam sessions, including pre- and post-exam duties.
· Maintain confidentiality and security of exam papers and materials before, during, and after exams.
· Set up exam rooms according to regulations and seating plans, including checking that equipment is in working order and relevant information is clearly displayed.
· Distribute correct exam papers and materials and give clear instructions at the start and end of exams. 
· Admit and seat candidates under formal exam conditions.
· Complete attendance registers and verify candidate details on scripts.
· Supervise candidates vigilantly throughout the exam, keeping disruption to a minimum.
· Deal with emergencies, irregularities, and queries in accordance with regulations.
· Support candidates with access arrangements.
· Act as a Roving Invigilator across multiple exam rooms if needed.
· Collect and arrange scripts in candidate order and ensure all are accounted for.
· Undertake other exam-related administrative tasks, including maintaining question paper security and supporting ‘second pair of eyes’ checks.
· Supervise timetable clash candidates between sessions when required.
Additional Information Relating to the Post

Hours of work: Public exams typically take place in April – June, with additional series in November and January. In addition to this, invigilation for internal exams may be required on an ad hoc basis throughout the year. 

Public exam sessions usually run 08:15–13:00 and 12:45–17:00, Monday to Friday but they may need to vary depending upon other circumstances. Invigilators are expected to be available for full sessions unless agreed in advance.

The following duties are ones which all staff are required to perform:

· Promote and safeguard the welfare of children.
· Observe health and safety procedures and work safely at all times;
· To be responsible for your own continuing self-development, undertaking training as appropriate to the working environment and location, and developments in your role.
· Undertake any other duties as required by your manager in order to meet the changing needs and demands of the Organisation.
· Conduct yourself with professionalism, tact and diplomacy at all times as a representative of the Organisation.

Review 

This job description is provided to assist the post holder to know their principal duties.  It may be amended in consultation with the post holder without change to the level of responsibility or remuneration appropriate to the post.  


PERSON SPECIFICATION
	ATTRIBUTES
	ESSENTIAL
These are qualities without which the applicant could not be appointed.

	DESIRABLE
This information could be used to differentiate applicants.
	HOW IDENTIFIED
(Application / Interview) 

	Qualifications
	Must attend mandatory invigilation training (in-house and/or online) once appointed.
	
	Application

	Knowledge & Skills
	Clear communication skills

Organisation

Attention to detail

Basic IT skills

Ability to undertake the duties of the role, especially with respect to following the JCQ and awarding body regulations.


	Knowledge of public exam regulations.
	Application/
Interview

	Experience
	
	Relevant experience in a similar or educational setting.
	Application/
Interview

	Personal competencies and qualities
	An appreciation of the Catholic Benedictine ethos and values of the School.

Calmness under pressure, confident and friendly manner.

Commitment to ensuring appropriate confidentiality.

Reliability and a willingness to be flexible. 

Demonstration of a mature, responsible approach, with a reassuring presence to pupils in exam rooms. 



Ability to work well in a team and communicate in a professional manner with other staff and pupils.

Dedication to ensuring the safeguarding of children and young people.

Invigilators are required to declare if they have any current maladministration/ malpractice sanctions applied against them.
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	Application/
Interview



Received by (print name):   _________________________________

Signature: 	_________________________	Date: ___________________________
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