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                                        ALSOP HIGH SCHOOL 
                                            JOB DESCRIPTION 

                                             Exam Invigilator 
Responsible to: Exams Officer  
 
Core Purpose:   
Responsible for the conduct of an examination session in providing efficient and effective invigilation 
duties to support the Examinations Manager, in line with school internal examination procedures and JCQ 
& Awarding Bodies.    
 
Hours are variable on a casual basis (generally during December/January, March/April and May/June) to 
meet the operational needs of the school and the availability of the individual.   
 
PRINCIPAL RESPONSIBILITIES  
 
1. To ensure the examination room meets board requirements (e.g. clock and the school centre 

number are clearly visible to all the candidates)  
 

2. To ensure all candidates have an equal opportunity to demonstrate their abilities   
 

3. To ensure that all the correct silence and warning notices are prominently displayed  
 

4. To ensure that all candidates have the correct examination stationery and equipment  
 

5. To distribute examination papers and any associated materials as directed   
 

6. To collect examination scripts as directed and collate/check these against the official attendance 
registers  

 

7. To ensure that the integrity and security of the examination is in accordance with both examination 
board requirements and the school’s internal procedures   

 

8. To oversee the commencement and completion of the examination   
 

9. To prevent possible candidate malpractice and possible administration failures  
 

10. To share the school’s commitment to safeguarding and promoting the welfare of children and young 
people  
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11. Any other clerical duties that are in accordance with the purpose and grade of the post, as 
directed by the School.  
  
The details contained in this Job Description reflect the content of the job at the date it was 
prepared.  However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may 
no longer be required, and other duties may be gained without changing the general nature of the post 
or the level of responsibility entailed.  Consequently, the School will expect to revise this Job Description 
from time to time and will consult with the post holder at the appropriate time.  
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Person Specification / Selection Criteria for Exam Invigilator 

Note:  The Applicant will be required to safeguard and promote the welfare of children 

  and young people.  Candidates failing to meet any of the essential criteria will automatically be 
excluded. 

[A] Education & Training  
  Essential  Desirable  Source  
Good Standard of Education, including GCSE Math & English at 
Grade C or above or equivalent  

 X    AF/I  

  
[B] Experience  
  Essential  Desirable  Source  
Experience of working as an Invigilator     X  AF/I  
Experience of working in a school or with young people     X  AF/I  
Knowledge of the Education sector     X  AF/I  
Experience of working with students with learning difficulties and 
disabilities with a proven sympathetic track record  

   X  AF/I  

  
[C] Knowledge/Understanding  
  Essential  Desirable  Source  
Effective organisational & communication skills   X     AF/I  
Ability to relate well with staff and students   X     AF/I  
Ability to work with complete confidentially   X     AF/I  
Handwriting skills are neat/legible with the ability to write and 
process information at speed  
  

 X     AF/I  

Ability to work as part of a team or as an individual   X     AF/I  
Excellent listening skills to support the scribe/reader role     X   AF/I  
Willingness to undertake training relevant to the role   X     AF/I  
  
[D] Personal Qualities and Skills  
  Essential  Desirable  Source  
A flexible approach to work   X     AF/I  
Excellent record of attendance and punctuality   X     AF/I  
Flexible approach to work   X     AF/I  
  
  
[E] Pre-Employment Checks  

  Essential  Desirable  Source  
Positive recommendation from all referees, including current 
employer  

 X    R  

DBS Clearance post appointment   X    N/A  
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[F] Application Form and Supporting Statement 

The form must be fully completed and legible.   

The supporting statement should be clear, concise and related to the specific post. 

There should be no unexplained gaps in career history. 

(Source: AF=Application (form+letter); I=Interview; R=Reference) 

 


