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EXAM INVIGILATOR: JOB DESCRIPTION 

Starting Date: Flexible, from October 2020 – dates to be confirmed  
 
Salary Grade: NJC Scale 1, Point 6 
 
Hourly Rate:  £10.31 per hour  
 
Hours: Flexible, between 8.45 am – 4 pm during exam periods 
 
Responsible to: Exams Officer / Deputy Exams Officer 

 

The Post 
 
Prince Henry’s is seeking to add some new members to our existing team of examination 
invigilators.  We require authoritative and confident individuals to provide support to the 
examination process, who are able to help invigilate public and internal examinations in 
school on a flexible basis. 
 
Hours are variable, between 8.45 am – 4 pm, with the greatest requirement being during 
the core public examination period from late April – end of June.  Additional hours may also 
be available at other times of the year, notably November/early December and March, when 
internal exams are undertaken. 
 
Working as part of a team under the direction of the school’s Exams Officer and a member 
of our Senior Leadership team, full training will be provided, if required. 

 

Duties 
 
To support the Exams Officer and Lead Invigilators with the day-to-day operation of 
examination venues. Activities may include: 
 

 Assisting with setting-up examination venues by laying out stationery, equipment and 
examination papers in accordance with strict procedures 

 Assisting candidates prior to the start of examinations by directing them to their seats 
and advising them about possessions permitted in examination venues 

 Offering advice and guidance to unregistered candidates without allocated seats 

 Ensuring that candidates do not talk once inside examination venues 

 Invigilating during examinations, dealing with queries raised by candidates and dealing 
with examination irregularities in accordance with strict procedures 

 Checking attendance during examinations 

 Recording details of late arrivals and early leavers and collecting scripts from early 
leavers 

 Escorting candidates from venues during the examinations as required, and supervising 
candidates whilst outside examination venues 
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 Collecting and collating scripts at the end of the examination in accordance with strict 
procedures 

 Assisting with the preparation of script envelopes 

 Supervising candidates leaving examination venues, ensuring that candidates do not 
remove equipment or stationery from the venue without authorisation and ensuring that 
candidates leave venues in an orderly and quiet manner 

 

To assist Examinations Office staff with other examination processes. Activities may include: 
 

 Assisting with the packing of examination papers, stationery and equipment prior to the 
examinations and the delivery to and from venues as appropriate; 

 Assisting with the preparation of seating plans; 

 Delivering scripts to departmental and School offices; 

 
Personal Attributes 
 

 Good interpersonal and communication skills 

 Common sense and the ability to work smoothly and harmoniously with other members 
of staff 

 Ability to relate to teaching staff and students 

 

General Notes: 
 

 The post holder must promote and safeguard the welfare of children, young and 
vulnerable people that they are responsible for or come into contact with, and the post 
is subject to an enhanced DBS check. 

 

 This job description allocates duties and responsibilities but does not direct the 
particular amount of time to be spent carrying them out and no part of it may be so 
construed.  

 

 This job description is not necessarily a comprehensive definition of the post.   
 

 The duties may be changed to meet the changing demands of the Academy at the 
reasonable discretion of the Headteacher.  

 

 This job description does not form part of a contract of employment.  It describes the 
way the post holder is expected and required to perform and complete the particular 
duties described.  

 
 

 


