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Qualifications and Experience

GCSE or equivalent level, including at least a Grade C in English and maths X
Previous experience of invigilating exams X
Previous experience of working with confidential data and paperwork X

Previous experience of following set procedures and instruction

About the Role

The purpose of exam invigilation is to ensure that all candidates are under active surveillance for every moment
of the duration of the examination.

Skills and Knowledge

Invigilators should also try to provide a suitably pleasant and supportive atmosphere for candidates. However, they must
also ensure and prevent any kind of communication between candidates (by copying, whispering or any kind of signal,

exchange or paper or objects) and any kind of access to books, papers, or electronic media of any kind (unless specifically Excellent communication and organisation skills X
authorised) for the exam duration. Professional attitude to colleagues, students and the working environment X
Invigilators also need to ensure the security of the examination hall before, during and after the examination. From the Flexible and willing to help with various activities X
moment the question papers are given out until all answers are collected, exam invigilators should patrol vigilantly.
Emphasis should be given to multiple-choice and short-answer questions. The main goal should be to prevent possible Able to work without close supervision and enjoy Working on own initiative X
candidate malpractice and administrative failures.
Able to work effectively with other colleagues

Duties of an Exam Invigilator X
General duties: The main duty of an exam invigilator is to support the Chief Invigilator, the Deputy Chief Invigilator, the Good attention to detail X
Examinations Officer and the other invigilators at the examination venue. Good time-keeping skills
Some of the other general duties may include: ping X

Setting up the examination venues by placing candidate numbers, booklets, examination papers, stationery, Ability and confidence to speak in front of a group of students X

and equipment at desks in accordance with strict procedures.
Implementing the exam rules and regulations and remaining vigilant throughout the examination duration.

Assisting the candidates before, during and after the examination by directing them to their seats, advising

them about possessions permitted at examination venues and dealing with queries raised by candidates etc. Personal Qualities

Inwgﬂatmg ca.refoIIy, makl.n.g syre tha.t candidates do not talk inside examination venues and responding to Work as part of a team, sharing working knowledge and skills.

any examination irregularities immediately.

Checking attendance during examinations, recording details of late arrivals, and ensuring that proper seating Work flexibility, able to rearrange work plans in relating to changing priorities.
plans are followed. Interact sensitively with other workers and students.

Escorting candidates during toilet breaks as required and detecting any unauthorized materials inside the
To show an interest in the ethos, mission and values of the Trust and demonstrate

this is all work activities.

examination hall.

Delivering and collecting scripts carefully at the start and end of the examination in accordance with strict
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examination procedures.

Supervising candidates in leaving the examination venues in a quiet and disciplined manner and ensuring that
candidates do not remove equipment or stationery from the examination venue without the permission of the

authority.
y E = Essential D = Desirable



https://www.aletheiatrust.org.uk/join-aletheia-academies-trust/vacancies/vacancy-application-form

Required to start ASAP

An exciting opportunity has arisen for a candidate of exceptional ability to join out
Exam Invigilation team as a Casual Exam Invigilator in this over-subscribed and
successful high school.

The school has an existing reputation for high quality education with a relentless focus
upon high expectations and aspirations.

We are a friendly, dynamic and innovative school and pride ourselves on our
commitment to ensuring student progress through high quality teaching and learning
provision for all. The successful applicant will share these values and play an active
part in delivering on this commitment.

We would love to hear from you if you:
Want to work in a supportive and caring environment
Are committed to enabling every student to achieve the very best they can
Are an ambitious professional

If you are interested in this position and would like to
have a more detailed conversation or arrange a visit
to the school before making the decision to apply for
the post, please contact:

HR®@aletheiatrust.org.uk
01474 533 082

To apply for this role, please complete our
Online application form

Aletheia Academies Trust is committed to safeguarding and promoting the welfare of children and young
people and expects all staff, volunteers, and governors to share this commitment. All successful candidates will
be subject to an enhanced DBS check along with other relevant employment checks, including overseas
criminal background checks where applicable. Our policy statement on the recruitment of ex-offenders can be
found on our website. All new employees, volunteers and governors will be required to undertake
safeguarding training on induction which will be regularly updated in line with statutory guidance.

Please click here to view Our Trust policies or Our recruitment of Ex-Offenders policy.


https://www.aletheiatrust.org.uk/governance/finance-policies
https://www.aletheiatrust.org.uk/join-aletheia-academies-trust/vacancies
mailto:HR@aletheiatrust.org.uk
https://mynewterm.com/school/Saint-George's-Church-of-England-School/137609

Contact Us

Saint George's C of E School
Meadow Road,

Gravesend,

DA11 7LS

Telephone:
01474 533 082

Website:

saintgeorgescofe.kent.sch.uk

Email;
HR@aletheiatrust.org.uk



https://www.saintgeorgescofe.kent.sch.uk/
mailto:HR@aletheiatrust.org.uk

