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Job Description

	
Job title: Exam Invigilator


	
Grade: Kent Scheme B

	
Location: Astor Secondary School



	
Position reports to:  Line Manger
	
Liaising with: Head Teacher, Trust (SSET) Leadership Team, School Leadership Team, Deputy/Assistant Head Teacher, Teaching and Support Staff, external agencies, students and parents.




	
Key duties and responsibilities


	Preparation:
· Arrive promptly before the scheduled examination time to receive a briefing from the Exam Coordinator.
· Arrange the examination venue to ensure seating is in accordance with the prescribed layout.
· Verify that the examination materials, such as question papers and answer sheets, are correct and complete.
Candidate Support:
· Welcome candidates and check identification documents against the provided list.
· Communicate instructions clearly, ensuring all candidates understand examination protocols.
· Assist candidates with special requirements or disabilities, ensuring equal opportunities.
Supervision:
· Maintain constant vigilance throughout the examination period to prevent misconduct.
· Ensure candidates remain seated and adhere to guidelines.
· Monitor the use of approved materials and prohibit unauthorised items such as mobile phones or smartwatches.
Timekeeping:
· Announce key time intervals during the exam, such as the start, mid-point, and final reminders.
· Manage the transition between multiple sessions if applicable, ensuring efficient turnaround times.
Incident Management:
· Identify and respond to any breaches of exam regulations, including suspected cheating or disruptions.
· Document any incidents clearly and report them to the Exam Coordinator.
Post-Exam Duties:
· Collect, count, and organise completed examination materials.
· Ensure the safe delivery of all materials to the Exam Coordinator or designated authority.
· Clear the examination venue, ensuring it is ready for subsequent use.







































Person Specification
Exam Invigilator

The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.
	
	CRITERIA 

	QUALIFICATIONS


	English and Math’s GCSE (Level 4 and above) or equivalent (desirable)
Level 1 or 2 Teaching Assistant Diploma or equivalent (desirable)


	EXPERIENCE


	Previous experience of working with children (desirable)

	SKILLS, ABILITIES AND BEHAVIOURS







	Strong observational and interpersonal skills.
Ability to enforce regulations with confidence while maintaining professionalism.
Punctuality and reliability are essential.
Exceptional attention to detail and the ability to stay focused for extended periods.
Calm under pressure, with the ability to manage unexpected situations.

	KNOWLEDGE



	Knowledge of policies and procedures relating to child protection, safeguarding, health and safety, security, diversity, inclusion and equalities, data protection and confidentiality.




Footnote:	This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without changing the level of responsibility appropriate to the grade of post.
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