
               
 

 

 

 

 

Examinations Invigilator 

GRADE    Bucks Pay Range 1 pt 5  
    £9.28 per hour (which includes holiday pay)  
 
HOURS    As and when required 
 
CORE HOURS   Variable 

 

Job Purpose The overall accountability of this post is to support the administration, organisation 
and invigilation of internal and external examinations, to ensure they are conducted 
efficiently and with scrupulous integrity, in accordance with the regulations laid 
down by the Awarding Bodies. 

Reporting To Examinations Officer 

Responsible for  To check the exam venue arrangements are a suitable environment for  the 
conduct of examinations as laid out in the examinations guidelines. 

 To ensure the candidates obey the regulations of an examination room  and 
no inappropriate items are brought in such as revision notes or other 
paperwork unless told otherwise. 

 To ensure you have all necessary items prior to the start of the examination. 

 To ensure that all candidates receive the appropriate examination question 
paper and answer paper. 

 To check the attendance register and seating plan have been  completed 
and to record the presence of all persons who enter the   

 examination room. 

 To report absentees to the Attendance and Punctuality Officer and the   

 Examinations Officer for action. 

 To ensure that all candidates are aware of the pre-examination start   

 information and of any erratum notice that may affect them. 

 To be aware of any needs that candidates may have during an  examination 
and ensure there is no disruption for them once an examination has begun. 

 To ensure all scripts and loose sheets are fastened before the scripts are 
collected in register order and then taken immediately to the Examinations 
Office. 

 To attend the annual Examination Invigilator update training course and any 
other appropriate course as necessary. 

 To provide comfort and support to students during periods of contact and to 
help promote a general feeling of well being within the school. 

 

Accountabilities  To undertake all invigilation tasks for the smooth running of external and 
internal examinations, liaising with the Examinations Officer as required. 

 To ensure that all examinations are invigilated in accordance with the JCQ 
‘Invigilation and Conduct of Examinations’ booklet. 



 To maintain security and confidentiality of all examination materials, 
including question papers, in accordance with the regulations. 

 To report immediately to the Examinations Officer any infringement of the 
regulations that might occur before, during or after an examination or any 
irregularity suspected. 

 To demonstrate the capacity to investigate, solve problems and seek advice 
from the Examinations Officer where necessary. 

 To demonstrate the capacity to make points clearly and to understand the 
views of others. 
 

General Requirements The duties of this post may vary over time as the needs of the school change. 
 
This job description is designed to complement your terms and conditions of 
employment as set out in your Contract of Employment.  
 
The Postholder must be prepared to carry out additional duties, which may 
reasonably be required by the Headteacher. The duties of this post may vary from 
time to time, as required by the Headteacher, without changing the general 
character of the role or the level of responsibility. 

 

 
The Misbourne is committed to safeguarding and promoting the welfare of children and expects all staff to 
share this commitment. 
 
The post holder is deemed to be in a position of trust and maintenance of satisfactory DBS and DFE clearance is 
essential 
 
 
Postholder: ……………………………………………………. 
 
Signature:………………………………………………………. 
 
Printed Name:………………………………………………….. 
 
 
Line Manager:…………………………………………………… 
 
Signature:………………………………………………………… 
 
Printed Name:……………………………………………………. 


