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JOB DESCRIPTION



	Job Title:
	Exam Invigilator

	Hours:
	Part Time

	Status: 
	Casual



Responsible to:     Exams Officer         
[bookmark: _heading=h.mwzgnmwtrcgj]Job Purpose
As an Exam Invigilator, you will help prepare examination rooms, supervise candidates, and ensure that exams are conducted in strict accordance with exam board regulations. You will work as part of a dedicated team committed to maintaining the highest standards of integrity and confidentiality.
Key Responsibilities
· Prepare examination rooms in line with exam board requirements

· Ensure all necessary materials, papers, and equipment are distributed correctly

· Verify student identities and maintain accurate attendance records

· Deliver clear instructions to candidates before exams begin

· Supervise students throughout the exam to ensure compliance with rules

· Respond appropriately to queries or issues during the exam while maintaining exam integrity

· Manage timing precisely and signal start and end times

· Collect, collate, and securely return exam papers and materials

· Report any incidents, irregularities, or concerns following school procedures

· Uphold confidentiality and act with professionalism at all times

[bookmark: _heading=h.sninpoxueybs]Skills & Attributes
· Strong observational skills and attention to detail

· Confident in following procedures and enforcing rules fairly

· Calm, approachable manner with good communication skills

· Reliability, punctuality, and professionalism

· Ability to maintain concentration for extended periods

· Comfortable working as part of a team or independently

Child Protection and Safeguarding
Safeguarding and promoting the welfare of children is everyone’s responsibility.  Everyone who comes into contact with children and their families has a role to play. In order to fulfil this responsibility effectively, all practitioners should make sure their approach is child-centred.  This means that they should consider, at all times, what is in the best interests of the child (KCSiE 2025).
You must comply with the Queen's College Child Protection and Safeguarding Policy and Procedures and the requirement to report any concerns relating to the safety or welfare of children.
Additional Duties:
To undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the College.
The post-holder will undertake assigned duties and responsibilities, ensuring that all actions are discharged within the regulatory and legislative requirements to which the College is subject.
November 2025
This job description is current at the above date.  In consultation with the post holder it is liable to variation by the School to reflect actual, contemplated or proposed changes in or to the job.
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