
EXAM INVIGILATOR  

Moreton School (Secondary) is part of the Amethyst Multi-Academy Trust. Both Academies are happy, exciting and 
inspiring learning environments for their children who are from a vibrant mix of cultures. The staff and Trustees have 
a great sense of pride in their Academies and care passionately about their students. 

We are seeking to recruit a pool of Exam Invigilators, scribes and readers to assist with examination supervision 
throughout our busy exam periods. In order to be considered, you will be required to be available throughout May 
and June. 

The role is ideally suited to applicants who feel a sense of responsibility for today's young people and are highly 
organised, vigilant and reliable, have excellent attention to detail and have the ability to remain calm under 
pressure. 

Hours worked would be on a demand basis. The main duties of an Exam Invigilator are: 

• Laying out of the name cards on each desk according to the pre-printed seating plan;  

• Assist with setting up examination rooms by laying out equipment, stationary and examination papers as per 
the outlined procedures 

• Ensure that students are directed to their seats in a timely manner, and are aware of possessions permitted 
in the examinations with them 

• Ensure that students do not talk once they are inside the examination room 

• To invigilate throughout the examinations, dealing with any queries raised by students and dealing with any 
irregularities in accordance with the schools policies and procedures 

• ·Checking attendance during examinations 

•  Record examination start and finish times on the notice board so that all pupils can see these clearly;  

• Continually watch to see if a pupil raises their hand to ask for assistance and ensuring that all pupils remain 
completely focused on their own work.  

• Collect and collate examination papers at the end of the examination in accordance with the schools 
procedures 

• Supervise students if they need to leave the examination, ensuring that they do not remove any equipment, 
stationary or papers from the room. 

• Provide a positive and calm environment for the students at all times; 

• Invigilators are required to report to the Examinations Officer at least 15 minutes before the start of each 
examination session;  

The Amethyst Trust will be providing a full induction programme for all Exam Invigilators, so previous experience 
will not be necessary.  

Skills required 

·Effective oral/written communication skills 

·Good attention to detail 

·Be flexible in your approach to work 

We especially need staff who have the skills and would be willing to act as a scribe for our students who have 
additional examination access arrangements.  

This work may appeal equally to university students who have experienced exams situations themselves recently, 
professional people who have retired and those who have experience of working with secondary age children, 
although the role is not exclusive to these groups. 

This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken 
English is an essential requirement for this role. 



 

Safeguarding 

This school is committed to safeguarding and promoting the welfare of children and expect all staff to share this 
commitment. The successful candidate will be subject to all necessary pre-employment checks, including:  
Support Staff 
enhanced DBS; Childcare Disqualification (where applicable); qualifications (where applicable); medical fitness; 
identity and right to work.  
References-All applicants will be required to provide two suitable references. 
 


