
EXAM INVIGILATOR, SCRIBES AND READERS 

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: 

Job Purpose  

When required, to provide access arrangements for those students who have this in place. This will include being a 
‘reader’ (reading examination paper to the student), ‘scribe’ (writing answers the student has dictated in an 
examination paper), assisting word processing if the student has this facility, supervising students who have breaks 
in between questions as well as assisting students who have a visual impairment or medical/behavioural issues.  

Duties of the reader  

• The reader must read accurately;  

• The reader must only read the instructions of the question paper(s) and questions, and must not explain or 
clarify. The reader must only repeat the instructions of the question paper or questions when specifically 
asked to do so by the candidate;  

• The reader must only read the instructions/rubric of a paper testing reading and must not read individual 
questions or text;  

• The reader must abide by the regulations since failure to do so could lead to the disqualification of the 
candidate;  

• The reader must not advise the candidate regarding which questions to do, when to move on to the next 
question, nor the order in which questions should be answered;  

• The reader may read numbers printed in figures as words (e.g. 252 would be read as two hundred and fifty 
two, but when reading the number it should also be pointed to on the question paper). An exception would 
be when the question is asking for a number to be written in words (e.g. write the number 3675 in words);  

• The reader may read back, when requested, what the candidate has written;  

• The reader may, if requested, give the spelling of a word which appears on the paper but otherwise spellings 
must not be given.  

Duties of the scribe  

• The scribe must be able to write accurately, and at a reasonable speed, what the candidate has said. 

• The scribe must draw or add to maps, diagrams and graphs strictly in accordance with the candidate’s 
instructions, unless the candidate is taking a design paper, in which case a scribe will only be permitted to 
assist with the written parts of the paper;  



• The scribe must abide by the regulations since failure to do so could lead to disqualification of the candidate;  

• The scribe must write  a correction on a typescript if requested to do so by the candidate;  

• The scribe must immediately refer any problems in communication during the examination to the invigilator;  

• The scribe must not give factual help to the candidate or indicate when the answer is complete;  

• The scribe must not advise the candidate on which questions to do, when to move on to the next question, 
or on the order in which questions should be answered;  

• The scribe may, at the candidate’s request, read back what has been recorded.  

The Person  

The Invigilator, reader and scribe will need: 

• Confidence and ability to read aloud; 
• Legible handwriting;  
• Be flexible and energetic;  
• Possess excellent organisational skills;  

Enjoy working with young people. 

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. 
 


