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Casual Exam Invigilator

Job Title: Casual Exam Invigilator

Salary: Hourly rate (as advertised)

Responsible to: Exams Officer

Responsible for:  Supervision of candidates during examinations; supporting the Exams Officer in the administration and conduct of exams.

Role Type: Casual Staff

Contract Type: Casual, as required during exam periods

Working Hours: Variable, according to exam timetable

Job Purpose
To ensure the fair and proper conduct of examinations in accordance with school and awarding body regulations. The postholder will supervise candidates, uphold exam procedures, and support the Exams Officer in maintaining a secure and supportive environment for all students.

Key Responsibilities
1. Exam Supervision
· Supervise candidates during examinations, ensuring compliance with exam regulations and procedures.
· Set up exam venues, distribute and collect exam papers, and ensure all materials are accounted for.
· Monitor candidates to prevent malpractice and provide clear instructions as required.
· Respond to queries and first-line issues during exams, escalating to the Exams Officer when necessary.
· Complete any other reasonable duties as required by the Exams Officer or Principal.
2. Administrative Support
· Assist with the preparation and organisation of exam materials and venues.
· Support the Exams Officer in maintaining accurate records and documentation.
· Ensure confidentiality and security of exam papers and candidate information.
3. Safeguarding and Compliance
· Adhere to all school safeguarding policies and procedures.
· Ensure a safe and supportive environment for all candidates.
· Maintain professional conduct and appearance at all times.


Person Specification
	FACTOR
	ESSENTIAL
	DESIRABLE
	MEANS OF ASSESSMENT

	Skills, Knowledge and Aptitude
	Effective oral and written communication skills
Attention to detail
Ability to use relevant documentation/technology
	
	Application form
Interview
References

	Qualifications & Training
	Good numeracy and literacy skills
Commitment to personal/professional development
	
	Application form
Interview
References
Certificates of qualification

	Experience
	Can deal with first line of enquiries appropriately
Ability to learn from experiences and challenges
	Experience of invigilation in a similar role
	Application form
Interview
References

	Personal & Professional Qualities
	Excellent time keeper
Good interpersonal skills
Organising, planning and prioritising skills
Methodical with good attention to detail
“Can do” attitude
Professional appearance and demeanour
Adaptable to change
Takes responsibility and accountability
	Ability to work independently
	Application form
Interview
References

	Special Requirements
	Clear Enhanced Certificate from the Disclosure and Barring Service
Additional criminal record checks if applicant has lived outside the UK
Complete any other reasonable duties as required by the Exams Officer/Principal
	
	Certificate of disclosure
Application form
Interview
References
Enhanced DBS disclosure
Medical assessment




Safe Working Practices for Adults Working with Children
It is the responsibility of each employee to carry out their duties in line with Mercian Trust’s ethos and culture of safe working practices for adults working with children, promoting a positive and harmonious working environment. All post holders are subject to a satisfactory Disclosure & Barring Service Check (DBS) and satisfactory employment references, as well as identification and qualification, prohibition and barred list checks which will be required before commencing duties.
The School is committed to safeguarding and promoting the welfare of children.
All post holders are subject to a Satisfactory Disclosure & Barring Service Check (DBS) and satisfactory employment references, as well as identification and qualification, prohibition and barred list checks which will be required before commencing duties.
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