
 

 

 
 
 

Job Description 
Job Title: Lead Exams Invigilator 
 
Purpose: To lead the team of invigilators in conducting external and internal 
examinations for pupils, ensuring that all JCQ regulatory requirements for the 
conduct of examinations are adhered to. 
 
Salary Scale: SCC Grade 6 Point 12 [this may increase depending on experience] 
 
Reporting to: Examinations Officer / Assistant Headteacher 
 
Hours: By negotiation and agreement during the mock exam period and summer 
exams period (April to July), AM and/or PM sessions.  
 
Contract type: Part time/ One Year Fixed Term: Term Time 
 
Duties & Responsiblities  

- To lead & train a team of invigilators in preparing the examination room so that 

the awarding body requirements are strictly adhered to.  

- To start and finish the examination strictly following the examination board rule 

and regulation.  

- To take all reasonable steps to ensure that: 

-  The candidates are only in possession of stationery permitted by the 

Examination Boards and that the exams stationary cupboard is kept fully 

stocked.  

- Candidates have all the necessary materials to enable them to complete the 

examination, including ID cards and seat numbers.  

- To ensure that a signed record is kept of the seating plan and exam room 

check list.  

- Read any erratum notices.  

- To open and distribute examination papers and authorised materials, ensuring 

candidates have the correct paper. 

-  To supervise the candidates throughout the whole time and examinations is in 

progress and give complete attention at all time to this duty. 

-  To ensure that the students have written all the information that is required on 

the front of the paper. 

-  To collate the examination scripts at the end of examination in accordance 

with the exams board rules and regulations. Ensure that the scripts are in 

attendance register order and there are no scripts missing and they are fully 

packed ready for posting to the exam boards. 

-  To ensure that the candidates do not remove scripts, equipment or other 

stationery from the room without authorisation. 

-  Always ensure that the exam papers are NEVER left unattended at any time.  

- To know the action to be taken in the event of an emergency such as fire 

alarm. 



 

 

 
 
 
 
Other tasks  
- Undertake training, update and review sessions as required  

- Undertake relevant online invigilator training and assessment each academic 

year  

- Undertake, where required and where able, other duties requested by the 

exams officer, for example  

o centre supervision of exam timetable clash candidates between exam 

sessions 

o  o facilitating access arrangements for candidates, for example as a 

reader, scribe etc. (full training will be provided) 

Personal Specification 
- Fluent speaking and writing skills, excellent time management, work 

appropriate appearance, acts in a professional manner at all times.  

- - Ability to offer reliability and punctuality 

Skills and Experience 
- Ability to work under pressure  

- Previous experience of invigilating examinations in a school environment 

desirable. 

- A knowledge of the ‘Instructions for the Conduct of Examinations’ produced 

annually by the JCQ would be preferable.  

- Ability to lead a team of invigilators  

- Ability to demonstrate accuracy and attention to detail  

- Ability to communicate with candidates and members of staff clearly and 

accurately 

-  Ability to act on own initiative, dealing with any unexpected problems that 

arise 

 Willingness to undertake duties as required 
 
 


