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EXAM INVIGILATOR JOB DESCRIPTION
Role and Responsibilities
As an exam invigilator your role and responsibilities will include:

e ensuring a calm environment which will give students the best possible opportunity to be
successful in their exams

e helping to organise students at the start and end of each exam
e helping to provide the correct information and material for successful completion of the exam

e helping to ensure that the conduct of the exam takes place within the guidelines set down by the
examination board and the school’s Examination Policy

e being vigilant, whilst not disrupting the candidates

e reporting in the event of any discrepancy or irregularity in the progress of an examination directly
to the examination officer

¢ at the end of examinations to help make sure that answer booklets have been completed correctly,
e collecting exam scripts in order, by candidate number

Qualifications Required

Exam invigilators are not required to hold any recognised qualifications, but are required to have:

e a good command of written and spoken English

e sound oral and written communication skills

e a thorough working knowledge of exam procedures which will be provided before your first
session. Full training will be given.

Personal Qualities

An exam invigilator needs to be:

o confident and able to communicate with staff and pupils

e team players, with the ability to work on one’s own initiative
e able to carry out core duties without supervision

¢ able to manage/direct large groups of young people

e able to work in an organised and structured way

e able to seek help where appropriate



