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Exam Invigilator
ADVERTISEMENT

Exam Invigilators ‘Pool’
£13.05 per hour 

We are seeking casual Examination Invigilators who are able to work sessions between the hours of 8.15am – 4.00pm.  Duties include the invigilation for external examinations, administrative duties to assist the Exams Manager, setting up rooms ready for examinations including computers/laptops as necessary. A good standard of education is essential along with general administrative and computing experience.

There is also the opportunity to complete additional training to become a Reader or a Scribe for our candidates. Further details are available at the interview stage. 

We are proud to be the only University accredited laboratory school in Norfolk.  As a Laboratory School, we are committed to research-based practice which is strengthened through peer-to-peer learning, ongoing professional development and collaboration with other schools and partners. 

Whilst there are accredited schools all over the world, we were the first in Norfolk to be selected. We were approached to be part of University of Greater Manchester’s Laboratory School network because of our Good OFSTED rating, our strong exam results, our ethos and our record of researched-based pedagogy.

If you are a motivated individual, have the right experience, skills and have a passion for supporting students' learning journey then we would very much like to hear from you.


Northgate High School is a valued member of Unity Education Trust.  The successful candidate may have the opportunity to work with other schools as part of Unity Education Trust and will benefit from supportive Governors, Trustees and parents.

Closing date for applications Friday 10th July 2026 at 9.00am
How to apply
Click on the Apply Now button. You can save your application and return to it later. Please ensure you have completed your application before the end date.
No CVs accepted – Please complete an application form if you wish to be considered for this role.
Candidates are advised that they may be subject to an online check from information in the public domain.
We aim to be an equal opportunities employer and welcome applications irrespective of race, gender, religion, disability, sexual orientation and/or age. We value the individuality and creativity that every worker potentially brings to the workforce.
This post will come under the requirements of the Childcare (Disqualification) 2009 Regulations and the successful applicant will be required to complete a declaration form to establish whether they are disqualified under these regulations.
​​​​​​​Unity Education Trust is committed to safeguarding and promoting the welfare of children. All applicants must be willing to undergo safeguarding screening appropriate to the post, including checks with Disclosure & Barring Service and at least 2 references which cover the last 3 years; for all our services we will request references from where you have worked with either Children or Vulnerable Adults. Please be advised that references may be requested prior to interview for roles within our Schools.
This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent English is an essential requirement for this role.
We reserve the right to withdraw this vacancy at any time ahead of the closing date if there is a good level of response. Therefore, we recommend you submit your application as early as possible.
We also reserve to right to interview shortlisted candidates ahead of the closing date. 
Details available on our website www.northgate.norfolk.sch.uk  

Northgate High School, Dereham Sixth Form College and DESA are a part of Unity Education Trust which is a charitable company limited by guarantee (Company No. 10591822) registered in England and Wales at Crown Road, Dereham, Norfolk NR20 4AG
Chief Executive Officer: Mr Glyn Hambling, B. Ed. (Hons), M.Sc., N.P.Q.H




JOB DESCRIPTION

EXAMINATION INVIGILATORS ‘POOL’

Location:	Northgate High School 
Salary:		£12.85 per hour  
Contract status:	Casual, as and when required
Hours of work:	Between 8.15am to 4pm.  It will be on a casual basis throughout the year according to the timetabling of Examinations.  Main examinations periods are November, March, May – mid July 
Report to:		Examinations Manager 


JOB PURPOSE

‘The invigilator is the person in the examination room responsible for the conduct of a particular examination session in the presence of the candidates.  Invigilators must give their whole attention to the proper conduct of the examination.’  
(JCQ-Instructions for the Conduct of Examinations)
Under the direction of the Exams Manager:

a) To provide invigilation duties for Examinations, undertaking duties 
associated with the set up and supervision of examinations including on-line and paper based testing,  as specified by the Awarding Bodies.
b) To assist the Exams Manager with additional duties when requested.


RESPONSIBILITIES AND DUTIES

1) To either take full responsibility or work as part of a team, under the direction of the Exams Manager for written examinations, ensuring that all examinations are undertaken in strict accordance with Awarding Body requirements.  Strict confidentially is required at all times.  Duties to include:
			
a)	checking that examination stationery and equipment is correct;
b)	checking the accommodation booked is suitable and the layout of the room is as specified by the Awarding Bodies, reporting any problems to the Exams Manager;
c)	ensuring that all notices are prominently displayed;
d) identification and supervision of candidates in the examination room as 
specified by the Awarding Bodies;
e) accurate time keeping  and completion of relevant documentation 
during the examination; requiring attention to detail
f) collation of scripts and safe delivery to the Exams Office, ensuring  
complete confidentially of all papers; 
g) setting up of laptops for candidates as required
h) other clerical duties as they arise.

2)	To undertake training sessions in order to upgrade specific knowledge as detailed by the Awarding Bodies.

3) To ensure compliance with Health & Safety Regulations.

4) To ensure compliance with the Data Protection Act.


This Job Description sets out the major duties associated with the stated purpose of the post.  It is assumed that other duties of a similar level/nature undertaken within the section are not excluded simply because they are not itemised.

The duties of the post could vary from time to time as a result of new legislation, changes in technology or policy changes.  In this case appropriate training may be given to enable the postholder to undertake this new/varied work.  




PERSON SPECIFICATION
		

	
	Essential
	Desirable

	
Education and Qualifications

	
· A good standard of Education (GCSE grade C or above in Mathematics and English).
· A willingness to undertake appropriate skills training.

	


	
Knowledge and Experience

	
· General administrative and computing expertise, including familiarity with the internet.



	
· Experience of working in an academic environment.
· Experience of supervising large groups.
· Previous invigilator experience.


	
Skills

	
· The ability to work on own initiative or as part of a team.
· The ability to carry out all tasks efficiently and accurately.
· Excellent communication skills, in order to deal tactfully and sensitively with people at all levels.
· An assertive manner for use within the examination environment
· The ability to use computer systems and equipment.
· Ability to work with complete confidentiality.
· A flexible approach to job requirements.
· The ability to meet deadlines.
· Good IT skills.

	


	
Attitude

	
· An understanding of and commitment to the College’s Equality and Diversity Policy, and the ability to promote this in the day-to-day work of the post.
· An understanding of and respect for the confidentiality required by the post.
· Responsible for safeguarding and promoting the welfare of children.

	



	
INFORMAL ENQUIRIES


For informal enquiries please contact Bethany Bone, Exams Manager, 
(01362) 697033 or email examsofficer@northgate.norfolk.sch.uk 









Terms and Conditions 

PRE-EMPLOYMENT CHECKS 
All staff must be prepared to undergo a number of checks to confirm their suitability to work with children and young people.  The Trust reserves the right to withdraw offers of employment where checks or references are deemed to be unsatisfactory. 

EQUAL OPPORTUNITIES
UET has a policy that seeks to ensure that all employees are selected, trained and promoted on the basis of ability, the requirements of the post and other similar and objective criteria.  The gender, marital status, ethnic origin, age, religion or sexual orientation of an applicant or employee does not affect the employment opportunities made available except as permitted by legislation.  UET also requires full and fair consideration to be given to people with disabilities in the recruitment process.  Applicants declaring a disability who meet the minimum (essential) criteria for the vacancy will be invited for interview.

DISCLOSURE AND BARRING SERVICE CHECK

This post is subject to a Disclosure and Barring Service Check.  Disclosure and Barring Service and Disclosure of Convictions Policy for employment of persons with criminal convictions – refer to our website www.unityeducationtrust.uk
Immigration, Asylum and Nationality Act Information – refer to our website www.unityeduationtrust.uk
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