








 

 

Exam Invigilator 

Job Description 
 
We are looking for a motivated and committed individual to provide Exam supervision to 
examination candidates. You will need a positive and proactive approach to work, to 
join our friendly team here at Royal Wootton Bassett Academy. 
 
The Summer Exam Season runs from the beginning of May through to the end of June 
with Internal Exams in October, November, December, June and vocational in January. 
Duties will include supervision of students under exam conditions, distribution and 
collation of exam papers, reading and / or writing for students requiring access 
arrangements. 
 
Key Accountabilities: 

• To assist in setting up of the venue 
• To ensure all students in view at all times 
• To maintain the ratio of Invigilator to student 
• To escort students if required. 
 

Supervision and Management: 
• Active but unobtrusive supervision of students in the exam venue to spot 

candidates requiring assistance and any possible malpractice 
• Low level of discretion 
 

Resources responsibility:  
• None  
 

Physical Demands 
• Standing for long periods of time (duration of Exam) 
 

 

 

 

 



 

 
 
Person Specification 
 
The successful candidate will have current or previous experience in a similar role and 
be able to use their initiative to work independently, as well as part of the wider 
invigilator team. 
 

Knowledge & Skills: 

• RWBAT Safeguarding and GDPR Training 
• Good knowledge of JCQ ‘ICE’ Booklet and any updates 
• Understanding of RWBA Safeguarding Policy and Procedure 
• Ability to work as a team 
• Common sense and fast thinking 
• Excellent timekeeping 
• Ability to relate to staff and students 
 










