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Exam Invigilator
MIS

	Responsible to:

	Exam Manager

	Responsible for:

	N/A

	Grade of post:

	Grade 2 SCP 11

	Hours of work:

	Variable Hours

	Work location:

	Rodbaston

	Code:
	HR2526-167



	Job Purpose: The Exam Invigilator ensures the fair, secure, and professional delivery of assessments in accordance with the regulations set by awarding bodies and JCQ.  Invigilators play a vital part in upholding the integrity of the examination process, supporting learners and maintaining compliance with regulations. South Staffordshire College expects invigilators to be vigilant, reliable and adaptable, providing a calm and supportive environment for candidates while strictly adhering to procedural requirements across both online and paper-based exams.



Key Duties & Responsibilities

1 Maintain Exam Integrity - Ensure all exams are conducted securely and in line with JCQ and awarding body regulations.
2 Set Up Exam Venues - Prepare rooms and online platforms and distribute exam materials accurately.  Exam venues are primarily at Rodbaston but the role will include covering invigilation at the Cannock Campus.
3 Candidate Verification - Check candidate ID and seating arrangements to ensure correct participation.
4 Supervise and Support - Monitor candidates throughout the exam, respond to queries and uphold a calm, compliant environment.
5 Manage Incidents - Record and report any irregularities or breaches of exam regulations.
6 Secure Exam Materials - Collect, check, and return all exam papers and digital submissions safely, including support for access arrangements.


Other Duties and Responsibilities 

· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your Line Manager.

Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure.    

Please use the following headings to describe the detail of the duties and responsibilities of the role:

	Communication – Oral and written
	· Invigilators must deliver clear, concise instructions to candidates before and during exams, ensuring all learners understand the rules, timings and procedures. They must also communicate calmly and professionally when responding to candidate queries or addressing any issues that arise during the exam.

· Accurate completion of exam documentation is essential, including attendance registers, seating plans, incident reports and any awarding body-specific forms. Invigilators must record and report irregularities in line with JCQ and other awarding body requirements, ensuring all written records are legible, factual and submitted promptly.


	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· Invigilators work closely with the Exams Team to ensure smooth exam delivery.

· Invigilators are expected to maintain a high level of professionalism and motivation, even during repetitive or high-pressure tasks, contributing positively to the candidate experience and the reputation of the College.



	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· Exam Invigilators maintain effective working relationships with internal staff such as the Exams Team, Curriculum Teams, and Student Support Services. They liaise directly with colleagues to ensure accurate exam delivery and timely communication of changes.

· Invigilators help ensure that key information flows efficiently between individuals and teams, supporting the smooth running of exams and the resolution of any issues.


	Service Delivery – customer is anyone receiving services
	· Invigilators are responsible for delivering a professional, calm and supportive exam environment that enables all candidates to perform to the best of their ability. Candidates are the primary recipients of this service and their experience must reflect fairness, consistency and respect.


	Decision Making – relates to finance, physical resources, students, staff, and policy
	· Invigilators make real-time decisions during exams to support candidates while ensuring compliance with regulations. This includes handling queries, managing unexpected situations (e.g. illness or misconduct) and applying access arrangements appropriately.

	Planning & Organising – financial, capital and people
	· Invigilators plan and organise their own time and responsibilities in line with the exam schedule, ensuring punctuality and readiness for each session. They also contribute to the coordination of candidates, seating arrangements and support for learners with access needs, helping to maintain order and efficiency during exams.

	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.
	· Invigilators must be alert to potential problems such as candidate distress, technical failures during online exams, incorrect seating arrangements, or breaches of exam regulations. Early recognition is key to maintaining exam integrity and candidate welfare.

· Within the boundaries of awarding body and College policies, invigilators must assess situations quickly and determine appropriate responses.


	Investigation & Analysis – includes research
	· Invigilators must be observant and able to identify irregularities or potential breaches of exam regulations, such as suspected malpractice, technical failures or candidate distress.

· When incidents occur, invigilators are responsible for collecting relevant details such as candidate behaviour, timing and environmental factors to support accurate reporting and resolution.



	Sensory & Physical Demands – uses senses singly or in combination and use of physical skills/ effort
	· Invigilators must maintain high levels of concentration and visual awareness throughout exam sessions to monitor candidate behaviour, identify irregularities and ensure compliance with regulations. This includes using sight and hearing in combination to detect disturbances, respond to queries and maintain a calm environment.

· The role involves standing and walking for extended periods, moving around the exam room to supervise candidates and distribute and collect materials. 

· Exams may take place in varied settings, including large halls, classrooms or IT suites, invigilators must be prepared to work in these environments or environments which require extended periods of quiet focus.

	Work Environment – conditions under which they work. Risk/H&S
	· Invigilators work in a range of environments including large exam halls, classrooms and IT suites. These spaces must be quiet, well-organised and conducive to focused exam conditions.

· The role includes daytime and evening shifts, sometimes at short notice, requiring flexibility and readiness to work across different locations within the College.
· Invigilators must follow College health and safety procedures, including fire evacuation protocols, safe manual handling of exam materials and ensuring clear access routes in exam venues.

· The role involves managing low-level risks such as candidate illness, distress or misconduct and responding appropriately to ensure safety and compliance.

· Extended periods of standing and walking are common. Comfortable footwear and awareness of ergonomic practices are recommended.

· Handling sensitive exam materials and candidate information requires strict adherence to data protection and security protocols.

	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· Invigilators play a key role in supporting the wellbeing of candidates during exams. They must be alert to signs of distress, anxiety, or illness and respond sensitively and appropriately, ensuring learners feel safe and supported.

· Invigilators are expected to follow the College’s safeguarding procedures, reporting any concerns about a learner’s physical or mental health to the appropriate staff or designated safeguarding lead.

· The role includes supporting candidates with access arrangements, ensuring their individual needs are met in a respectful and discreet manner, contributing to an inclusive and equitable exam experience.

· By maintaining a quiet, orderly, and reassuring atmosphere, invigilators help reduce stress and promote focus, which is essential for learner wellbeing during assessments.

· Invigilators must demonstrate empathy, patience, and discretion when interacting with candidates, especially in situations involving emotional or physical discomfort.


	Team Development – coaching, development of team (not others)
	· While not responsible for formal training, experienced invigilators contribute to the development of the team by informally guiding new or less experienced colleagues, sharing best practices and helping them understand exam procedures and expectations.

· Invigilators support team development by demonstrating flexibility in changing environments, helping others adjust to new formats (e.g. online exams), venues or procedures.


	Teaching & Learning -Support all types of teaching and learning support outside of immediate work team
	· Invigilators play a vital role in the teaching and learning cycle by ensuring that assessments are delivered fairly and securely, allowing learners to demonstrate their knowledge and skills accurately.

· By creating a calm, structured, and supportive exam environment, invigilators help reduce anxiety and enable learners to focus, indirectly supporting their academic success.

· By upholding awarding body regulations, invigilators protect the credibility of qualifications, which is essential for learners’ progression and future opportunities.

	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· Invigilators must have a working understanding of exam regulations and procedures set by awarding bodies. This knowledge is typically gained through formal training and ongoing updates provided by the College.

· Previous experience in exam invigilation, education administration or learner support is highly beneficial. It helps invigilators manage exam sessions confidently, respond to unexpected situations and maintain compliance.

· Familiarity with basic digital systems and online platforms is essential, particularly for supporting computer-based assessments. Experience with logging in candidates, troubleshooting minor issues and navigating exam software is advantageous.

· Experience in roles requiring precision and procedural accuracy such as handling confidential documents or working in regulated environments supports the invigilator’s ability to manage exam materials and records effectively.

· Knowledge of safeguarding principles and learner welfare, gained through training or experience in educational settings, enables invigilators to support candidates appropriately and escalate concerns when needed.

· Experience working in roles that require discretion, reliability and professionalism contributes to the invigilator’s ability to uphold the integrity of the exam process and represent the College positively.








PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Level 2 English and Maths
	X
	
	

	· Basic IT literacy, sufficient to support online exams and use digital systems confidently including Microsoft Teams
	X
	
	

	Desirable:
	
	
	

	· JCQ Invigilator Training or similar
	X
	X
	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Basic IT skills, including the ability to operate online exam platforms, use email, Microsoft Teams and complete digital forms or registers.
	X
	
	

	
	
	
	

	Desirable:
	
	
	

	· Previous experience as an exam invigilator or in an educational support role.
	X
	X
	

	· Familiarity with online assessment systems and troubleshooting basic technical issues during exams
	X
	X
	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Excellent attention to detail, ensuring accuracy in documentation and adherence to procedures.
	
X
	X
	

	· Clear and confident communicator, able to deliver instructions and respond to queries effectively.
	X
	X
	

	· Flexible and adaptable, willing to work variable hours including evenings occasionally at short notice.
	X
	X
	

	· Calm and composed under pressure, able to manage unexpected situations with confidence and discretion.
	X
	X
	

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Clean enhanced DBS record.
	X
	X
	

	· Able to travel between sites timely
	X
	X
	



S/L = Short Listing        I= Interview         A=Assessment 
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