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Exams Invigilator 
Job Description


	About the Role

	Tudor Grange Academy Kingshurst is seeking to appoint reliable and flexible Experienced Examination Invigilators to join our committed and hardworking team in 2026.
As a large academy, we deliver a broad range of qualifications including GCSEs, BTEC programmes and, more recently, A Levels at Key Stage 5. Invigilators play a vital role in ensuring the smooth and secure running of all examination sessions.

	Core Purpose


	To oversee and supervise examinations, ensuring all guidelines and regulations are strictly followed in order to maintain the integrity and security of examination procedures and to ensure exams are run fairly. To assist and support the lead invigilator.

	Key Responsibilities

	· Assist with the preparation and set-up of examination rooms, verify 	candidates identities and securely handle exam papers.
· Supervise the entry and exit of students before, during and after examinations
· Ensure all candidates receive the correct examination papers and materials
· Be aware of and respond appropriately to any candidate needs during an examination
· Escort and fill in paperwork logs of candidates who need to leave the examination room temporarily, ensuring compliance with regulations
· Maintain a calm, orderly environment with no disruption during examinations, report incidents and issues of malpractice to the Examinations Officer.
· Ensure all candidates adhere to JCQ examination rules and regulations at all times
· Prevent unauthorised materials (e.g. mobile phones, watches, earbuds, notes etc) from entering the examination room by collecting unauthorised materials from candidates upon entry into the exam room and returning them to candidates at the end of the exam
· Collect and collate examination papers in candidate number order
· Ensure completed scripts and paperwork are securely handed to the Examinations Officer
· Maintain confidentiality, professionalism and vigilance throughout all examination sessions


	Person Specification

	To We are looking for individuals who:
· Are reliable, punctual, adaptable and able to follow instructions accurately
· Have prior experience of invigilating
· Have an existing knowledge of the JCQ ICE regulations
· Have strong attention to detail and vigilance
· Can remain calm and authoritative in a formal environment
· Are able to communicate clearly with students and staff
· Demonstrate a commitment to safeguarding and student wellbeing


	Safeguarding Statement

	The recruitment process is robust in seeking to establish the commitment of candidates to support the school’s safeguarding measures and to identify, deter or reject individuals who may pose a risk to children.
The successful applicant will be required to:
· Undertake an Enhanced DBS check
· Complete all required pre-employment checks (including health and criminal record clearance)
Tudor Grange Academy Kingshurst is committed to safeguarding and promoting the welfare of children and young people. All staff and volunteers are expected to share this commitment.

	Line Manager: 
	Exams Officer
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