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Job Description Template (update 31.10.2025)

	Role
	
Exam Invigilator

	School/Department
	Trust Schools 

	Grade
	3
	Reports to
	Examinations Officer

	Purpose 
	To ensure the fair, secure and compliant conduct of examinations in accordance with awarding body regulations and Trust procedures, maintaining an environment that supports students to perform to the best of their ability while upholding the integrity of the examination process.

	Scope
	Staff responsibilities:
	Financial Accountability:

	
	
None

	
None

	Key accountabilities

	To support the effective delivery of examinations by ensuring all regulatory requirements and procedures are followed consistently, maintaining a calm, orderly environment that enables students to complete assessments without disruption

To contribute to safeguarding and student wellbeing during examinations by maintaining vigilance, responding appropriately to incidents or concerns, and following all relevant policies and procedures

To ensure accurate administration of examination processes, including preparation, monitoring and completion of required documentation, supporting the integrity and reliability of examination outcomes


	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	
Relationships

The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

Supporting Maiden Erlegh Trust

The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.
Main duties and accountabilities

Teaching and Learning

· Supervise students during examinations, ensuring a calm and orderly environment is maintained throughout the examination session
· Ensure all examination instructions are followed, including the distribution and collection of examination papers and materials
· Maintain active vigilance throughout the examination, preventing malpractice and responding appropriately to any irregularities in line with procedures

Assessment

· Prepare examination rooms in accordance with awarding body requirements, including seating plans, materials and equipment
· Distribute, collect and account for all examination papers and materials before, during and after examinations
· Complete all required documentation accurately, including attendance registers and incident reports.
· 
Behaviour Management and Student Wellbeing

· Promote appropriate behaviour during examinations, ensuring all students adhere to examination rules and expectations
· Respond calmly and appropriately to student queries or issues during examinations, referring to senior staff where required
· Monitor student wellbeing during examinations and report any concerns in line with safeguarding procedures.
· 
Pastoral and Inclusion

· Support the implementation of access arrangements and reasonable adjustments as required, in accordance with examination regulations
· Ensure inclusive practice by supporting all students to access examinations fairly and appropriately
· 
Trust Culture

· Uphold the values and professional standards of Maiden Erlegh Trust at all times
· Follow all Trust policies and procedures, including those relating to safeguarding, equality, diversity and inclusion
· Contribute to a positive and professional examination environment through reliable and consistent practice
· 
Other

· Attend training and briefing sessions as required to remain up to date with examination regulations and procedures
· Undertake other duties appropriate to the role as directed by the line manager.



	Other requirements and responsibilities

	· Enhanced DBS clearance required
· To be committed to safeguarding, equality and promoting the welfare of children and young people
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required
· Maiden Erlegh Trust retains the right to implement changes in job descriptions to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with the postholder










Person Specification 

	
Role 


	Exam Invigilator
	School/Department 
	Trust School

	Qualifications, training and education 
	GCSEs (or equivalent) with grade C (or equivalent) or above in English and Maths (desirable)

	Skills and abilities 
	Communication
Good communication and interpersonal skills to convey instructions clearly and respond appropriately within examination regulations
Organisation and planning
Good organisational and time management skills to support the effective running of examination sessions
Behaviour management

· Ability to ensure students comply with examination regulations and conditions
· Ability to recognise and respond appropriately to minor behavioural issues in line with centre expectations

Technical skills

· An appreciation of the key issues involved in examination invigilation
· Ability to follow examination procedures and instructions accurately

Personal qualities

· Ability to work with others as part of a close-knit team
· Ability to adapt and be flexible in response to changing requirements
· Ability to remain attentive for extended periods, including patrolling and standing as required



	Requirements specific to the role 
	· All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
· Suitability to work with children.



Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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