










 

Duties and Responsibilities 

• Preparing the examinations room including distribution of papers. 

• Supervising entry and seating of candidates. 

• Supervising candidates in a quiet and unobtrusive manner. 

• Responding to candidates’ queries in accordance with the exam regulations. 

• Supervising any candidates who may need to leave the room in accordance with 
exam regulations. 

• Supervising “clash” candidates between exams. 

• Distributing additional paper/equipment as required. 

• Ensuring that school policy is adhered to. 

• Ensuring that efficient time keeping is maintained. 

• Concluding an exam in accordance with exam procedures 

• Assist in the collecting and sorting of exam papers and scripts. 

• Ensuring the security of exam papers and scripts. 

• Other duties as required by the Exams Officer. 

The Post holder may be required to perform duties other than those given above.  These 
may vary from time to time without changing the general level of responsibility.  Such 
variations would not justify the re-evaluation of a post. 

Key Skills 

• Reliable & punctual 

• Honest & trustworthy 

• Observant & alert 

• Able to work as part of a team 

 

 

 








