








 

Exam Invigilator 
 
Main Job Purpose: To provide support to Lawn Manor’s examination process. 
Specific Duties: To support the Lead Invigilator(s) with the day-to-day operation of examinations 
held at Lawn Manor Academy. 
 
Duties to include:  
 

• Assisting with the preparation of examination boxes, including: 
• Packing of examination papers, candidate cards, stationery and relevant equipment 

before each examination. 
• Delivering the boxes to and from examination venues. 
• Checking the contents of boxes taking to examination venues. 
• Assisting with the setting-up and clearing of examination venues by: 
• Laying out examination papers as instructed by the Data Manager 
• Laying out candidate details 
• Laying out any relevant equipment as instructed by the Data Manager 
• Clearing away at the end of each examination and unpack boxes 
• Assisting candidates prior to the start of examinations by directing them to their seats 

and advising about possessions permitted in examination venues. 
• Offering advice and guidance to unregistered candidates without allocated seats 
• Ensuring candidates remain silent once they have entered the examination venue 
• Invigilating during examinations, dealing with queries raised by candidates in a 

professional manner. 
• Record the details of late arrivals and early leavers. Collect any scripts from early 

leavers. 
• Escorting candidates from venues during the examinations as required and supervising 

candidates whilst outside examination venues. 
• Supervise any candidates who may have a clash of any examinations. 
• Supervise candidates leaving examination venues. 
• Collecting and collating scripts at the end of the examination 
• Be familiar with the guidelines as outlined in the JCQ “Instructions for contributing 

examinations” booklet. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Person Specification 
 
Essential 
 
Application 
 

• Fully supported in references 
• Well-structured supporting statement that demonstrates how the person 

specification is met 
 
Qualifications and Training 
 

• Educated to Level 2, GCSE or equivalent. 
• A good standard of education, particularly in English and Mathematics 
• Basic IT skills 

 
• Successful experience 
• Excellent organisational skills 
• Administration experience 

 
Expertise 
 

• Excellent communicational skills at all levels 
• Time management and ability to multi-task and prioritise 
• Reliable and ability to work at short notice 
• Efficient even under pressure 
• Discretion and confidentiality 
• Team player - Proactive and committed 

 
Personal Attributes 
 

• A flexible approach to people and situations 
• Enthusiastic and positive 
• Approachable  
• Reliable under pressure 
• Confidence to talk to 100+ students under exam pressure 
• Confidence to report any issues to Lead Invigilator. 

 
 
Desirable 
 

• Qualifications and Training 
• Previous work experience in an invigilation role 
• Successful Experience 
• Relevant experience in an educational establishment/setting 

 








