[image: ]

JOB DESCRIPTION
EXAMINATION INVIGILATOR

Title: Examination Invigilator

Job Purpose:

Assist the School Examination Officer to maintain the integrity of examinations and ensure that examinations are conducted in accordance with the rules and regulations set out by the Awarding Body, Joint Council for Qualifications (JCQ) and the school.

Responsible to: The Exams Officer

Main Duties:
· Oversee candidates’ entry into and departure from the examination room, ensuring silence 
is observed at all times.
· Verify the identity of candidates using the documentation provided.
· Assist the Examination Team with the distribution, collection and collating of exam papers 
and appropriate stationery.
· Record the start and finish times of each examination.
· Remain vigilant and attentive throughout each examination session to ensure that all 
students adhere to examination regulations.
· Ensure that candidates are supervised in a quiet, subtle and inconspicuous manner.
· Ensure that students with special requirements are dealt with appropriately, sensitively and 
within the JCQ regulations.
· Support the Examination Officer with the enforcement of the school examination processes 
and procedures.
General Roles
· Ensure all Health & Safety regulations are met
· Work to agreed service standards
· Carry out any other duties related to the job purpose as required by the Examinations Officer 
· Maintain confidentiality
For the avoidance of doubt, the duties and responsibilities contained within this job description may change from time to time according to the requirements of the role and it is not intended to have contractual effect. 
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