
 
 
 
 
 
 
 
We are currently looking to increase our team of flexible 
workers to invigilate examinations throughout the 
academic year on an ad hoc basis 
 
The role of an invigilator is an excellent opportunity for applicants looking for 
flexible work to fit around their own commitments. 
 
Are you passionate about providing young people with a safe, supportive  
environment in which to ensure their success. If you are reliable and punctual, 
firm but fair, a confident communicator, have fastidious attention to detail and 
are comfortable under pressure we would love to hear from you. 
 
Full training will be given. 
  
Pay is on LPS SS grade 2, pt 4 (18,198 fte) = £9.43 per hour + an element of holiday 
pay. 
 
Please download an application pack from the website for completion and return 
to Mrs Barrow, Executive Assistant SDLT, at lbarrow@ratton.co.uk or if you would 
prefer an informal discussion about the role please contact Mr Neal, Exams 
Officer, on 01323 504011 ext 230. 
 
 

 



JOB DESCRIPTION 
 
 
POST:                      Examinations Invigilator     
 
GRADE:                    LPS grade 2     
 
RESPONSIBLE TO:         Examinations Officer/Head of School 
 
 
Main Purpose of the Job 
 
To participate in conducting external examinations for pupils, ensuring that all JCQ 
regulatory requirements for the conduct of examinations are strictly adhered to. 
 
Main Functions 
 
1. To check the examination room prior to the arrival of candidates to ensure 

that: 
 heating, lighting, ventilation and levels of extraneous noise are acceptable 
 no display materials that might be helpful to candidates are visible 
 a reliable clock of readable size is visible to each candidate 
 the Warning to Candidates is displayed outside the examination room 
 the No Mobile Phone Notice is displayed in a public place outside the 

examination room 
 the seating arrangements prevent candidates, intentionally or otherwise, 

from overseeing the work of others 
 
2. To carry out spot checks to ensure that name tickets on desk match 

seating plan for any examination session that you participate in. 
 
3. To carry out checks that the correct stationery and equipment is in the 

examination room. 
 
4. To take all reasonable steps to ensure that: 

 the official examination stationery is issued to candidates and that no 
other stationery, including paper for rough work, is provided 

 candidates take into the examination room only those articles, instruments 
or materials which are expressly permitted 

 candidates have all the necessary material to enable them to complete the 
examination 

 
5     To open the packet of examination papers and issue the papers to  
Candidates. 
 
6     To give clear instructions to candidates about the conduct of the examination 
to ensure that they fully understand what they are required to do.  
 
7     To supervise the candidates throughout the whole time the examination  



is in progress, and give complete attention at all times to this duty. 
 
8     To immediately report any concerns with either the paper or student/s 
to the Examinations Officer. 
 
9     To know the actions to be taken in the event of an emergency such as a  
       fire alarm or bomb alert. 
 
10   At the end of the examination, to collect all scripts and ensure that  

candidates have used their correct Centre and candidate numbers. 
 
11   After collation, to ensure the scripts are handed to the person 

responsible for despatching the scripts to Examiners. 
 
12   To collect all unused stationery in the examination room and return it 

to the Examinations Officer. 
 
13   To ensure that the room is left in a tidy condition 
 

 
 
 
 
 
 
 

This job description sets out the duties of the post at the time it was drawn up.  
The post holder may be required from time to time to undertake other duties 

within the school as may be reasonably expected, without changing the general 
character of the duties or the level of responsibility entailed.  This is a common 
occurrence and would not justify a reconsideration of the grading of the post. 

 
  


