MILLOM SCHOOL
JOB TITLE – EXAMINATION INVIGILATOR
JOB PURPOSE
To ensure the fair and proper conduct of examinations in an environment that enables a student to
perform to the best of their ability.
PRINCIPAL RESPOSIBILITIES
To support the day-to-day operation of examination venues which will include:
1. Assisting with setting up examination venues by laying out stationery, equipment and
examination papers in accordance with strict procedures.
2. Closely follow and enforce exam procedures and regulations.
3. Assist candidates prior to the start of examinations by directing them to their seats and
advising them about possessions permitted inside examination venues.
4. Ensure candidates do not talk once inside the examination venues.
5. Invigilate during examinations; deal with queries raised by candidates and deal with exam
irregularities in accordance with procedures.
6. Checking attendance during examinations.
7. Record details of late arrivals and early leavers and collect scripts from early leavers.
8. Ensure that candidates are aware of the start and finishing times of examinations
9. Escort candidates from venues during the examinations as required and supervise
candidates whilst outside examination venues.
10. Escort candidates on toilet break ensuring no unauthorised material is consulted and that
examination regulations are observed at all times.
11. Report any breach of examination rules to the Senior Invigilator/other responsible person
immediately
12. Assist candidates as appropriate with additional supplies of paper and stationery
13. Collect, collate and deliver scripts at the end of the examination in accordance with strict
procedures.
14. Supervise candidates leaving examination venues, ensuring that candidates do not remove
equipment or stationery from the venue without authorisation and that candidates leave
venues in an orderly and quiet manner.
To assist Examinations staff and Invigilators with other examination processes which may
include:
1. Assist with the packing of examination papers, stationery and equipment prior to the
examinations and the delivery to and from venues if required.
2. Assist with the preparation of the seating plans if required.

CUMBRIA COUNTY COUNCIL
CHILDREN’S SERVICES
Person Specification –Examination Invigilator

Attributes
Skills/Abilities

Essential
Able to give clear and concise
instructions and guidance.
Able to use initiative and good
judgement.
Good literacy and numeracy skills.
Ability to follow guidelines and
procedures, and able to manage a
complex process.
Ability to work effectively as part of a
team.

Equality Issues

Ability to identify and act on
discrimination.

Specialist
Knowledge

Ability to address health, safety or
welfare issues.

Education and
Training

Other
Requirements

Desirable
Able to use information
technology skills for
word-processing,
databases and
spreadsheets.

