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EXAM INVIGILATOR 
Grade and Salary Grade 1 : £9.50 per hour 

Working pattern Casual basis as required 

Contract term Casual  
 

The School: 

Wilsthorpe School is a high-performing academy that is well on the path to becoming an 
outstanding school. Everyone in the school believes in our journey of improvement and shares 
common goals. Strong relationships exist between students and staff which are open, warm, 
and friendly and these relationships have led to excellent attitudes to learning.  

The role:  

Wilsthorpe School is looking to appoint casual Examination Invigilators to join their existing 
team. The role may include scribing or reading for students who have qualified for access 
arrangements because of special educational needs and disabilities.  

The person:  

Applicants will need to be flexible, well-organised, reliable and punctual. No experience is 
necessary as full training will be given to the successful candidates although prior experience of 
invigilation or work in a school environment would be desirable.  

  
Why join us? 
Our academy is part of The Two Counties Trust. This Trust has a forward-thinking HR strategy 
with all the professional benefits that this brings for staff. We are easily reached by public 
transport, and for those who drive, there is a large free staff carpark. We have some excellent 
facilities for staff and our students really want to learn and achieve.  
 
We offer: 

• Highly competitive pay and pay progression opportunities.  

• An array of employee benefits and lifestyle options including discounted healthcare, gym 
membership and extensive high street retail discounts. 

• Entry to a career average pension scheme. 

• A full induction and a strong commitment to your professional development and career  

• Opportunities to experience and share practice in our partner schools across the Trust 

• A stimulating, supportive and rewarding working environment with a dedicated team of like-
minded professionals 

• Excellent opportunities to develop your skills and experience and to progress your career 

• We take the wellbeing and health of employees seriously. We have a range of support 
mechanisms and benefits available to employees and the Trust has signed up to the Education 
Staff Wellbeing Charter 

 
The closing date for applications is: 15 September 2022 

We are committed to safeguarding and promoting the welfare of children and young people. 
An offer of employment will be subject to the receipt of a satisfactory enhanced level DBS 
disclosure with a children’s barred list check, two satisfactory references and successful 
completion of vetting procedures. It is an offence to apply for a role if you are barred from 
engaging in Regulated Activity relevant to children. 
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We are committed to recruiting and retaining a diverse workforce and candidates with a 
disability who meet the essential job criteria will be given an opportunity to demonstrate their 
abilities at interview. 
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JOB PROFILE 
 

 
Corporate responsibilities: 

• To ensure that the responsibilities of the role are carried out in a way that reflects the vision and values 
of the Trust. 

• To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and Safety, 
Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an appropriate 
person. 

• To uphold our commitment to safeguarding and to promote the wellbeing of children. 

• To contribute to a culture of continuous improvement.  

• To comply with all reasonable management requests. 

 

Key responsibilities:  

• To uphold the integrity of the internal and external examinations/assessment process in accordance 
with the examination regulations.  

• To ensure the exam room is adequately prepared.  

• To give attention to conducting the examinations/assessments in line with examination regulations and 
school policies.  

• To supervise candidates in a quiet and unobtrusive manner in accordance with the examination 
regulations  

• To ensure students enter the examination room in accordance with the examination regulations and 
enable them to find their allocated seats quietly and efficiently.  

•  To accurately distribute examination papers, associated materials and equipment at the beginning of 
the examination and collect them at the end.  

•  Respond to candidates’ non-curricular queries in accordance with examination regulations.  

• Escort and supervise any candidates who may need to leave the examination room in an emergency.  

• Assist in the efficient timekeeping of the examination ensuring a clock, visible to all candidates, is in the 
room they are supervising and that the exam board instructions to candidates are displayed as 
required. 

• Ensure that any minor behaviour issues are dealt with in line with school policy.  

Job title: Exam Invigilator  

Responsible to: Exams officer 

Salary / Grade: Grade 1 £9.50 per hour 

Working hours / weeks: Casual – as required 

Core purpose To work within a team of organised invigilators to uphold the integrity of 
the internal and external examinations/assessment process in accordance 
with Joint council of Qualifications (JCQ) regulations 
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•  Report any breaches of examination code of conduct to the supervising teacher / invigilator/ 
examinations officer immediately.  

• Ensure that the examination room is clear and tidied for the next session and that equipment is fully 
stocked.  

•  To be fully conversant with and carry out your duties & responsibilities in line with all agreed policies, 
working practices and procedures. 

Notes:  

This document is an overview of the role. The responsibilities will include but will not be limited to those 
listed above and it is anticipated that the role will evolve over time and as such the duties may change. 

This document does not form part of the contract of employment.  

This post will have regular contact with children and as such a satisfactory enhanced disclosure from the 
Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition of 
employment.  

It is an offence to apply for this role if you are barred from engaging in Regulated Activity relevant to 
children. 

Those engaged in management positions will also require a Section 128 check. 

 

Our Mission:  

Why do we exist? To provide our students with opportunities and experiences to enhance their  
   life choices, making a positive contribution to the world we share.  

Our values:  

How do we behave?  Ambition: we maximise our potential through striving for excellence.  

Teamwork: we give 100% effort, displaying kindness and humility for the benefit of 
all.   

   Honesty: we are respectfully open about our successes and areas for growth 

Our strategic anchors:  

Create a healthy organisation, free from politics and confusion through clarity following the empowered 
to lead operating model. 

Build a compelling school culture built on strong professional relationship where all can achieve. 

Craft and implement a high-value curriculum which is knowledge rich to allow meaningful application of 
skills. 

Put people first through high impact professional development and instructional coaching.  
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PERSON SPECIFICATION 
 
Role:  Exam Invigilator  E/D A I 

Qualifications & Training 

1 Minimum of Level 2 in English and Maths D ✓  

Experience 

2 Experience of working within a school environment D ✓ ✓ 

Knowledge & Understanding 

3 An understanding of the mission and values of the Trust. E ✓ ✓ 

4 An understanding of safeguarding issues and promoting the welfare of children. E  ✓ 

5 Understanding of the role of an Exam Invigilator within a school D  ✓ 

Skills & Abilities  

6 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

7 Ability to work under pressure E  ✓ 

8 Clear verbal communication skills with students E  ✓ 

9 Literacy and writing skills as is required when reading to student or scribing for 
students. 

E ✓  

10 Ability to work constructively as part of a team E ✓ ✓ 

11 Good listener, courteous, tactful. Relates well to young people E ✓ ✓ 

Personal Attributes 

12 Flexibility and adaptability. E  ✓ 

13 An empathetic, non-judgmental and ethical approach. E  ✓ 

14 Confidence to forge effective relationships with students/colleagues E  ✓ 

15 Willingness to train for and undertake moving and handling duties to 
accommodate students with physical / sensory needs 

E  ✓ 

16 Ambition to continually improve E  ✓ 

17 Able to generate a positive, ‘can do’ approach to learning E  ✓ 

18 Ability to relate well to both students and adults E  ✓ 

Other  

19 A commitment to uphold and promote equality of opportunity.  E  ✓ 
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HOW TO APPLY 
 

TES is our recruitment platform so please go to www.tes.com/jobs to apply for this role online. 
 
If you do not wish to apply online you can download an application form from this link and 
then email your application to HR-Team@ttct.co.uk 

 
Please ensure that you set out in your application why your experience and ambition is a good 
fit for the role of Exam Invigilator within Wilsthorpe School.  
 
In order to comply with Safeguarding requirements, you must complete either an application 
form or apply online via TES. We cannot accept a Curriculum Vitae as an application for this 
post.  

 
Please note that we receive a large number of applications and so unfortunately cannot 
provide feedback to everyone. If you have not been contacted within four weeks of the closing 
date you should assume that your application has not been successful on this occasion.  

 

 

Applications must arrive by 15 September 2022  

Interviews will be held on TBC 

 
 

http://www.tes.com/jobs
mailto:HR-Team@ttct.co.uk
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