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Job Vacancy 

Exam Invigilator 

Grade B SCP4 - £13.48 per hour 
Temporary Contract 

Casual Hours 
 

We wish to increase our team of Casual Exam Invigilators who support the school with the 
supervision of students during examinations. 
 
Duties include distributing and collecting examination papers, monitoring pupils within the main 
examination hall or on a one-to-one basis. 
 
This is a flexible role with varying hours of work and you will be expected to be available during the 
examination periods. The main periods for exams are October, January, May and June, although there 
may be occasions when examinations take place outside of these times. 
 
Candidates must be able to work independently using their own initiative as well as part of a team and 
have excellent organisational and time management skills. 
 
Effective communication skills and an awareness of Health and Safety issues are essential. 
 

Interview Date: To Be Confirmed 
 

Application packs can be downloaded from the school website www.thornleigh.bolton.sch.uk 

Please send completed application forms to HR@thornleigh.bolton.sch.uk 

  
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff 
and volunteers to share this commitment. The successful applicant will be required to complete an enhanced DBS check. 

 
We ask that you accept, in the interests of economy, if you have not heard from us within 3 weeks of the closing date, that 
you have been unsuccessful on this occasion. 
 
In accordance with Keeping Children Safe in Education 2026 an online search will be completed on all shortlisted applicants 
prior to interview. Any relevant information will be discussed further with the applicant during the interview process. 
 

 
 
 

 
 



Job Description 
 
Every member of staff at Thornleigh Salesian College is expected to endeavour to maintain and 
develop the Catholic and Salesian character of the school, and to support and promote the aims and 
mission of the school in and through the exercise of all contractual duties and any voluntary activities. 
 

Department Thornleigh Salesian College 

Job title CASUAL EXAM INVIGILATOR 

Grade  (Grade B SCP4 - £13.48 per hour 

 
Experience 
 
▪ Experience is not required, as full training will be provided.  Applicants will be asked to declare if they 
have invigilated previously and whether they have any current malpractice sanctions applied to them. 
 
An ideal candidate will 
 
▪ Be flexible 
▪ Have effective communication skills 
▪ Be confident and a reassuring presence to candidates in exam rooms 
 
Main duties 
 
▪ To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding body  
   and Thornleigh Salesian College instructions 
 
▪ To play a key role in upholding the integrity of the examination/assessment process 
 
Before exams 
 
▪ To report to and be briefed by the exams officer prior to each exam session 
▪ To keep confidential exam papers and materials secure before, during and after exams 
▪ To ensure exam rooms are set out according to the instructions 
▪ To admit candidates into exam rooms 
▪ To identify, seat, and instruct candidates in the conduct of their exams 
▪ To distribute the correct exam papers and materials to candidates  
▪ To deal with candidate queries 
▪ To start exams 
 
During exams 
 
▪ To supervise and observe candidates at all times and be vigilant throughout exams 
▪ To keep disruption in exam rooms to a minimum 
▪ To deal with emergencies or irregularities effectively 
▪ To record/report any incidents, disruption or irregularities 
▪ To complete attendance registers 
▪ To deal with candidate questions according to the regulations 
 
 
 
 



After Exams 
 
▪ To instruct candidates in finishing their exams and to collect exam scripts and exam materials 
▪ To dismiss candidates from the exam room 
▪ To check candidates’ names on scripts, match the details on the attendance register 
▪ To securely return all exam scripts and exam materials to the exams officer 
 
Other 
 
▪ To attend training, update or review sessions as required 
▪ To undertake, where required and where able, other duties requested by the exams officer,  
 
For example 
 
▪ Supervision of exam timetable clash candidates between exam sessions 
▪ Facilitating access arrangements for candidates, for example as a reader, scribe etc. (full   
   training will be provided) 
▪ Other exams-related administrative tasks 

 
 



Person Specification 

 

 
Experience  
 

Desirable  

▪ Previous Exam Invigilator Experience  

▪ Experience of working within an education setting  

 

D 
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Skills and Abilities  

 
 

Qualifications and Training  

Essential (E) / 
Desirable (D) 

 

▪ A good level of general education  

▪ Good Literacy and numeracy skills  

E 
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▪ High expectations of all students; respect for their social, cultural, 
linguistic, religious and ethnic background and a commitment to 
raising their educational achievements 

 
▪ Ability to build and maintain successful relationships with students, 

treat them consistently, with respect and consideration and 
demonstrate concern for their development as learners 

 
▪ Demonstrate and promote the positive values, attitudes and behaviour 

they expect from the students with whom they work 
 

▪ Ability to work collaboratively with colleagues and carry out role 
effectively, knowing when to seek help and advice 

 
▪ Ability to handle confidential issues sensitively and appropriately 

 
▪ To be an effective member of the Examination Invigilation Team  

 
▪ Excellent time keeping and attendance  

 
▪ Calmness under pressure  
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