School Business Assistant (Lead Exam Invigilator)
Salary and Scale:
Grade 6  (£13.47 per hour)
Hours per week:
Various (term time only)
Contract:
Relief

Aldercar High School is seeking to appoint a Lead Exam Invigilator to oversee and support the effective delivery of both internal and external examinations. This is a key role in ensuring the integrity and smooth operation of the school’s examination process.
About the Role
As Lead Exam Invigilator, you will take responsibility for supervising a team of invigilators, ensuring that all exams are conducted in accordance with official regulations and school policies. You will be the main point of contact for the Exams Officer during exam sessions and will help coordinate logistics, troubleshoot issues, and maintain a calm and professional environment for students.
Key Responsibilities
· Oversee the setup and running of exam rooms
· Supervise and support a team of invigilators
· Ensure all exam procedures are followed accurately and consistently
· Liaise with the Exams Officer regarding any incidents or irregularities
· Maintain accurate records and reports related to exam sessions
· Ensure students are supported in a calm and orderly environment
· Assist with training and mentoring new invigilators
What We’re Looking For
· Strong leadership and organisational skills
· Excellent attention to detail and ability to follow procedures
· Calm, confident, and professional manner
· Flexibility to work during exam periods, including early starts and varied hours
· Previous experience in exam invigilation or educational settings is highly desirable
Training & Support
· Full training will be provided, including updates on JCQ regulations and school-specific procedures
· Ongoing support from the Exams Officer and school leadership team
Why Join Aldercar High School?
· Be part of a committed and professional team
· Play a vital role in supporting student achievement
· Flexible working arrangements
· Opportunity to develop leadership experience in an educational setting
Closing date: 20 November 2025
Interviews: 27 November 2025
[bookmark: _GoBack]Please apply online via : https://mynewterm.com/jobs/149364/EDV-2025-AHS-65018

For more information contact Mrs C Prescott     
Email: cprescott@aldercarhigh.co.uk
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