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           ALDERCAR HIGH SCHOOL

Job Profile

	Job Title
	Lead Exams Invigilator
	Job Grade: 6 (£13.47ph)

	Job Family
	Business and Public Services
	

	Hours
	Relief 
	


PURPOSE OF THIS ROLE

To support the effective and efficient running of public and internal examinations by helping to coordinate the invigilation team and ensuring that JCQ (Joint Council for Qualifications) regulations and school policies and procedures are consistently followed. The Lead Invigilator plays a key role in the smooth conduct of exams and acts as a point of contact during exam sessions.

KEY RELATIONSHIPS

The post is line managed by and responsible to the Exams and Data Manager

The post holder will develop effective working relationships with all staff. 

General Responsibilities:

Before Exams:

· Liaise with the Exams Officer to understand the schedule, arrangements, and any specific requirements for each exam series.

· Complete required training.

· Assist with the preparation of exam rooms, ensuring they are set up according to JCQ regulations.

· Distribute exam materials (e.g. exam papers, stationery, attendance registers).

· Ensure the correct signage is displayed (e.g. ‘Exam in Progress’ notices).

· Brief the invigilation team before each session, outlining key tasks and any updates.

· Verify candidate attendance and deal with late arrivals according to protocol.

During Exams:

· Coordinate the activities of the invigilation team during sessions, ensuring consistent adherence to exam regulations without assuming line management responsibilities.

· Oversee the secure handling and distribution of exam papers.

· Maintain a calm and supportive exam environment, minimising disruption.

· Ensure all candidates are seated according to the seating plan and have the correct materials.

· Respond to queries from candidates during the exam in line with JCQ guidelines.

· Deal with emergencies, irregularities or malpractice effectively, reporting to the Exams Officer as necessary.

· Ensure exam durations are correctly timed and recorded.

· Complete relevant paperwork and records during the session (e.g. start/end times, incidents, seating plans).

· Provide guidance, support, and on-the-day training for new or less experienced invigilators.

· Encourage a professional and collaborative approach among the invigilation team.

· Be the first point of contact for invigilators during sessions and escalate issues as appropriate.

After Exams:

· Collect and check exam papers for each candidate and ensure they are returned securely to the Exams Officer.

· Ensure that exam rooms are cleared and tidied.

· Debrief with invigilators and report any issues or incidents.

· Submit all required documentation (attendance lists, reports of any irregularities) to the Exams Officer.

General

· Carry out any additional duties within the overall function commensurate with the grading and level of responsibility of the job. Any changes of a significant nature will be incorporated into the job profile, following consultation with the post holder.

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Flexible hours during exam periods (morning and/or afternoon sessions).

· May involve standing for extended periods and moving between exam rooms.

School Policies and Procedures

Actively support the School’s Policies and Procedures.

Health and Safety

Ensure own compliance with the School’s Health & Safety policy/procedures.

Risk Management

Comply with risk assessments pertinent to the role. Contribute to risk awareness through carrying out of duties and raise issues where appropriate
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