
1 

 

 
 

 

JOB TITLE  Examination Invigilator 

DEPARTMENT  Academic Registry  

POST HOLDER  VACANT 

REPORTS JOINTLY TO  Assistant Registrar Assessment/Assessment Officer 

HOURS 

TYPE OF CONTRACT 

SALARY 

 No guaranteed hours 

Casual, as part of a pool of invigilators 

£8.75 per hour 

Responsible for: 

 

The Post Holder will work for the Student & Programmes Centre: Assessment Team providing 

support with the arrangements for University examinations through assisting the Chief 

Invigilators.  University examinations are held throughout the year but the main examination 

sessions are in January, May and August. 
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Job Description: 
 
Examination Invigilators are responsible for assisting the Chief Invigilator and the 
Assessment Officer in the following duties.  
 

 Report to the Assessment Officer/Chief Invigilator at the examination venue, 45 
minutes before the start of the examination and remain until all papers are 
accounted for and students are dismissed. The duration of actual examinations 
can range from one hour to four hours; 

 Assist with the distribution of examination question papers, answer books and 
other stationery in accordance with the seating arrangements and instructions 
provided; 

 Ensure that all bags and coats are left either outside the examination venue, or at 
a place allocated for this purpose within the examination venue, and check that no 
student has any unauthorised materials on his/her desk, and where appropriate, 
check any stationery or equipment on a student’s desk; 

 Collect completed student attendance slips after the start of the examination and 
check student identification in accordance with the Regulations; 

 Remove all examination stationery and examination question papers from those 
desks remaining unoccupied 45 minutes after the start of an examination; 

 Maintain constant supervision over all students in the venue; 

 Ensure that the Academic Misconduct Procedure is followed if any student is 
suspected of unfair practice and immediately inform the Chief Invigilator of all 
such cases; 

 Report to the Chief Invigilator/Assessment Officer all incidents which may have 
affected the performance of students; 

 Escort students from the exam room if required due to illness, supervised breaks, 
toilet breaks, ensuring that examination conditions are maintained; 

 Collect the examination scripts at the end of the examination as directed by the 
Chief Invigilator and ensure that no student leaves the examination venue until 
permitted by the Chief Invigilator; 

 Ensure that no examination stationery is removed by students from the 
examination venue. 

 Act at all times in accordance with University policies, procedures and regulations, 
including Safety, Health and Environment policies and Academic Regulations.  
 

There may be a requirement to perform other duties occasionally which are not 
included above, but which will be consistent with the role.  Training will be provided 
and attendance at training events by invigilators is mandatory. 
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PERSON SPECIFICATION 

 

Criteria 
 

Essential Desirable 

 

Skills and Abilities 
  

Able to communicate effectively with students both verbally 
and in writing 
 

X  

Effective team working skills as well as the ability to 
demonstrate initiative 

X  

Work accurately and efficiently with attention to detail X  

Reliable and punctual X  

Ability to relate to candidates yet maintain an air of authority 
and professionalism 

X  

Demonstrate sound problem solving skills X  

High standard of spoken English X  

 
Knowledge 

  

Understanding of university examination 
procedures/regulations 
 

 X 

 
Experience 

  

Previous experience of examination invigilation work or 
similar 
 

 X 

Experience of working in an environment where integrity and 
fairness are important 
 

 X 

 

Additional requirements 
  

Flexibility in terms of working hours X  

Ability to work with sensitive and confidential information X  

Smart appearance and a confident manner X  

Able to patrol large examination venues for long periods of 
time 
 

X  

Welsh language skills   X 

 

 


