
St Matthew’s RC High School 
 

 

 

 

 

Vacancies 

Exam Invigilators 
St Matthew’s are looking for individuals to join our experienced 

and friendly invigilation team for this summer’s exams. 

Wage: £9.50 per Hour (Minimum 3 Hour Sessions) 

Contract: Casual - Applicants will need to be available from the middle of May 

until the end of June, although there can be some flexibility around availability. 

 

We require individuals to support our school with invigilation of external and internal 

examinations.  You will need to work professionally as a member of a team which 

ensures that regulations are followed in a supportive environment for our students taking 

formal examinations 

Further details about the role can be found in the job description, but the right candidate 

will be able to use their initiative, demonstrate attention to detail and be confident in 

working with young people. You will be working as part of a team, supervising students, 

ensuring exam regulations are adhered to and supporting the efficient distributing and 

collecting of exam papers. A short training session will be held for the successful 

candidates and this will take place prior to the start of the exam season. 

 

St Matthew’s RC High School is committed to safeguarding and promoting the welfare of 

children and young people. Applicants must be willing to undergo appropriate child protection 

screening, including checks with past employers and the Disclosure & Barring Service. 

 

If you have any questions about the role, please contact Mrs Helen Howell, Exams Officer, 

through exams@smrchs.com   

 

Application forms can be downloaded from our website, or making a request to 

exams@smrchs.com. 

 

Completed applications should be returned to Mrs Howell. 
We will continue to accept applications throughout the school year. 
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Job Description 

Exam Invigilators 
 

Job Purpose 

 

To work in a team of Invigilators supervising students undertaking internal and external 

examinations, in accordance with School and Exam Board requirements. 

 

Principal Responsibilities 

 

 To assist the Examinations Officer in the smooth and efficient administration of the 

examinations. 

 To ensure that they are familiar with the Guidance for Invigilators Instructions, as 

provided by the Examinations Officer and the Exam Boards. 

 To ensure appropriate preparation of the examination room for each exam. 

 To assist in admitting the candidates to the examination room and enabling them to 

find their allocated seats. 

 To distribute question papers, answer booklets and associated materials at the start of 

the exam and to collect them at the end in the correct order. 

 To assist in the timekeeping of the exam. 

 To supervise the candidates in a quiet and unobtrusive manner to ensure that the 

regulations on conduct, communication, etc. are strictly observed. 

 To respond to candidates’ queries in accordance with the examination regulations. 

 To distribute additional paper and/or equipment as necessary. 

 To ensure that any minor behaviour issues are dealt with in line with the school policy 

and report any breaches of examination code of conduct to the Chief Invigilator / 

Examinations Officer immediately. 

 To escort and supervise candidates who may need to leave the examination room in 

an emergency. 

 To sort sets of completed papers in candidate order at the end of the examination, as 

per the Exam Boards’ Attendance Register and as instructed by the Chief Invigilator for 

external exams. 

 To take the completed papers to the Examinations Office. 

 To carry out other duties appropriate to this position as instructed by the Examinations 

Officer. 


