Job Description –Invigilation Support
Grade 1 
Job Purpose
To provide invigilation support for University examinations to assist academic departments in ensuring that examinations run as smoothly as possible.
Main Responsibilities
1. Liaise with Registry staff to ensure the correct examination papers have been delivered and assist in supervising candidates’ entry.

2. Distribution of materials to candidates, ensuring the security of the materials at all times.
3. Assist in ensuring candidates are informed of examination procedures prior to the examination commencing.

4. Supervise the examination for the duration of the scheduled time, and any additional period resulting from late starts, firm alarm break or for candidates allocated additional time, ensuring vigilance at all times.

5. To be aware of health and safety issues, raising any concerns with the examiner in charge of the examination.

6. Deal effectively with administrative queries from candidates.
7. Ensure candidates arriving late are dealt with quickly and accordingly to procedures.

8. Ensure exam conditions are maintained when candidates leave the examination hall.
9. To report/communicate any problems/incidents/emergencies to the examiner in charge of the examination.
10. Ensuring scripts are collected, collated as per instructions, and delivered to the relevant Department.
Planning and Organising
Invigilators must ensure that they arrive in the examination hall in good time (20 minutes beforehand) and that they are familiar with examination procedures/materials and building layout.
Decision Making
Invigilators must have the ability, as part of a team led by an academic member of staff, to deal appropriately with difficult or urgent situations.
Key Contacts/Communication
Students undertaking examinations; academic staff in relevant Departments; Registry and Security staff.
Knowledge, Skills and Experience
Invigilators must be able to work well both as a member of a team and under the direction of academic staff who have the core responsibility for invigilation.  They need to be discreet, able to respect confidentiality and will have a good understanding of the examinations process.  Good communications skills are essential, as are punctuality, reliability and flexibility.  Invigilators will normally be external candidates or postgraduate students currently registered for a higher degree and be of good academic standing.
