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	Job Title: Sessional Examination Invigilator
Reporting to: Examinations Manager 
Base : The Roundhouse / Multi-Site

	Hours                               Sessional as and when required – based on exam schedules throughout the year
Contract Type                 Sessional 
Salary                               £14.91 per hour  

	Job Purpose

To ensure the fair, safe, and secure delivery of examinations & assessments across multiple DCG sites. The Sessional Invigilator will supervise students during written, online, and on‑demand assessments, following JCQ and awarding body regulations. The role also involves supporting learners who have approved exam access arrangements, maintaining compliance with data protection legislation.


	Key Responsibilities

· Set up exam rooms and IT suites in accordance with JCQ and awarding body requirements.

· Ensure all exam materials, equipment, and online systems are prepared and ready for use.

· Welcome students, complete ID checks, and provide clear instructions before the exam begins.

· Supervise exams (both paper-based and online) to maintain integrity, security, and compliance.

· Conduct accurate timekeeping and complete required invigilator paperwork.
· Support students with approved access arrangements, including (but not limited to):

· Reader

· Scribe

· Prompter

· Rest breaks

· Separate rooms

· Use of assistive technology

· Ensure these arrangements are delivered exactly as approved.
· Follow JCQ, awarding body, and internal college policies at all times.

· Maintain exam security, confidentiality, and accurate record keeping.

· Report any irregularities, concerns, or suspected malpractice immediately to the Exams Office.

· Work collaboratively with other Invigilators and the Exams Team to resolve issues.
· Collect, count, and secure exam papers or online submissions.

· Return materials to the Exams Office in line with security procedures.

· Assist with resetting rooms and preparing for subsequent sessions.
· Provide a calm, professional, and supportive environment for students.

· Attend mandatory training and updates, including JCQ annual training.

· Uphold the college’s values, policies, safeguarding responsibilities, and professional conduct expectations.
· To carry out any other reasonable duties commensurate with the role.
· To ensure that quality standards are set, monitored and reviewed within the section.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.

· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	Competencies
Essentials

· Reliable, punctual, and able to commit to key exam periods.

· Excellent attention to detail and ability to follow procedures accurately.

· Calm, professional, and confident when managing groups of learners.

· Strong communication skills and ability to give clear verbal instructions.

· Basic IT skills and confidence supervising computer-based exams.

· Ability to maintain confidentiality and handle sensitive information.

· Willingness to work across multiple sites 

· Flexible in responding to changing demands in personal or college workload


	Knowledge and Experience
Essentials

· Awareness of the importance of good customer service
Desirable

· Previous experience in an educational setting or exam invigilation.

· Experience supporting learners with access arrangements.

· Understanding of JCQ regulations or awarding body requirements.

· Experience working with diverse groups of students, including adults.

	Qualifications
Essential
· Level 2 English
· Level 2 Maths


	Additional Information

•
Hours are dependent on exam timetables and may vary week to week.

•
Exams run year‑round, including on‑demand, block assessments, and major GCSE sessions.

•
Shifts may include mornings, afternoons, evenings or full-day sessions.
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