
 

 

 

 

 
 

Advert  
Role Exam Invigilator 
School Weston Secondary School 
Hours Casual 
Salary £14.21 per hour (including holiday pay) 
Closing date N/A – Open Advert 
Interview date ASAP 
Start date ASAP 

 
An exciting opportunity has arisen for Exam Invigilators to join our Exams team at Weston Secondary School, 
part of Hamwic Education Trust (HET). 
 
HET is a large, fast-paced Trust with currently 37 academies across the South Coast. Linked to 6 community-
based partnerships, there are 33 primary academies, 2 secondary and 1 hospital school. 
 
Our vision is to cultivate a diverse student community characterised by high aspirations and a commitment to 
personal development. Upholding our values, we aim to provide an enriching curriculum and exceptional 
teaching that empowers our students to believe in themselves and embrace the courage to pursue their dreams 
fearlessly. 
 
We are seeking to recruit a highly motivated and experienced exam invigilator, who possess drive, energy and a 
commitment to achieving the very best for our students. If you are ready for a new challenge and enjoy working 
with an organisation where no day will be the same, then please apply. 
 
 ‘All about the Child’ 
At HET, we aim to put the child at the centre of everything we do.  We believe that by doing this, it drives our ethos 
and values to do the best we can for our children. 
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‘What about Sam’ 
Sam is the name we have given to the notional Hamwic child. By asking ourselves ‘What about Sam?’ we ensure 
that we put our students at the heart of our decision making. 
 

JOB/PERSON SUMMARY: 

• To support the Examination Officer/Senior Invigilator with the day-to-day operation of examination 
venues. 

• Assisting with setting-up examination venues by laying out stationery, equipment and examination 
papers in accordance with strict procedures 

• Assisting candidates prior to the start of examinations by directing them to their seats and advising them 
about possessions permitted in examination venues 

 
WE ARE SEEKING A PROFESSIONAL INDIVIDUAL WHO:  

• Can provide support during the examination period and ensuring all students abide by exam conditions 
for the duration of the exam. 
 

WE CAN OFFER YOU: 

• Excellent CPD opportunities and Training and Development Programmes 
• In-house Teaching School 
• An individual induction programme supported by a mentor  
• Networking groups for Teachers, Business Managers, Site Teams and IT staff 
• Eligibility to join the Teachers’ Pension Scheme or Local Government Pension Scheme 
• Generous holiday entitlement for staff working 52 weeks per year which increases with length of service 
• Free eye tests up to the value of £25 for users of VDU equipment and contribution up to the value of £60 

towards the purchase of glasses specifically for the use of display screen equipment (where all 
conditions are met) 

• Opportunity to become a school workplace Health and Wellbeing representative, meeting with other 
schools on a termly basis and feeding into the Health and Wellbeing strategy 

• Access to the Trust Health and Wellbeing pages 
• Access to a staff benefits portal through Vivup  
• Free confidential telephone and face to face counselling for staff and family members 

 

APPLICATION PROCEDURE: 

Should you wish to apply for this vacancy, please view the linked documents on our website, 
www.westonsecondary.co.uk:  

• Headteacher’s welcome 
• Job description 
• Person specification 
• Application form 
 

These can also be found at www.hamwic.org. Please return the completed Application form to Mrs Ayesha Khan, 
hr@westonsecondary.co.uk  
 

Where applicable, potential candidates may benefit from a tour of the school.  Please note, any candidates 
requesting a tour will be asked for their current place of work which will allow the school to verify, where possible, 
the name and place of work given.  Potential candidates will be asked to bring their current school ID and/or 
photographic ID as proof when they visit the school for a tour. 

Successful candidates will be subject to online searches. 

http://www.westonsecondary.co.uk/
http://www.hamwic.org/
mailto:hr@westonsecondary.co.uk
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Applications will be reviewed as they are received. An early application is advised with interviews possibly 
being arranged in advance of the closing date. Weston Secondary School reserves the right to make an 
appointment before the closing date. 
 

SAFEGUARDING: 

All schools within HET are committed to safeguarding and promoting the welfare of children and young people 
and expect all staff and volunteers to share this commitment. 

We will ensure that all our recruitment and selection practices reflect this commitment. All successful 
candidates will be subject to Disclosure and Barring Service checks along with other relevant employment 
checks. 

 

THE EDWIN JONES PARTNERSHIP 

The Edwin Jones Partnership is part of an umbrella Trust called the Hamwic Education Trust. At the Hamwic 
Education Trust we offer unique opportunities for those individuals that excel in education. 

We aim to deliver an outstanding education to our students and to do so we must employ outstanding people. 

We offer a training pathway for all employees including teachers, support staff and our middle and senior 
leaders. 

Our staff have opportunities to work on cross phase projects and to work in other schools within the Trust in 
order to gain invaluable experience and enhance their skills. 
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Job Description  
 

Your role 
• To provide support during the examination period and ensuring all students abide by exam conditions 

for the duration of the exam.  

Key Responsibilities 
• To support the Examination Officer/Senior Invigilator with the day-to-day operation of examination 

venues. 
• Assisting with setting-up examination venues by laying out stationery, equipment and examination 

papers in accordance with strict procedures;  
• Assisting candidates prior to the start of examinations by directing them to their seats and advising them 

about possessions permitted in examination venues;  
• Offering advice and guidance to candidates without allocated seats;  
• Ensuring that candidates do not talk once inside examination venues;  
• Invigilating during examinations, dealing with queries raised by candidates and dealing with examination 

irregularities in accordance with strict procedures;  
• Checking attendance during examinations;  
• Recording details of late arrivals and early leavers and collecting scripts from early leavers;  
• Escorting candidates from venues during the examinations as required, and supervising candidates 

whilst outside examination venues;  
• Collecting and collating scripts at the end of the examination in accordance with strict procedures;  
• Supervising candidates leaving examination venues, ensuring that candidates do not remove equipment 

or stationery from the venue without authorisation and ensuring that candidates leave venues in an 
orderly and quiet manner 

 
Responsibilities of all school staff 
At an appropriate level, according to the job role, grade and training received, all employees in the school are 
expected to: 

• support the attitudes, beliefs and values alongside the vision of WSS; 
• contribute as a member of the WSS Team to aspects of school life which enhance our community; 
• attend and contribute to staff meetings and INSET days as required; 
• take responsibility for safeguarding and children’s welfare and ensure the immediate reporting to the 

DSL or a Deputy DSL of any safeguarding matters which place a child at risk or potential risk; 
• be aware of health and safety issues and act in accordance with the school’s Health and Safety policy; 
• maintain positive discipline and uphold school policies and practices at all times, ensuring a safe, 

stimulating and positive learning environment for all students; 
• maintain appropriate standards of professional appearance and conduct and to ensure that all 

interactions with students, staff, parents, governors and visitors reflect a commitment to high 
professional standards of courtesy and behaviour and effectively contribute to the safeguarding of 
learners at all times; 

• keep their Line Manager/ SLT appraised of any concerns whilst undertaking this role. 
 
Professional development 
As part of your performance development, ensure that you: 

• fully engage in the Professional Development and CPD programme as required; 
• contribute to the setting of your own performance development targets which ensure WSS improvement 

outcomes are met;    
• regularly review your own practice and set personal targets in consultation with your line manager; 
• take responsibility for, seek out and engage fully with CPD in order to support your development as a 

practitioner (all WSS staff have access to the full suite of training available from The National College);  
• maintain accurate and up-to-date professional development records on your Bromcom file;  
• develop effective working relationships and network with local, national and digital agencies to ensure 

that you are at the forefront of developments within your field of expertise;  
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• disseminate best practice further to CPD opportunities made available to you. 
 
NB. 

• The above responsibilities are subject to the general duties and responsibilities contained in the 
statement of Conditions of Employment. 

• This job description allocates duties and responsibilities but does not direct the particular amount of 
time to be spent in carrying them out and no part of it may be so construed.   

• This job description is not necessarily a comprehensive definition of the post.  
• This job description will be reviewed at least once a year and it may be subject to modification or 

amendment at any time after consultation with the holder of the post.  
• To carry out any other duties that are commensurate with the role as requested by the Headteacher  

 
Headteacher/line manager’s signature  

 
Date  

 
Postholder’s signature  

 
Date  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


