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Welcome Letter 

 

 

Dear Colleague,  

 

Thank you for your interest in the role of Invigilator for Abbey Grange Church of England Academy.  

 

We hope you will find all the information you need to inspire you to join our team. This pack contains 

information about the Invigilator role, from which we hope you will gain an understanding of our ethos 

and approach and the high aspirations we have for ourselves and our pupils. 

 

 “To work in partnership to educate, nurture and empower” 

 

 Our vision is that the academies, supported by Abbey MAT, will provide an environment which is 

welcoming, caring, calm, disciplined and purposeful and will stretch our young people academically, 

support them pastorally and help them develop socially and spiritually.  

 

We are committed to raising the skills base across our communities by ensuring a focus on quality, 

encouraging innovation and strengthening the ethos of the academies as distinctive schools. The 

framework will strive to maintain academies which will retain their own independent culture and ethos 

whilst operating within a strategic partnership to improve quality, share best practice and operate 

effectively and efficiently.  

 

If you are seeking a truly distinctive role within a unique environment, please come and visit us and see 

what Abbey MAT have to offer.  

 

We look forward to meeting you and reading your application.  

 

Helen Pratten & Catherine Garrett  

Co-CEOs         
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Advert 
 

 
Abbey Grange Church of England Academy, Butcher Hill, Leeds, LS16 5EA 

 
Exam Invigilator 

B3 – £10.14 PER HOUR 

Start date – ASAP 
Ref AGA 58 

 

Abbey Grange is a thriving, highly successful and over-subscribed 11-18 Church of England convertor 
Academy which serves communities right across the city of Leeds. Our students come from all over 
the city to receive an education in which we all work together to challenge them academically, 
support them pastorally and help them develop socially and spiritually.  Abbey Grange is part of the 
Abbey Multi Academy Trust.  
 

Our goal is to become an outstanding Academy that delivers on our mission ‘In Partnership to 

Educate, Nurture and Empower’ and we are well on our way to achieving this.   

We wish to appoint an Exam Invigilator on a casual basis with hours by negotiation and 

agreement during the main exam periods (both external and internal) when external 

invigilators may be required. We are looking for a friendly, enthusiastic Exam Invigilator with 

a “can do” approach to join our current pool of Invigilating staff.  The successful candidate 

will be work under the guidance of the Examinations Officer within an agreed programme of 

supervision to conduct examinations in accordance with the Joint Council for Qualifications 

(JCQ), awarding body and Abbey Multi Academy Trust regulations and instructions. 

 
The successful candidate will be required to work as and when required and therefore the salary has 
been given as an hourly rate.   There may be a requirement to work outside of the designated hours 
to respond the Academy’s needs.  We are able to offer staff a secure and supportive environment 
with continuous professional development.    
 
This Academy is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. The successful 
candidate will be subject to a Disclosure and Barring Service check. 
 
We promote diversity and want a workforce which reflects the population of Leeds. 
 
Executive Principal: Mr Jon Norden  
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Application Process 
 

The closing date for applications is Thursday 12th December 2019 at 9am. 
To apply please download recruitment pack and email completed application form to: 
 
Recruitment Team at recruitment@abbeygrangeacademy.co.uk 

Interview date:  W/C 16th December 2019 
 
 
All applications will be acknowledged within 24 hours. Should you fail to receive confirmation of 
receipt please call 0113 2757877. 
 
We will contact successful candidates after the closing date with details of the interview process.   

 

Abbey Multi-Academy Trust is robust in promoting the safeguarding of children and is rigorous in its 

recruitment checks.  An enhanced disclosure from the DBS will be required for this post. 

 
Queries 
 

If you have any queries on any aspect of the application process or need any further information 

please contact us at recruitment@abbeygrangeacademy.co.uk  

                
  
 

 
 

 

Bishop Young Church of England Academy -  Job Description 

mailto:Recruitment@abbeytrust.org


 

Page | 6 
 

 
 

 

 

 

 

 

 

Job title: Exam Invigilator  

Salary Scale:    

Reporting to: Examinations Officer  

Overall purpose of the post:  

 To conduct examinations in accordance with the Joint Council for Qualifications (JCQ), awarding 

body and Abbey Multi Academy Trust regulations and instructions  

 To have a key role in upholding the integrity and security of the examination/assessment process  

 

 

General Requirements: 

 Experience of invigilation is not required as training in the role and duties of an invigilator will be 

provided 

 Invigilators are required to declare if they have invigilated previously and whether they have any 

current maladministration/malpractice sanctions applied to them  

 Invigilators are required to confirm their availability in advance of main exam periods 

 Invigilators must confirm the confidentiality and security requirements surrounding the invigilation 

process are known, understood and will be followed at all times 

 

Hours of Work: 

 By negotiation and agreement during the main exam periods (both external and internal) when 

external invigilators may be required 

 

Key Tasks: 

Before Exams: 

 Report to and be briefed by the exams officer prior to each exam session 

 Keep confidential exam question papers and materials secure before, during and after exams 

 Ensure exam rooms are set up according to the requirements 

 Admit candidates into exam rooms under formal exam conditions 

 Identify candidates and seat candidates according to the required arrangements 

 Distribute the correct question papers and exam materials to candidates 

 Instruct candidates in the conduct of their exams 

 Deal with candidate questions 

 Start exams 

 

Abbey Multi Academy Trust - Job Description 



 

Page | 7 
 

During Exams: 

 Supervise and observe candidates at all times and be vigilant throughout exams 

 Keep disruption in exam rooms to a minimum 

 Deal with emergencies or irregularities effectively 

 Record/report any incidents, disruption or irregularities 

 Complete attendance registers 

 Deal with candidate questions according to the regulations  
 
After Exams: 
 Instruct candidates in finishing their exams and collect exam scripts and exam materials 

 Dismiss candidates from the exam room 

 Check candidates’ names on scripts, match the details on the attendance register 

 Securely return all exam scripts and exam materials to the exams officer 

 
Additional Tasks: 

 Undertake training, update and review sessions as required 

 (prior to invigilating any exam in a new academic year) Undertake relevant online invigilator 
training and assessment for that academic year 

 Undertake, where required and where able, other duties requested by the exams officer, for 
example 

 centre supervision of exam timetable clash candidates between exam sessions 
 facilitating access arrangements for candidates, for example as a reader, scribe etc. (full 

training will be provided) 
 other exams-related administrative tasks including maintaining question paper security by 

supporting the ‘second pair of eyes check’ 
  

Generic: 

 

 To communicate effectively with visitors, staff and students in relation to work undertaken. 

 To work with others to help improve work organisation and effectiveness. 

 Undertake as requested by senior staff any other tasks commensurate with the general nature of the 

post. 

 To safeguard and promote the welfare of children for whom you have responsibility or come into 

contact with, to include adhering to all specified procedures. 

 The post holder must carry out his/her duties with full regard to the Academy’s Child Protection. 

 Equalities and other relevant policies in the terms of employment and service delivery to ensure that 

colleagues are treated and services delivered in a fair and consistent manner. 
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Note: 

 

This Job Description provides the overall strategy and remit of the post holder.  This Job Description will be reviewed annually and 

may be subject to amendment or notification at any time after consultation with the post holder.  It is not a comprehensive statement 

of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities 

and duties.  Elements of this Job Description, and changes to it, may be agreed at the request of the CEO/Executive Principal or the 

incumbent of the post.  The above must be viewed in conjunction with the relevant sections of the School Teachers’ Pay and 

Conditions of Service document which is published annually. 

 

I have read the Job Description and agree to all the terms and conditions set out therein.  I also agree to comply with all Abbey Multi 

Academy Trust Policies, Child Protection and Health & Safety regulations.  I understand that this Job Description is not an exhaustive 

list and I agree, when required, to undertake any reasonable request made by the CEO/Director of Education. 

Name: 

(Please print) 

Signature: 

Date:  
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Examination Invigilator 

PERSON SPECIFICATION CRITERIA 

Qualifications ESSENTIAL DESIRABLE 

1 Good level of numeracy & literacy A I R    

Professional knowledge, skills and abilities ESSENTIAL DESIRABLE 

1 
Good communication skills both verbal and written 

A R I    

2 Able to communicate clearly and work as part of a team A R I    

3 
Be confident and a reassuring presence to candidates in 

exam rooms 
A R I    

4 
Good time-keeping 

A R I    

5 
Presenting a smart professional image 

A R I    

6 Basic IT skills (familiar with use of emails, mobile phone 
messaging etc.) 

A R I    

Experience ESSENTIAL DESIRABLE 

1 Previous administrative support A R I    

2 Working within an educational environment A  I A   

Professional Attributes, Qualities and Values ESSENTIAL DESIRABLE 

1 Good interpersonal skills A R I    

2 Ability to deal calmly with different situations as they arise A R I    

3 
Able to communicate effectively with colleagues and 

students 
A R I    

4 
Be reliable, flexible and readily available during main exam 

periods 
A  I    

5 
Support for the Christian ethos of the academy and of the 

Trust. 

A  I 
   

6 Suitability to work with children A R I    

7 

To be aware of policies and procedures relating to 

Equalities, child protection, health & safety, confidentiality 

and data protection 

   A  I 
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The criteria will be evidenced as indicated:  

‘A’ refers to the candidate’s application form and letter, ‘I’ to interview and ‘R’ to reference.  Candidates should 

address at least all items marked ‘A’; referees are asked to comment on items marked ‘R’.  Where many 

candidates meet the essential criteria, the desirable criteria will be used to shortlist for interview 

 

 


