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Welcome
Trent College is an independent co-educational boarding and day school, located in Long Eaton,
Nottinghamshire. Founded in 1868, we have been providing a first-class education for over 150 years. 

Set in a beautiful 45-acre campus we enjoy state-of-the-art facilities, including modern classrooms, 
sports facilities, and boarding houses. With traditional foundations and a modern outlook, Trent
College is renowned for providing an excellent education for its 1,200 pupils. 

The Elms is our Nursery and Junior School which provides a stimulating and nurturing environment 
to our youngest children, aged 6 weeks to 11 years. The two schools work closely together and share 
the same vision, aims and ethos. Together, we give the highest priority to the quality of our academic 
provision. Alongside a strong focus on sports, music, drama and a wide range of co-curricular
activities to develop our pupils’ character and resilience, to prepare them for the modern world. 

Rated ‘Excellent’ across the whole school by the Independent Schools Inspectorate in 2021, Trent 
College has a strong academic record, with a high percentage of students achieving top grades in
their examinations and going on to study at some of the best universities in the UK and abroad. 

We have highly qualified and experienced teaching staff who are committed to providing an
excellent standard of education. We also have a large population of support staff, ensuring that our
friendly school and beautiful campus operate to the very highest standards. 

CANDIDATE INFORMATION



www.trentschools.net

Our Location

Working in partnership and serving the community are natural and very important values at
Trent College and The Elms. We work with many local schools in Long Eaton and the wider
Erewash borough to increase opportunities and aspirations, and to share the school’s excellent
grounds, facilities and specialist staff. 

Trent College and The Elms are conveniently situated on the border of Nottinghamshire and
Derbyshire. 

Ideally located at the heart of the UK’s motorway system, we are only 2 miles from junction 25 of
the M1, which provides easy access to the M42 and A1. 

Reaching Trent College by rail couldn’t be easier. Long Eaton boasts its own train station, 
located 1.5 miles from the schools. Rail routes through Long Eaton run along the Midlands Main 
Line route, with direct routes to London, Loughborough, Leicester, Birmingham, Nottingham, Derby, 
Chesterfield and Sheffield. 

Our Local Community

TRENT COLLEGE



 

Exam Invigi lator  
 
 
 
 
 
 
 
J o b  D e s c r i p t i o n  
 

Reporting to:  Examinations Officer 

 

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:  

o declare if they have invigilated previously and whether they have any current 

maladministration/malpractice sanctions applied to them  

o confirm their availability in advance of main examination periods 

• Invigilators must confirm the confidentiality and security requirements surrounding the 

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

 

Main Duties: 

 

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

awarding body and Trent College’s regulations and instructions.  

• To have a key role in upholding the integrity and security of the external 

examination/assessment process.  

 

Before examinations: 

• 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 examination conditions 

• Give full attention to conducting the examinations properly 

• 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 

 

During examinations: 

• Supervise and observe candidates at all times and be vigilant throughout examinations 

• Keep disruption in examination 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 examinations: 

• Instruct candidates in finishing their examinations and collect examination scripts and 

materials 

• Dismiss candidates from the examination room 

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

• Securely return all examination scripts and materials to the exams officer 

 

 

 

 

 

 

 

 



 

 

 
 
 
 
 
 
 
 

Other tasks: 

• Undertake training, update and review sessions as required 

• 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: 

o centre supervision of examination timetable clash candidates between 

examination sessions 

o facilitating access arrangements for candidates, for example as a reader, scribe 

etc. (full training will be provided) 

o other exams-related administrative tasks including maintaining question paper 

security by supporting the ‘second pair of eyes check’ 
 
 
 
P e r s o n  S p e c i f i c a t i o n  
 
 

An ideal candidate will:  

 

• Be reliable, flexible and readily available during main examination periods 

• Have effective communication skills and good interpersonal skills 

• Work well as part of a team 

• Be a confident and reassuring presence to candidates in exam rooms 

• Be able to give instructions and manage situations involving different groups of people 

• Have basic IT skills (familiar with the use of email, mobile phone messaging etc) 
 
 
 
 

  



 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
T e r m s  a n d  B e n e f i t s  
 

• £10.65 per hour, rising to £11.44 per hour effective 1st April 2024. 

• Hours of work by negotiation through exam periods during January, May and June 

each year. 

• Staff can enjoy free lunches in the Obolensky Dining Hall during term time.  

• Free car parking is available on site. 

 

M a k i n g  a n  a p p l i c a t i o n  
 

Candidates who wish to apply for this post should download an application form from our 

website and email it to recruitment@trentcollege.net Please also attach a covering letter 

addressed to Georgina Holland. 

 

The closing date for applications is 23rd February 2024 at (0900). 

 

If you have any questions please email recruitment@trentcollege.net or telephone 0115 849 

49 49 during term time. 

 

 

 

Under current legislation, we are required to advise applicants that this appointment will be 

subject to a satisfactory Enhanced Disclosure with the Disclosure & Barring Service. Details of 

any criminal record (spent or unspent, due to exemption from the Rehabilitation of Offenders 

Act 1974) must be disclosed at interview. Only relevant convictions and other information will 

be taken into account so disclosure need not necessarily be a bar to obtaining a position at 

Trent College. 
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