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Testing/Assessment Specialist 

Job Description


Overview of Position:  The Testing/Assessment Specialist assists the Assessment Director in preparing, administration, and collection of all school-wide assessments.  School-wide assessments consist of the following assessments:

· IOWA Test of Basic Skills (National Norm Tests)

· DWA (Direct Writing Assessment)

· CRT Tests (Utah State Criterion Reference Tests)

· SAT Tests (Stanford Achievement Tests)

· Core Knowledge Year-End Tests

· DIBELS Assessments (Grade level benchmarks)

Assessments are held all throughout the year beginning in September and ending in late May. 

IOWA Test of Basic Skills (National Norm Tests) - September

DWA (Direct Writing Assessment) - February

CRT Tests (Utah State Criterion Reference Tests) - May

SAT Tests (Stanford Achievement Tests) - May

Core Knowledge Year-End Tests - May

DIBELS Assessments (Grade level benchmarks) – September, January, May

Skills Required: 

· Organization – This employee will be organizing testing materials and helping to distribute them to the teaching staff.  Good organization skills are required for this position.

· Work Ethic – This employee must be willing to work hard preparing for and during testing periods.  Hours may or may not be stable during these times.  An excellent work ethic is vital to getting everything completed (before, during and after the testing period) within the timelines set by the state (and the school).

· Initiative – This employee must be willing to ask questions, do what is asked and also what may not be asked but still needs to be done.  This person will take the initiative to step up and get things started and finished even when the Assessment Director is diverted to another essential task.

· Positive Attitude – This employee should have a positive attitude, a ready smile, a happy disposition, and a sense of humor in times of stress.  Often, teachers are stressed at this time of year and a cheerful can-do attitude is essential for success in this position.

· Flexibility and Willingness – This employee should be flexible to be able to work at any American Prep campus when help is needed.  A willingness to travel between campuses is a must.  Willingness to put as much time in as needed is fundamental to success in this position.

· Desire to Clear the Way – It is the Assessment/Testing Specialist’s job to make sure the teachers have everything they need to perform their task of testing the students (testing supplies, manuals, score sheets, treats, sharpened pencils, training, immediate help, and any other information) with as little stress on the teachers as possible.  A desire and willingness to lighten the load and clear the way for the teachers by being a resource for them is critical.  A desire to clear the way for the Assessment Director by doing what is needed is also a key qualification for this position.

· Teachable – This employee must be willing to ask questions if they are not sure of what is expected of them.  They should also be willing to listen to those who have done the tasks before and who may know the fastest and most effective ways to complete the tasks.

Duties:  The Testing/Assessment Specialist works under the direction of the Assessment Director.  The following list of duties will give the applicant an idea of what duties may be required, but is not an inclusive list.  Other duties may be assigned as needed and the employee must be willing and able to complete all tasks asked of them by the Assessment Director.  All of the duties below should be completed for all APS campuses unless otherwise specified.  

IOWA, DWA, CRT, SAT, Core Knowledge Tests:

· Assist the Assessment Director with ordering testing materials and supplies

· Assist the Assessment Director with creation and duplication of:

· Brain Gym posters 

· Do Not Disturb signs 

· Ethics booklets  

· Testing groups and schedules

· Sharpen pencils and place into zipper bags – one bag per testing bin

· Purchase and prepare testing treats (see Testing Candy Instructional Guide)

· Mark bins with appropriate teacher name and grade or subject level

· Ensure all bins are filled with the following supplies for testing:

· Testing Booklets

· Individual student answer sheets (ABC order)

· Appropriate Administration Manual

· List of students included in testing group

· Testing schedule

· Sharpened pencils – two per student

· Testing treats

· Brain Gym poster

· Do Not Disturb sign

· Distribute and Collect testing bins (before and after testing period)

· Sort student answer sheets (before and after testing period)

· Return student answer sheets to designated scoring facility (after testing period)

· Return all supplies to storage after testing period is finished

· This position is a two-year commitment – the 2nd year you will be training the next Testing/Assessment Specialist

DIBELS Benchmark Assessments:

· The Testing/Assessment Specialist will work under the direction of the DIBELS COORDINATOR.  Duties will include:

· Attending the DIBELS assessment overview and training 

· Proctoring and scoring the DIBELS benchmark assessments for all K-6 students in the school for each assessment session (September, January, and May) 

· Proctoring/scoring duties will continue every year that the Specialist has students attending an APS school (as a parent volunteer, not as an employee)

Time Commitment:  Hours for this position are not specified but are on an “as needed” basis. 

IOWA, SAT, CRT, DWA, and Core Knowledge tests -  Estimated time commitment is approximately 10 hours per testing session.

DIBELS - time commitment is 2 hours daily (8:30 am-10:30 am)  for approximately 2 weeks during each DIBELS benchmark assessment session (September, January, and May) throughout all the years of student attendance at an APS school. 
Training:  Employee will be trained for the DIBLES assessments by the DIBELS Coordinator the first few days of the DIBELS benchmark assessments.  All other training will occur on the job. 

Compensation:  Minimum wage rates up to a maximum of $500.00 (this position is a two year commitment as Testing/Assessment Specialist and continuing as DIBELS proctor for as long as students attend an APS school).  All hours worked after the maximum ($500.00) will be recorded as volunteer hours and will not be compensated monetarily.  The employee is responsible for tracking and submitting hours on a time card (up to the maximum of $500.00) and then tracking hours worked on their communication envelope for the remaining volunteer hours. 

Clarifications:

Children of the Testing/Assessment Specialist will be enrolled in American Preparatory Academy under the Staff Priority Enrollment category.  

An evaluation of performance will be conducted in January and May of each school year (or on an “as needed” basis).  Hours will be submitted at that time by the employee to the Specialist’s supervisor.  If performance is satisfactory for the duration of this agreement, employment will continue and students will remain enrolled.  If performance is not satisfactory for the duration of this agreement, then employment will cease and the student will loose their Staff Priority status and return to the general applicant pool. 
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