COLLEGE OF CENTRAL FLORIDA 

JOB DESCRIPTION

JOB TITLE:
ASSESSMENT SPECIALIST

PAY GRADE:
C-6
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:

Schedule, setup, and administer all testing (electronic and paper-pencil) and assessment activities of the department which includes: testing at district high schools and other educational sites outside of the college, when needed; testing special populations and administering certification tests, college placement tests, vocational tests, and other psychometric tests; proctoring tests for CF faculty and adjuncts, and for other colleges and universities; assessing students for aptitude ability, for career interest and suitability, and for career choice. 
PREREQUISITES FOR POSITION (Qualification Standards):
I.
Education or training: Associate degree required, Bachelors Degree preferred.
2.
Years of Experience in field: Three years of experience administering various electronic and paper-pencil standardized and specialized tests, and career assessments required.
3.
Special skills or abilities related to position: Proficiency in verbal and written communications; the ability to work effectively with minimal supervision; the ability to administer various tests, both standardized and specialized; the ability to administer numerous career assessment tools; and the ability to effectively interpret and communicate test and assessment results to examinees for the purpose of educational and career planning/decision-making.
ESSENTIAL JOB FUNCTIONS:
I.
Administer electronic and paper-pencil tests, and career assessment.
2.
Schedule individual and group tests and assessments, sometimes at locations outside of the college.
3.
Score tests, enter test scores into the college’s database, and maintain related records and statistical data.
4.
Interpret and communicate test and assessment results to examinees for the purpose of educational planning and career guidance/decision-making.
5.
Maintain current testing and assessment practices, staying current on State testing requirements, policies, and related legislation.
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ESSENTIAL JOB FUNCTIONS (continued):
6.
Inform and help train college personnel and high school testing proctors on current testing procedure, practices, and program requirements.
7.
Provide various clerical functions related to testing operations.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Walking.

· Driving.

ENVIRONMENTAL CONDITIONS:

· Works inside in a classroom/testing environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Ocala Campus

SUPERVISOR OF POSITION:

Dean Student Services
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