COLLEGE OF CENTRAL FLORIDA 

JOB DESCRIPTION

JOB TITLE:
Assessment and Testing Technical Specialist
PAY GRADE:
C- 8
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:

Schedule, setup, and administer testing (electronic and paper-pencil) and assessment activities for the department which includes: testing special populations, administering certification tests, college placement tests, and other specialized psychometric tests;  writing rules for testing platforms and maintaining updates; evaluating technology requirements for new testing programs; and troubleshooting technical problems.
PREREQUISITES FOR POSITION (Qualification Standards):
I.
Education or training: Bachelors Degree required, with a strong technical background.
2.
Years of Experience in field: Three years of experience is required in administering college placement tests, certification tests, and electronic and paper-pencil standardized and specialized tests. 

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 standardized and specialized computer-based and paper/pencil tests; the ability to consult with computer services staff for the purpose of evaluating and determining requirements for network expansion and for new testing installations and upgrades; the ability to collaborate with State officials and CF staff regarding changes in testing practices and regulations, proficiency standards, and other testing related matters.
ESSENTIAL JOB FUNCTIONS:
I.
Schedule, set up, and administer electronic and paper-pencil tests and assessments
2.
Interpret and communicate test and assessment results to examinees for the purpose of educational planning, college course placement, and/or remediation
3.
Maintain appropriate testing and assessment practices and standards as required by   State legislation and policy requirements, and approved testing standards and rules.                                                                      
4.
Inform and help train college personnel and test proctors on current testing procedures, practices, and program requirements.
5.         Evaluate computer and network needs for new testing requirements and expansions, as well as the technology used for test administration and support of  

            testing activities including the ability to troubleshoot systems and technical issues, and collaborate with the college’s computer services department to resolve technical problems.

7.         Set up and evaluate new testing programs that are being considered for use and report findings to the appropriate college staff.

8.        Write rules within testing platforms and programs, and manage updates of computer based testing currently in use.

9.        Assist in developing ways to improve the efficiency and productivity in computer based testing by way of effective use of technology.

10.       Meet with college personnel on issues relating to test scores, proficiency standards, test waivers, testing accommodations, and other testing related matters.
11.       Will be required to perform the essential duties of the Assessment and Career Specialist during his/her absence.
12.
May be required to work a flexible schedule to include nights and weekends.

13.
Other duties as assigned.
(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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New 09/01/10

