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BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION
TITLE:  Testing Clerk 
QUALIFICATIONS:

1. High School Diploma required. (30+ hours of college coursework preferred)
2. Work experience with standardized testing materials
3. Knowledge of basic standardized testing terminology, test security procedures, handling secure test materials, and material retention guidelines for secure information

4. Working knowledge of federal law, Florida statutes, and School Board Policy related to assessment and accountability programs
5. Ability to communicate information effectively with all stakeholders including community members, parents, students, and school/district/state personnel
6. Ability to work independently, make decisions, coordinate warehouse delivery and pick up schedules, and work with contractors involved in ordering all test materials
7. Demonstrates proficient understanding of: technology; Microsoft applications such as Word, Excel, and Powerpoint; email and instant messenger; and secure web-based applications
8. Work experience with purchasing procedures, travel reimbursement, TDYs, Visa procedures, etc.

PHYSICAL REQUIREMENTS: Light

REPORTS TO:
As assigned on current organizational chart
SUPERVISES:
As assigned on current organizational chart
PERFORMANCE RESPONSIBILITIES:

1. Participates regularly in District team meetings, K-12 curriculum meetings, and Board workshops when appropriate.
2. Provides training, guidance and supervision for school personnel in the materials management of all national, state, and district assessments.
3. Establishes and maintains testing schedule including materials delivery, shipping, electronic transfer of data, maintains score reports, etc.
4. Assumes direct responsibility for ordering, storing, disseminating, tracking and shipping of all non-secure and secure test materials.
5. Assists in coordination of reporting test data for school and district personnel.
6. Coordinates with district warehouse personnel for secure shipping and receiving of all test materials.
7. Provides student information as needed accessing the district Student Information System (i.e. AS400).
8. Performs duties related to purchase order requests, TDYs, travel reimbursements, Visa purchases and procedures, etc. for the office of Assessment and Accountability.
9. Performs duties associated with the management of the Assessment and Accountability office such as, answering phones, maintain file system, organize test security storage room, etc.
10. Assists supervisor and/or other district and school personnel as needed.

11. Performs other related duties as assigned.
TERMS OF EMPLOYMENT:

1. Successful completion of State and Federal Background check is required for employment.

2. 12 months.  Paygrade as established by the School Board in Current Salary Schedule 3.

EVALUATION:   Performance evaluated annually in accordance with School Board Policy by the Assistant Superintendent for Teaching and Learning.

___________________________________

       
      
 Date: _________________________
Reviewed by Dept. of Human Resources

Adopted by Bay District School Board

Bay District Schools is an Equal Opportunity Employer

Light Work: Exerting up to 25 pounds of force occasionally and/or up to 15 pounds of force as frequently as needed to move objects.


Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently and/or up to 10 pounds of force as needed to move objects.


Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently and/or up to 20 pounds of force as needed to move objects.
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