Zachary Community School Board

Position Description

JOB TITLE:  School Accountability and Testing Coordinator 

REPORTS TO:  Principal of High School
SCOPE OF RESPONSIBILITIES:

Functions include managing, organizing, and collaborating with guidance department at the high school level.  This position’s duties will extend beyond counseling with students to a more detailed focus on general assessment at the state and national levels (Graduate Exit Exam, End of Course, English Language Development Assessment, and Advanced Placement tests).  In addition to testing, the School Accountability Coordinator will also be responsible for managing Dual Enrollment opportunities at the high school level, as well as overseeing grade-book programs (JPAMS).  

PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:

· Assist with  student scheduling at various times of school year, including registering new students and altering schedules for current students during and at the end of the semester and school year

· Assists in coordinating Commencement Ceremony at end of school year, involving organization of final senior transcripts and supplies

· Communicates often with parents and teachers to coordinate student success in and out of classroom

· Teaches classroom lessons when necessary, focusing on college, testing, and TOPS information

· Provides parents and families with necessary resource agencies and lists

· Assists with maintaining accountability of students and records
· Assists Assistant Principal of Instruction with data analysis and data delivery to teachers and students

· Organize standardized testing, focusing on accommodations, managing schedule for the testing, making rosters of students testing for teachers’ information, etc.
· Assist in notifying  parents of upcoming testing, contacting students who must take various types of tests 
· Assist in presenting information to parents and students regarding courses, testing, and college/career

· Serves as Advanced Placement Coordinator
· Visits AP classes to assist with early registration for tests, including filling out information forms
· Coordinates 504 program
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS: (con’t)

· Establishes alternate, quiet placement for students during testing hours
· Checks and meets national criteria for accurate and efficient AP testing
· Submits testing material to appropriate AP venues
· Receives and evaluates scores from test with proper teachers
· Investigates possible areas for improvement with test results, working with teachers on in-classroom tactics to increase scores
· Stays abreast of current trends in online grade-book options and resources, including possible workshops on the JPAMS program
· Communicates information about program with teachers in meetings and workshop settings
· Registers new teachers and orients them with the program
· Delegates technical difficulty problems to media specialist, working directly with her to alleviate faculty complaints
· Work with counseling staff to place students in appropriate dual enrollment scheduling opportunities, working with specific strengths and weaknesses of each learner
· Collaborates with Counseling Department and Dual Enrollment offices on local college campuses, as well as with the district’s Gifted and Talented coordinator to match students effectively in program
· Verifies scheduling of students and dual enrollment teachers on campus
· Works closely with Gifted and Talented coordinator to monitor ongoing dual enrollment throughout school year
· Works with district and school personnel to facilitate implementation of Journey to College and Career
WORK ENVIRONMENT/WORK HOURS:

Individual is required to work in an office setting with a climate-controlled environment subject to School Board energy policy guidelines.  The length of the workday consists of hours assigned by the superintendent and could vary as the result of day/evening activities or emergencies.  In addition, job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the work site, especially around testing times. 
COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing.  

· Must be able to accurately compile and interpret data, summarize information, and provide reports to the appropriate administrator/supervisor.  

· Must have the ability to accurately give and receive information via telecommunication system and must be able to communicate successfully with children, parents, staff, school personnel, and outside agencies.
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EQUIPMENT USED:

Telephone, computer, 10 key adding machine, audio-visual aids, copy machine, facsimile machine, calculator and any other appropriate business machine and/or office equipment.

PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, more than 20 pounds is oftentimes required.  

· Must be able to provide own transportation to schools, work locations, and meeting sites. 

· Must be able to travel to various locations and move freely within work sites.  

· Must have sufficient visual acuity to be able to work with computer monitors, read and interpret hand written documents. 
· Must be able to provide legible written reports.

MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.  

· Must be able to work independently with minimal supervision. 

· Must have the ability to maintain accurate records, and plan and implement appropriate educational programs. 

HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill. 

· Must be able to respond positively to supervision and to accept commendations and recommendations.  

· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.
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MINIMUM QUALIFICATIONS:
Varies: Bachelor’s Degree, Master’s Degree, at least three (3) years’ experience in high school setting
TERMS OF EMPLOYMENT:
9.5 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 
the position.  It is not intended to be a comprehensive listing of all duties and                                           responsibilities.  The Zachary Community School Board reserves the right to change this description at its discretion.

REVIEWED AND AGREED TO BY: 

______________________________



_____________

                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

