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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6240
August 1997
POSITION TITLE:
Educational Forms Designer

REPORTS TO:
Manager of Projects for Certified Administration Testing

Objective: To design and produce department and District materials for printing using a variety of computer hardware and software packages.

Essential Functions:

1.
Designs and produces departmental and District materials for printing using a variety of computer hardware and software packages, which includes using word processing, desktop publishing, and testing and assessment software.

2.
Designs and develops, as directed, specialized assessment and testing answer sheet using Datablocks and Lytrod software, and uses FSL programming language to ensure accuracy.

3.
Composes, edits, proofs and produces department and District reports, assessments, brochures, flyers, assessment literature and special projects.  Ensures for the quality of the work product,  and compliance to established District standards or practices for design, format, typography, copyright, etc.

4.
Prepares, publishes information on the Leaders in Learning project, and other projects, as directed.

5.
Produces, as directed, various departmental notices and bulletins. 


6.
Provides training, technical direction and guidance on test design and desktop publishing services to staff, teachers, administrators and others, as directed.

7.
Maintains effective and diplomatic relationships with District and independent print shops: monitors the quality of  work; ensures for compliance to deadlines; and verifies that production costs are within established projections.  Keeps supervisor informed of the status of print jobs, as required or requested.

8.
Maintains the department networked computer system by providing technical support, guidance and direction to co-workers.  Resolves hardware and software problems.

9.
Trains temporary staff to develop educational forms, and related activities, as directed.

10.
Maintains both the integrity and confidentiality of all data, research and analysis, as directed.
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11.
Receives training, technical direction and guidance on testing, assessment and research techniques, procedures and applications, as required or requested.

12.
Performs other related duties, including special projects, as required or requested.

Education/Experience:. Bachelor’s Degree in Education, Computer Technology, Business, Marketing or equivalent.  Demonstrated knowledge and experience with Macintosh and PC (DOS, Windows 3.xx, Windows 95) platform computers and related hardware peripherals, including: printers, scanners, optical drives, Syquest drives, etc.  Demonstrated knowledge and experience using software, such as Datablocks and Lytrod, for developing assessment and testing answer sheets is desired.  Demonstrated knowledge and experience with various computer software including: Microsoft Office, Powerpoint, Adobe PageMaker, Quark Express, PhotoShop, Desk Scan and OmiPage.  Demonstrated knowledge of both Mapper and SFG systems is desired. Demonstrated knowledge of statistical software used to produce original analysis and recommendations is desired.  Two (2) or more years of related, demonstrated experience is required.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

