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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7069
May 1998

POSITION TITLE:
Test Administrator Paraprofessional

REPORTS TO:
School Principal or designee

Objective: To ensure for the legal, secure, and fair administration of student assessment, including administration of the General Education Development (GED) test.  To schedule, administer, score, compile, and publicize, as directed, selected assessments for entry into academic and vocational programs. 

Essential Functions:

1.
Ensures for the legal, secure, and fair administration of student assessment, including administration of the General Education Development (GED) test.

2.
Schedules, administers, scores, compiles, and publicizes, as directed, selected assessments for entry into academic and vocational programs, including but not limited to: GED; DPS Clerical (Wonderlic's Hay  Aptitude Test Battery, and the R. D. Craig Skill and Accuracy Typing Test); assessments for Academic Education Apprenticeship, Consumer and Family Studies, Health Occupations, Marketing Education, Technical Education, and Trades and Industrial Education Departments; GED pre-Test; Test of Adult Basic Education (TABE) and TABE Espanol; Wonderlic Basic Skills Test (WBST); San Diego Quick Assessment; Career Assessment Inventory; Health Occupations Department Math Test; Second Chance Math Pre and Post Tests; Pennsylvania Bi-Manual Dexterity Work Sample; and the Comprehensive Adult Student Assessment System (CASAS) INS approved citizenship test.

3.
Reports assessment and testing results, as approved and directed, to: the Colorado Department of Education (CDE); various instructors; and vocational, academic, and special needs counselors.

4.
Assists teacher(s) with classroom instruction and related activities, including recordkeeping and clerical tasks.  Participates in classroom set-up, clean-up and stores materials efficiently.

5.
Cooperates in research and surveys sponsored by the GED Testing Service, and the state GED Administrator; and works in conjunction with other Basic Education and GED educational providers who test at E.G.O.S.  

6.
Complies with the testing procedures of the Immigration and Naturalization Service.

7.
Prepares weekly, monthly and annual statistical reports of GED testing, and of the Second Chance High School program. 


8.
Provides a supportive environment for students; maintains discipline.  Helps to maintain a safe environment for students.
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9.
Attends all annual and special state-wide meetings for GED Examiners.  Attends monthly pre-school/staff training meetings, as directed.

10.
Maintains the confidentiality of student information.

11.
Follows established district policies and procedures.

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

Education/Experience: Successful completion of the Basic Skills Test is required.  Demonstrated experience with academic based guiding, leading, training, counseling and testing.  Demonstrated proficiency in computer usage with a knowledge of GEDWARE computer software, is desired.

Licensure: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures, and practices. Effective oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are primarily performed in a regular classroom or office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

