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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7070
May 1998

POSITION TITLE:
Test Administrator Assistant Paraprofessional

REPORTS TO:
School Principal or designee

Objective: To administer a variety of tests and other forms of assessments, and provides administrative and clerical support, as directed. 

Essential Functions:

1.
Administers a variety of tests and other forms of assessments, and provide administrative and clerical support, as directed.

2.
Administers, scores, compiles, and publicizes, as directed, selected assessments, which may include but is not limited to: 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; Comprehensive Adult Student Assessment System (CASAS) INS approved citizenship test; English for Speakers of other Languages (ESL) tests; interest inventories (CAI, PEG); and walk-in clientele.

3.
Provides consultation and feedback before, during, and after the assessment process, and reports assessment and testing results or grades, 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.  Maintains Assessment Laboratory files, as directed.  Participates in classroom set-up, clean-up and stores materials efficiently.

5.
Develops forms, as needed, for the Assessment Lab.

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

7.
Keeps statistics for Business Education, Technical, Trades and Industrial, LPN, Dental and Medical tests.  Reports statistics monthly.

8.
Provides a supportive environment for students; maintains discipline.  Helps to maintain a safe environment for students.

9.
Attends designated meetings, as directed.

10.
Maintains the confidentiality of student information.
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11.
Follows established district policies and procedures.

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

Education/Experience: Graduation from High School or equivalent.  Successful completion of the Basic Skills Test  is required.  Demonstrated data processing skills, including knowledge of PC and Mac OS operating systems, MS DOS, Word Perfect and applications.  Knowledge of GED, TABE, and WBST 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. 
