CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT

ASSESSMENT SPECIALIST

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are not intended to reflect all duties performed within the job.

SUMMARY DESCRIPTION

Under direction, perform a variety of specialized duties in support of the Assessment Center and coordination of the
college’s overall assessment and testing program; establish testing schedules and administer assessment tests, which may
include basic skill assessments, career/vocational assessments, chemistry placement tests, and/or other standardized tests
mandated by the State Chancellor’s office; process results; coordinate and participate in outreach program activities to
facilitate the matriculation process for students; respond to a variety of inquiries related to the assessment program in
a courteous manner; and maintain a variety of files and reports.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or
may be required to perform additional or different duties from those set forth below to address business needs and
changing business practices.

1. Organize and participate in programs and activies within the College’s Assessment Center;
administer, proctor, and score standardized testing instruments, which may include math, English,
English as a Second Language (ESL), and/or chemistry, for new and continuing students; provide
Ability to Benefit (ATB) and Career testing.

2. Process test results; may review or discuss test results with individual, make referrals for assessment
follow-up and support services.

3. Organize and coordinate testing schedules including scheduling and administering off site
assessments; maintain appointment system.

4. Perform online scoring and prepare online reports using a variety of websites.

Interface with the Disabled Student Resource Center (DSRC) in order to provide all testing materials
needed for DSRC students; score, report, and upload test for DSRC students as necessary.

6. Provide support with online services; assist students in navigating through admissions, registration,
and matriculation requirements.

7. Collaborate with counseling to coordinate orientation and group counseling sessions; arrange for and
schedule room and equipment requests; set up equipment or arrange for set up as necessary and
appropriate.

8. Interface with staff, faculty, students and the community on matters related to the assessment
programs; provide information within limits of authority and/or refer as appropriate; resolve
complaints in an efficient and timely manner.

9. Work collaboratively with faculty and ITS in the development and maintenance of computerized
testing; troubleshoot computer/assessment website problems; interface as necessary with ITS to build
computer files, prepare data for reports, and transmit data.

10. Participate in outreach program activities designed to facilitate the matriculation process for high
school students and increase the number of matriculated students; schedule calendar of on-site visits;
may conduct college information workshops independently or in collaboration with counselor;
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schedule and coordinate testing for the high school outreach program; serve as liaison to assigned
high schools;.

Facilitate the training of support staff and student assistants and coordinate daily activities.
Proctor make-up exams from instructors as requested.
Provide student support with the orientation and registration process.

Maintain assessment center materials’ inventory; order online test units, paper/pencil booklets,
scantrons, and other supplies as needed.

Perform a full range of technical and administrative duties in support of assigned operations and
programs; maintain assigned websites; maintain a variety of files and records; prepare various reports;
maintain security of equipment, documents, and records.

Maintain current knowledge of Assessment Center processes and programs; attend related training
and workshops; participate in assigned college activities and committees.

Perform related duties as required.

MINIMUM QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a
short period of time in order to successfully perform the assigned duties.

Knowledge of:
1. Operational characteristics, services, and activities of a student support center.
2. Test administration using different tools such as computerized online testing, paper/pencil
tests; scoring tools, and scanner functions.
Test security measures.
4. Office procedures, methods, and equipment including computers and applicable software
applications such as word processing, spreadsheets, and databases.
Principles of business letter writing and basic report preparation.
English usage, spelling, grammar, and punctuation.
7. Principles and practices used to establish and maintain files and information retrieval
systems.
8. Oral and written communication skills.
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Ability to:
1. Understand the organization, operation, and services of the Assessment Center and
interrelation with other District offices and outside agencies as necessary to assume assigned
responsibilities.

2. Interpret and apply departmental policies and procedures.

3. Operate office equipment including computers and supporting word processing, spreadsheet,
and database applications.

4. Adapt to changing technologies and learn functionality of new equipment and systems.

5. Troubleshoot routine computer network, hardware, and specialized software problems.

6. Give presentations in front of large groups.

7. Compile data, maintain records and files, and participate in the preparation of administrative
or technical reports.

8. Plan and organize work to meet changing priorities and deadlines.

9. Meet critical deadlines while working with frequent interruptions.
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Work independently in the absence of supervision.

Understand and follow oral and written instructions.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of
work.

Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural,
sexual orientation, academic, socio-economic, and disabled populations of community
college students.

Minimum Education & Experience - Any combination of the following would provide a typical way to

obtain the required knowledge and abilities.

Education/Training:

Equivalent to the completion of the twelfth grade supplemented by two years of college level
course work in education, social sciences, or a related field.

Experience:

Two years of increasingly responsible experience providing assistance directly to students or
other diverse population and, preferably, that demonstrates knowledge and understanding of
testing processes..

License or Certificate:

Possession of, an appropriate, valid driver’s license.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential job functions.

Environment: Work is performed primarily in a standard office setting; occasional travel to off-site
locations or other District sites.

Physical: Primary functions require sufficient physical ability and mobility to work in an office

setting;

to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach,

and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office
equipment requiring repetitive hand movement and fine coordination including use of a computer
keyboard; and to verbally communicate to exchange information.
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