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Job Title: Testing Coordinator Dept: CAAD 

Reports To: Assessment Supervisor Work Class:  FLSA Status: Exempt 

 
General Summary: 

The testing coordinator plans and coordinates all levels of standardized testing for the project and provides testing strategies and data 

to Supervisors, teachers, ILT, management, and field personnel. They will provide testing support to the field as needed. They are 

responsible for ensuring testing security and legal compliance.  They are responsible for ensuring that all testing tasks are completed in 

an accurate and timely manner throughout the project life cycle. 

The prime goal of this full time position is to accomplish the goals of the Instructional Leadership Team through, achieving scores of 9 
or 10 on the API in all charters within our similar school ranking, and reaching 100% retention and 100% passage of the CAHSEE.  This 
position provides direct certificated instructional support 25% of the time. 
 

Essential Functions include, but are not limited to the following:* 

 

 Plan and coordinate all aspects of a testing effort. 

 Coordinate and present testing data in usable, visually pleasing formats as needed. 

 Act as a mentor/consultant for test site coordinators. 

 Schedules, prepares, and delivers training for Testing Administrations. 

 Distributes and collects Testing Materials for all state tests. 

 Researches test administration policies and procedures. 

 Ensures resolution of testing issues. 

 Composes and types correspondence (i.e. letters, memos, reports, manuscripts) for company personnel as needed. 

 Compiles, stores and retrieves management data and prepares reports as requested. 

 Maintains and updates all files and testing materials. 

 Ensures security of all testing materials at all times. 

 Assists with other functions and duties as assigned. 

 Travel to various centers as needed. 
 

Knowledge, Skills and Abilities Required: 

 Ability to work well in a team setting. 

 Ability to prioritize tasks and to work effectively with minimal supervision. 

 Proficiency with Microsoft Office software. 

 Excellent written & oral communication skills. 

 Ability to communicate with co-workers and business contacts in a courteous and professional manner. 

 Flexibility and a strong commitment to getting the job done, especially in the face of deadlines in the busy testing seasons. 

 Strong organizational and proofreading skills, with attention to detail. 

 Ability to follow-up on task commitments and give updates as needed. 

 Ability to work efficiently under pressure and meet deadlines, while maintaining courtesy and professionalism. 

 Ability to up lift up to 25 lbs. unassisted. 

 Ability to drive Class C vehicle. 
 

Education and Experience: 

 BA or BS College degree. 

 Valid CA Teacher Credential or 30-day permit (preferred). 

 Previous experience in an administrative capacity (preferred). 

 Valid CA driver’s license. 
 

*The specific statements shown in each section of this description are not intended to be all inclusive. They describe the general nature and 

level of work being performed and/or represent typical elements and criteria considered necessary to successfully perform the job. The 

Company retains the discretion to add to or change the duties of the position at any time. 

 


