JOB DESCRIPTION FOR:   District Assessment Coordinator/Community Liaison
___________________________________________________________________________

REPORTS TO:   Assistant Superintendent for Student Learning
QUALIFICATIONS: Kentucky Certification for Superintendent, Principal, or Supervisor of Instruction
GENERAL RESPONSIBILITIES:

Coordinate and facilitate the implementation of the Kentucky Department of Education assessment and school accountability program; coordinate and facilitate the operation of other district-wide assessments (e.g., Scantron, ITBS, etc.); perform community liaison responsibilities.
DUTIES:
1. Serve as the primary contact between the local school district and Kentucky Department of Education for student assessment and school accountability. 

2. Assist in the implementation of all assessment and accountability activities throughout the district.

3. At the direction of instructional leadership, analyze assessment data in order to target/identify instructional areas of strength as well as areas for growth.  Ensure assessment results are included in school and district wide improvement plans.

4. Recommend and participate in the development of district policies and procedures associated with assessment and accountability.

5. Conduct the ordering, delivery, receipt, and return of test materials to appropriate agencies.

6. Communicate the following to appropriate staff: definitions, timelines, formats, etc., for completing assessment activities and compiling data.

7. Assist staff with questions, problems, and concerns regarding the assessment process.

8. Assume responsibility for generating, updating, and reporting data to appropriate agencies as relevant to the accountability index.
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9. Analyze assessment data; prepare and present interpretive reports on the analyis of assessment data for staff, community, local board, and media as needed.

10. Conduct training of school counselors on test operations.  Monitor school level training associated with the ethical administration of assessments.

11. Ensure that school personnel comply with all testing guidelines.

12. Investigate and report on any testing procedure violations.  Provide necessary reports to KDE or other responsible agencies.

13. Provide Community Liaison support and service on behalf of the district via the following roles/assignments: district volunteer coordinator, spirit week coordinator, Elizabethtown Education Foundation district representative, United Way district representative, ExCEL Coordinator, and coordinator for other public relations activities.
14.
Oversee all work related to the School Report Card.
15.
Performs other duties as assigned.
___________________________________________________________________________
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