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ASSESSMENT TECHNICIAN I 
 
Under general direction of Technology Coordinator: perform specialized, technical activities related to test 
scoring, data processing, and the completion of other pupil testing or related evaluation projects 
 
Examples of Duties 
REPRESENTATIVE DUTIES: 
1. Plan process, coordinate, and expedite on-going and special data processing and testing projects. 
2. Prepare local, state, and national norms for conversion of raw scores. 
3. Prepare graphs, diagrams, and charts for statistical analysis. 
4. Extract data from the Student Information System and merge with test data. 
5. Prepare reports analyzing test data as requested by Curriculum Department. 
6. Install Student Information System Software/Updates 
7. Assist/Train users in the use of Student Information System and testing software 
8. Perform related duties as assigned. 
 
Desired Qualifications
1. Knowledge of modern office procedures. 
2. Knowledge of test scoring and conversion procedures. 
3. Knowledge of program preparation for scoring, analyzing, and recording. 
4. Knowledge of Student Information Systems use in an educational environment. 
5. Ability to use data processing software and data processing equipment with skill, speed and accuracy. 
6. Ability to develop analyze, and display statistical data. 
7. Ability to establish and maintain effective working relationships with others. 
8. Ability to plan and organize work, meet schedules and timelines, and maintain records. 
9. Ability to read, interpret, apply, and explain rules, regulations, policies, and procedures. 
 
Education, Experience and Training
1. Progressive experience with technology in an educational environment or equivalent experience or 

education. 
2. Training in Internet, E-mail, word processing, spreadsheets and databases. 
3. High school Diploma or equivalent. 
4. Valid California Drivers License. 
 
PHYSICAL DEMANDS: 
1. Dexterity of hands and fingers to operate a computer keyboard. 
2. Hearing and speaking to exchange information. 
3. Seeing to view a computer monitor and read a variety of materials. 
4. Sitting for extended periods of time. 
 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
The information contained in this job description is for compliance with the American with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed 
by the individuals currently holding this position and additional duties may be assigned. 


