
 

Job Title:  Coordinator of Assessment & Accountability  Wage/Hour Status: Exempt/226 days 
                   
Reports To: Director of Assessment & Accountability  Pay Grade:   Administrative  

Pay Group 5 
                      

Dept. /School: Administration Building    Date Revised:  12/05/2017  
 

Primary Purpose: 

Support all state/local assessment and accountability functions. 
 

Qualifications: 

Education/Certification: 

Master’s Degree preferred, in curriculum and instruction, counseling, educational leadership, 
statistics, or 3-5 years equivalent experience 
Administrative or management experience, preferred      
 
Special Knowledge/Skills: 

Knowledge of state and federal school accountability systems  
Expertise managing, supervising, and/or coordinating state or local assessment programs  
Advanced knowledge or training in computer applications, including spreadsheets, databases, word 
processing, and statistical analysis software (such as SPSS, AWARE, or DMAC) 
Experience navigating online testing functions such as the Texas Assessment Management System 
(TAMS) 
Comfortable learning new online assessment management systems such as ETS and Pearson Access  
Expertise in: 

 planning, coordinating, and presenting workshops and seminars that inform decision making and 
increase understanding 

 developing reports that incorporate a meaningful interpretation of data, technical precision, 
accuracy, readability, and editorial correctness 

 applying statistical analyses to identify trends, make predictions, and interpret results 

 communicating effectively, both orally and in writing  
Evidence of strong decision making ability and use of sound judgment 
Experience applying high-level organizational skills, and successfully managing and coordinating a 
number of projects and tasks. 

 

Major Responsibilities and Duties: 

1. Contribute to the continuous improvement of the District as a member of the Research, 
Assessment, & Accountability Department 

2. Remain abreast of local, state, federal, and court ordered mandates, technical and 
professional trends, and developments impacting the analyses and reporting of school district 
data.  

3. Coordinate and supervise the administration of all assigned, state-mandated assessments. 
4. Provide leadership in the conceptualization, design, analysis, and reporting of student 

assessment, accountability, survey, and other data to identify historical trends, predict student 
performance, and support campus and district planning.  

5. Analyze assessment, accountability, and survey data and prepare reports using Excel, 
Access, SPSS, and Microsoft Word that are accurate and apply appropriate data analysis 
techniques.  



6. Assist schools with the interpretation of the assessment and accountability results for the 
purpose of improved student performance. 

7. Maintain test security and confidential integrity of state assessment instruments and provide 
campus and other staff members with training related to proper assessment procedures.  

8. Provide leadership and support the expansion of online testing within the district. 
9. Collaborate with other departments including the Curriculum and Instruction, Special 

Education, and ESL/Bilingual Departments to ensure proper testing of students. 
10. Attend all assessment and accountability training sessions required by TEA and participate in 

Regional and State level conferences to keep current with the compliance requirements of 
state assessment. 

11. Order, receive, inspect, count, distribute, and return testing materials in accordance with TEA 
inventory policies and all required timetables and deadlines. 

12. Prepare and post reports to the department website as a communication tool to district 
personnel and the community. 

13. Assist the curriculum and instruction department with local assessment design and results 
interpretation. 

14.       Perform all other duties as required by the Director.  
 

Supervisory Responsibilities:  

None 

Equipment Used: 

Telephone, voice mail, computer, printer, fax, scanner, copier, and presentation systems 
 

Working Conditions: 

Mental Demands/Physical Demands/Environmental Factors: 

Ability to communicate effectively (verbal and written)  
Ability to operate and learn new technology systems  
Maintain emotional control under stress  
Repetitive hand motions  
Prolonged use of computer  
Occasional prolonged and irregular hours   
Frequent Standing, stooping, bending, kneeling, pushing and pulling   
Frequent lifting of test materials up to 30 pounds   

 

 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and 

are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 

 


