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JOB TITLE: Curriculum Based Testing Specialist (K-8)   STATUS: Exempt  

   

REPORTS TO: Director of Testing and Program Evaluation   TERMS: 215/ Non-Contract 

 

DEPARTMENT: C & I  Testing Department    PAY GRADE: AE104 
 
 

PRIMARY PURPOSE: 

Assist the director of testing with training, reporting, and managing district testing program in grades K-8. 

 

QUALIFICATIONS: 

Education: 

Bachelor’s Degree 

 

Special Knowledge/Skills: 

Strong organizational skills, written skills, oral communication skills, and interpersonal skills 

Knowledge data disaggregation software, preferred 

Knowledge of Microsoft Access and Excel, preferred 

Knowledge of Skyward, preferred 

Knowledge of Eduphoria, preferred 

  

Experience: 

 Technology experience, including working with database and spreadsheet applications 

 Such alternatives to the above qualifications as the Board may find appropriate 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Work closely with the Director of Testing, curriculum specialists and campus coordinators to 

implement the district testing program. 

 

2. Provide leadership in the planning, development, implementation, and coordination of a secure 

district-wide benchmark assessment program and the state assessment program. 

 

3. Assist building administrators in the analysis of school-wide and individual classroom results of 

district-wide benchmark data and state assessment data.  

 

4. Prepare campus level reports for administration at the campus level as requested by campus 

leadership and train on how to use as requested. 

 

5. Train campus leaders and teachers to disaggregate data using Aware or other software package as 

requested. 

 

6. Coordinates, orders, and prepares for benchmark program, Credit by Exam, Kindergarten 

Acceleration and CogAT standardized testing. 

 

7. Serves as a district-level testing coordinator for all statewide assessments, both operational and 

field tested, online and paper/pencil during the school year and summer.  

 

8. Assist in the preparation and ordering of testing materials and additional orders.  

 

9. Assist the Director of Testing in receiving district testing materials, checking out materials to 

campuses, ordering and distributing additional orders, and receiving back all testing materials after 

testing. 

 

10. Assist in the preparation and ordering of testing materials and additional orders. 
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11. Assist in the Director of Testing in receiving district testing materials, checking out materials to 

campuses, ordering and distributing additional orders, and receiving back all testing materials after 

testing. 

 

12. Assists campus testing coordinators with preparation, distribution, and return of all state and local 

testing materials. 

 

13. Maintain security and confidentiality of all statewide assessments.  

 

14. Collaborate with counselors and enrollment staff on campus to determine correct testing status of 

new students. 

 

15. Use online tools to supervise and prepare for online test administrations including TELPAS, 

STAAR Alternate 2, STAAR L, STAAR A, STAAR EOC, and online TAKS Exit Level Retest. 

 

16. Assist in district-wide and campus training for state assessment programs including TELPAS, 

STAAR Alternate 2, STAAR, and TAKS. 

 

17. Provides all training for STAAR Alternate test administrators including test security, 

confidentiality, and test administration. 

 

18. Manages state data files for assessment programs including iTrack, STAAR and Eduphoria. 

 

19. Maintains accurate student data by monitoring and correct suspect student data files with TEA and 

Pearson through the Texas Assessment Management System (TAMS). 

 

20. Assists with district monitoring of campus test administrators during all state assessments 

including online assessments. 

 

21. Coordinate, order, and prepare for benchmark program, Credit by Exam, Kindergarten 

Acceleration and CogAT standardized testing.  

 

22. Attend state, regional, and local testing trainings, conferences, and meetings. 

 

23. Verify PEIMS data by assisting campus administrators in the creation of verification templates for 

all special programs.  

 

24. Perform other duties as assigned. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WORKING CONDITIONS: 

Mental Demands: 
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Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; maintain 

emotional control under stress 

  

Physical Demands/Environmental Factors: 

Travels between campus assignments; occasional district/regional travel; occasional prolonged hours; 

heavy lifting and moving up to 50 lbs 

 

 
 
 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. 

 

________________________________________________ 

Printed Name 

 

________________________________________________ 

Signature 

 

________________________________________________ 

Date 


