
 

 
 

SPECIALIST-DATA AND ASSESSMENT 
 
DEFINITION: 
 
Under the supervision of the assigned Coordinator, performs responsible and specialized duties related to 
organizational student assessment programs; provides support for schools in the implementation of the District 
and State assessment program; assists with organizing the distribution and collection of testing materials; 
updates and maintains assigned databases; generates customized queries and reports using the student data 
system and assessment results; maintains a variety of automated records and files related to assigned activities 
and compiles data to generate complex statistical and longitudinal reports to assist various end users.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

�x Performs responsible and specialized duties related to organizational student assessment programs and 
activities; assists the administrators in the coordination, preparation, distribution and collection of 
numerous State-mandated, organizational and special tests as assigned; assists Coordinator with data 
collection and updates and verifies data in assigned systems.  

�x Utilizes computer programs to 
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�x Modern office practices, procedures and equipment. 
�x Correct English usage, grammar, spelling, punctuation and vocabulary.  
�x Interpersonal skills using tact, patience and courtesy.  
�x Oral and written communication skills. 
�x Record retrieval and storage systems. 
�x Mathematic al calculations. 

 
Ability to:  
 

�x Perform specialized clerical duties in support of organizational student assessment programs and 
activities. 

�x Utilize a computer programs to upload data, create queries, generate links to data and produce a variety 
of mandated and requested computerized records and reports. 

�x Operate computers and peripheral equipment properly and efficiently. 
�x Review and verify input and output data to assure accuracy and efficiency. 
�x Assemble and prepare data complex reports. 
�x Compile and analyze statistical data in a timely and efficient manner. 
�x Write queries using Microsoft Access and SQL and provide disaggregated data to school sites. 
�x Establish and maintain files and records. 
�x Establish and maintain cooperative and effective working relationships with others.  
�x Meet schedules and time lines. 
�x Work independently with little direction.


