JOB DESCRIPTION

JOB TITLE: Testing Assessment Coordinator DATE: 2026-2027 Academic Year ..
JOHNSBURY
DEPARTMENT: Student Services PAYSCALE: $20.00 — $25.00 ACADEMY

FLSA: Non-Exempt

REPORTS TO: Student Services Director, Associate Head, Headmaster and Headmaster’s
Executive Administrative Assistant

JOB SUMMARY: The Testing Assessment Coordinator is responsible for managing and coordinating
assessment accommodation and data systems for students with 504 Plans and Individualized
Education Programs (IEPs). This role ensures equitable access to testing, compliance with
established procedures, and accurate data collection to support student achievement and program
effectiveness.

KEY RESPONSIBILITES:

Assessment Coordination & Student Support

« Coordinate daily testing accommodations for approximately 200 students with 504 Plans and
IEPs

« Collaborate with teachers and students to implement accommodations, including extended
time, alternative testing locations, scribes, and readers

« Arrange appropriate testing environments and secure proctors as needed

e Ensure all testing procedures are implemented in accordance with school policies and
compliance requirements

o Lead planning and execution of accommodation logistics for midterm and final exams

Data Management & Assessment Systems

Oversee administration of assessment platforms such as AIMSweb and STAR

Coordinate fall, winter, and spring assessment windows with special educators

Monitor completion of required assessments and follow up with staff as needed

Compile and organize assessment data to support student-centered data team meetings and
instructional decision-making

Medicaid Reimbursement Coordination

« Manage Medicaid reimbursement processes for the district
e Collect and maintain accurate records of student attendance and services provided
e Ensure timely and compliant submission of required documentation

Collaboration & Communication

e Work closely with special education staff, general education teachers, and administrators
« Serve as a point of contact for questions related to testing accommodations and assessment

processes
« Communicate clearly and consistently with stakeholders to ensure smooth implementation of
services
QUALIFICATIONS:

« Knowledge of assessment administration and accommodation practices
« Strong organizational, data management, and problem-solving skills
« Excellent communication and collaboration abilities



e Familiarity with AIMSweb, STAR, or similar assessment tools preferred
o Experience working with students with IEPs and 504 Plans

EDUCATION/EXPERIENCE:
High School diploma required. Associate degree preferred; BA/BS desirable

PHYSICAL REQUIREMENTS:

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodation may be made
to enable individuals with disabilities to perform essential functions.

Must have the ability to sit and stand for extended periods of time; exhibit manual dexterity to use a
telephone, to enter data into a computer, tablet or other learning device; to see and read a computer
screen and printed material with or without vision aids; hear and understand speech at normal
classroom or office levels, and on the telephone; speak in audible tones so that others may
understand clearly in normal classrooms, and on the telephone; physical agility to lift up to 25 pounds
to shoulder height and 40 pounds to waist height; and to bend, stoop, sit on the floor, climb stairs,
walk and reach overhead.

WORKING 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.

Duties are normally performed in a school/classroom or office environment. The noise level in the
work environment is usually moderate.

Employees in these positions must wear appropriate Academy dress while working at St. Johnsbury
Academy during the school schedule or representing the Academy at conferences. Employees in
these positions are required to work the number of hours as indicated in the employment agreement.
Some work outside of the regular work schedule may be required, but these must be approved in
advance by the Special Services Administrator.

BACKGROUND CHECK AND FINGERPRINTING:

The Academy conducts criminal record checks on all candidates. We reserve the right to investigate
fully any criminal or motor vehicle offense prior to consideration for employment. Job offer is
contingent upon satisfactory maintenance or completion of our background and Child Abuse Registry
reporting, and acceptance of our Sexual Harassment Policy.

St. Johnsbury Academy is an equal opportunity employer. SJA prohibits discrimination and
harassment of any type and affords equal employment opportunities to employees and
applicants without regard to race, color, religion, sex, sexual orientation, gender identity or
expression, pregnancy, age, national origin, disability status, genetic information, protected
veteran status, or any other characteristic protected by law. SJA is committed to providing a
diverse environment, we encourage and welcome applications from candidates of all
backgrounds.

| acknowledge that | have read and understand the above position description in its entirety, and | am
capable of performing all of the stated requirements and essential functions as outlined. If | have any



questions about the duties and responsibilities that | am asked to perform, | should discuss them with
my immediate Manager, Department Chair or Human Resources Director.

| have discussed any questions that | may have had about this position description prior to signing
this form.

Employee Signature Date



