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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 am TO: 5:00 pm
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of importance Knowledge, Skills & Abilities
40 | Relieves supervisor of variety of difficult administrative duties Knowledge of; (1) agency/division

associated with Test Management System (i.e., TMS) state-wide
program: formulates & implements TMS state-wide program paoli-
cy & procedures to include planning, writing & implementing pro-
gram goals; analyzes & evaluates TMS & provides technical ad-
vice fo program manager to aid in decision making; acts for & on
behalf of test development program manager (&.qg., speaks on
behalf of the unit in reporting results of the TMS program; pro-
vides customer support {o internal & external customers; re-
sponds to programmatic issues raised by staff, customers &
vendor (i.e., NeoGov)); creates & maintains updates for TMS
standard operating procedures manual; advises agencies re-
garding technical training; develops &/or presents TMS fraining
curriculum, instructor/participant guides & other training materials
(e.g., training manuals, job aids); coordinates state-wide training
initiatives; monitors TMS to develop performance measures &
reporting technigues; maintains communicaticns with TMS pro-
gram stakeholders,

Serves as liaison between test development manager & subordi-
nates: logs & assigns test review & PSMQ assignments; ensures
telephone coverage for TMS issues; creates & mainiains project
timelines; fransmits decisions & directives; represents supervisor
at meetings & conferences; responds to needs of staff; assumes
responsibility & authority as designated in supervisor's absence;
develops famifiarity with scope of programs, projects & proce-
dures ufilized within the Test Development unit.

policies & procedures {e.g., TMS
program)*; (2) workfarce planning;
(3) employee fraining development;
(4) public relations; (5) human rela-
tions; {6) government structure &
process (e.q., civil service law)*; {7)
human resource development;

Skill in: {8) operation of personal
computer & associated hard-
ware/software {e.g., MS Office,
TMS3;

Ability to: {9) interpret variety of
technical material in books, journais
& manuals; (10) calcutate fractions,
decimals & percentages; (11) de-
sign tools for test management; (12)
prepare & make presentations; {13)
draft &/or edit administrative poli-
cies, procedures & informational
materials.

Knowledge of: 1*, 2, 4, 5, 8%, 7;
Skill in: 8;
Ability to: 9, 10, 11, 12,13,

“developed after employment
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Develops reports & charts & conducts research related to the
Test Development unit's projects including compiling historical
records & coliecting data & information from external customers
(e.q., performs statewide resource assessment to create com-
prehensive listing of agency created tests; creates & maintains
comprehensive list of tests developed by Test Development unit;
testing reform); establishes report mechanisms & database up-
date methodclogies; develops reporting techniques; utilizes Ex-
cel, Word, PowerPoint & Visic to depict findings.

Researches & responds to inquires on behalf of the unit supervi-
sor; researches & composes responses for supervisor's review;
provides information & explains programs; warks with the Office
of Comrmunication for requests from the media; provides admin-
istrative support services to supervisor (e.g., maintains supervi-
sor's calendar, meeting planning, screen & return telephone
calls, respond te ematil information requests); maintains appro-
priate levels of confidentiality & briefs supervisor regarding any
concemns; coordinates & monitors Test Development web site
updates; deveiops & administers other special programs &
projects as assigned

Knowledge of: 1*,2, 4, 5, 6%, 7;
Skiltin: 8;

Ability to: 9, 10, 11, 12, 13; (14}
gather, collate & classify information
about data, people or things, (15)
develop complex reporis.

Knowledge of: 17, 2, 4,5, 6*, 7,
Skill in: 8;
Ability to: 9, 10, 11, 12, 15.
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