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	JD #
	JD00115

	Pay Grade:
	6

	Title:
	Test and Examination Coordinator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for the coordination and overall administration of accommodated tests, exams and note taking services for students with disabilities. Ensures the efficient and appropriate delivery of support services within all relevant policy requirements and guidelines.

	Purpose and Key Functions:
	· Respond to general inquiries and provide information to students regarding test and exam accommodations.

· Communicate with students to determine specific needs and make arrangements for test and exam accommodation services.

· Coordinate, schedule, and administer accommodation test and exam support services.

· Recommend changes to the overall operation of the program and improvements to existing policies and procedures.

· Write manuals on special accommodations including provisions of test, exams, and note taking accommodations, regulations, and rationales.

· Write informational material and reports for internal and external use.

· Develop request and application forms.

· Coordinate schedules for casual employees, peers, office assistants, and invigilators.

· Schedule alternative exam times and book rooms that will accommodate the individual needs of students.

· Set up and maintain filing systems, both electronic and hard copy.

· Maintain confidentiality of student files.

· Update information and services offered on the department website.

· Exchange information with instructors and arrange for their involvement in the provision and monitoring of accommodated examinations.

· Align services with legislation and government policies and procedures.

· Ensure efficient and appropriate delivery of support services.

· Calculate allocation of extra time required for students to complete academic requirements.

· Schedule student accommodations and resolve scheduling conflicts.

· Act as a liaison between students, staff and invigilators to resolve conflicts.

· Conduct web and database searches for relevant information on disabilities and related needs.

· Attend and participate in meetings.

· Participate in recruitment efforts for volunteers and note takers.

· Consult with faculty and department administrators regarding the provision, distribution and collection of tests and exams

· Provide input to the development of departmental or institutional test and exam policies as they pertain to students with disabilities.

· Provide oversight of academic integrity principles and practices.

· Operate adaptive technology used for students to complete tests and exams and for converting test and exam copies to alternate formats.

· Notify students and professors of test and exam bookings.

	Supervision:
	Ongoing responsibility for supervising up to 9 casual employees at any one time.

	Requirements:
	2 year Community College diploma in Office Administration or related field.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


