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Job Description

Part-time GED Examiner 
Job Description, Responsibilities, Standards, and Qualifications  

GENERAL DUTIES: 
· Administer and supervise GED Test registration and GED testing one or two days per week (Wednesday and/or Friday) from approximately 12:00pm to 5:30pm. A full-day test may also be scheduled on one or more Saturdays per quarter. The testing schedule is subject to change based on program needs.  Testing for special needs and institutionalized students may also be arranged on an as-needed basis. Testing sites are located at the North Metro Campus in Acworth, the Woodstock Campus in Woodstock, the Appalachian Campus in Jasper, the Summer Hill Complex in Cartersville, and the Bartow County Jail in Cartersville.  
· Participate in new examiner training in Atlanta prior to the first test administration and participate in at least one annual training session.  

· Comply with all jurisdictional policies and procedures and comply with all applicable legal requirements relating to the activities of official GED testing centers.

· Control testing sessions by following all GED® Testing Service policies and procedures for conducting a testing session under standard conditions or, when appropriate, with accommodations for candidates with disabilities.
· Ensure that all staff members under their supervision comply with the contractual obligation to follow the policies of the GED Testing Service Policies and Procedures Manual.
· Train and supervise GED Proctors as needed.  
SPECIFIC RESPONSIBILITIES:

· Verify the identity and eligibility of each GED candidate.

· Maintain testing surveillance logs, seating charts, and other documentation as required.

· Maintain the security of all GED testing materials.

· Prepare a written inventory of all secure testing materials used during each test administration and maintain the inventory documentation in the permanent secure storage area.

· Conduct testing sessions in accordance with GEDTS policies and procedures as set forth in the GED Testing Service Policies and Procedures Manual and in any supplemental memorandums from the GED Testing Service.
· Adhere to GEDTS policies regarding preparing and submitting GED testing materials for scoring.

· Report test results to GED candidates in a timely, confidential manner.

· Inform the GED Administrator of all disruptions or suspicious events that take place during any testing session promptly and in writing, by using a Report of Testing Irregularity.

· Conduct investigations into test compromises and testing irregularities.

· Attend all examiner meetings sponsored by the jurisdiction.

· Cooperate in research and surveys sponsored by the GED Testing Service or by the GED Administrator.

QUALIFICATIONS: 

· Must have a bachelor’s degree from a nationally accredited college or university and experience in teaching, training, counseling, or testing.

· Must have excellent customer service, supervisory, and organizational skills.

· Must be detail oriented and able to ensure compliance with GED® Testing Service policies.

· Must be available to participate in the GED testing schedule determined by the department.

