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Job Announcement

Position:  GED/CBT Test Proctor
Location:  Douglas Campus
Department:  Adult Education
Reports to: Adult Education Vice President
Nature of Duties: Under the supervision of the GED Examiner the Test Proctor will:

Correctly administer GED testing through the Pearson VUE Testing System to include: Obtaining accurate and complete student information and proper documentation needed to administer the testing; following the testing candidate check in steps specified; coordinating the scheduling of lab services in a timely manner; adhering to the exam sponsor pricing at all times when registering and scheduling candidates; creating and maintaining a pleasant, quiet and orderly testing environment; verifying the candidates’ tests; and monitoring every candidate during EVERY testing session, for the entire testing session.  Additionally, the Test Proctor is expected to follow established maintenance and service tasks and protocols in the daily functions of the testing lab and in the resolution of problems encountered during testing sessions. 

The Test Proctor is expected to maintain appropriate certifications and/or licenses necessary to provide testing functions, to maintain a professional and courteous demeanor at all times, and to attend internal and external educational programs and professional meetings as requested.

Minimum Qualifications:  Completion of a high school diploma or equivalent. 
Preferred Qualifications:  Two (2) years of experience in performing complex clerical or administrative work in testing lab administration, assessment or evaluation. Experience in educational support, student services, or related field; knowledge of testing administration and effective proctoring; familiarity with computer-based testing; computer skills and experience to administer computer-based tests; and the ability to assume responsibility without direct supervision. Proficient computer and internet skills with proficiency in Windows 7. Excellent communication skills. Two or more years of experience in customer service.
Salary/Benefits:  $11.00/hour – no benefits. 15 hours per week
Tuesday – Thursday 4:00 p.m. to 9:00 p.m. 
Method of Application: Interested candidates should apply through electronic application system at: WGTC Job Center. Unofficial transcripts, resume and proof of applicable certifications/licensures are required for consideration.

Note: Selected candidate must successfully complete a background check to include employment references, criminal history, and verification of employment.  

Employment Policy: The Technical College System of Georgia and West Georgia Technical College do not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those special circumstances permitted or mandated by law) in educational programs, activities, admissions or employment. All applicants will be considered; however, only selected applicants may be interviewed.  Approval of employment does not constitute a contract.  Continued employment is contingent upon job performance and funding.
