SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Instructional Assessment Technician (Continued)

San Bernardino Community College District

Instructional Assessment Technician

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, assesses students’ academic skills and aptitude; consults with faculty for appropriate placement and instruction; plans and implements prescriptive programs for students based on assessment data; oversees, coordinates and assigns student tutors.

Incumbents in this class provide, in consultation with instructional/non-instructional faculty members, instructional and technical support by assessing students’ academic skills and aptitude, and/or by planning and implementing instructional programs with students individually or in small groups based on evaluation results.

representative Duties

The following duties are typical for this classification.
1. Interviews incoming students; recommends referral for assessment or particular instruction; determines and assigns work.

2. Administers, scores, records, and reports results of standardized assessment instruments for evaluation of aptitude or academic skills for appropriate placement.

3. Recommends, develops, or revises instructional methods and materials based on evaluation/test results; provides individual or small group instruction directed towards student needs; interacts with students in a workshop setting to teach assigned concepts.

4. Guides students in the use of instructional technology; recommends software as it relates to prescribed learning program.

5. Coordinates with other departments and programs regarding specific needs of students.

6. Assembles and/or administers individualized worksheets and tests; corrects assignments and explains and records results.

7. Assists students with class assignments from other departments; assists walk-in students who need assistance in other classes or in filling out forms or paperwork.

8. Assists in the supervision and assignment of work for students, tutors, and assistants; works with tutors to find and implement new materials.

9. Facilitates daily support tasks to ensure the smooth operation of assigned center; participates in the development and implementation of new programs to serve students more effectively.

10. Provides information and assistance to faculty, staff, and administrators to coordinate efforts of assigned center and to provide information on the center’s function and capabilities.

11. Assists instructors with students in labs and classes.

12. Organizes, prepares, and stores instructional materials.

13. Monitors, records, and reports student attendance and progress.

14. Consults with instructors, counselors, college staff, and local agencies on behalf of students and programs.

15. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Principles, techniques, and materials used in instructing students including those who have learning difficulties and those with different language and cultural backgrounds.

Symptoms, needs, and specialized learning difficulties of learning disabled students due to basic skill deficits or learning disabilities.

Principles and practices used in the administration, scoring, and interpretation of standardized tests.

Computers and software applications for working with students with learning difficulties.

Specific academic or vocational subject area(s) to which assigned; theories and applications of the assigned subject matter.

Basic instructional methods and techniques.

Principles and practices of record keeping.

Office procedures, methods and equipment including computers and applicable software applications such as word processing, spreadsheets and databases.

Oral and written communication skills.

Interpersonal skills using tact, patience and courtesy.

Diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students; general needs and behavior of students of various ethnic, racial and cultural backgrounds.

Group dynamics.

Pertinent federal, state, and local laws, codes, and regulations as well as applicable federal and state program guidelines and regulations.

English usage, grammar, spelling, punctuation, and vocabulary.

Ability to:

Administer, score, and interpret results of standardized tests.

Assist students in understanding and applying basic principles of the subject area to which assigned.

Advise students in the proper operation and use of assigned instructional equipment.

Explain work assignments to students.

Observe student reaction to questions and gage understanding of material covered.

Plan, organize, and implement instructional support activities, workshops, and related services.

Instruct and guide students including those whose physical, emotional, or learning disability precludes good judgment of time, appropriate behavior, or reasonable expectation of progress standards.

Make presentations to large and small groups.

Research software and new approaches to teaching; learn to adapt software and techniques to the needs of student requirements.

Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.

Respond to requests and inquiries from students and staff.

Plan and organize work to meet schedules and changing deadlines.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Operate and effectively use computerized instructional support programs.

Adapt to changing technologies and learn functionality of new equipment and systems.

Work independently and effectively in the absence of supervision

Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
A Bachelor’s degree from an accredited college or university with major course work in a field related to area of assignment that includes or is supplemented by 24 upper division units directly related to area of assignment.

Experience:
Six months of related work experience with secondary and/or community college students in the assigned area.

physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in an instructional lab/classroom/center setting with frequent contact with students and staff.

Physical: Primary functions require sufficient physical ability and mobility to work in an instructional lab/classroom/center setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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