State of Georgia Job Description

	Job Title: Assessment Specialist 1 (DTAE) 
Job Code: 11116 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 02 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, conducts assessment and orientation sessions with students to determine job readiness, need for adult education or skills training at a technical college. Assists Student Services staff in activities needed to assist students; Assists in conducting workshops pertaining to career exploration and evaluation; Enters data from forms, records and/or reports using a computer or terminal; Maintains filing and record-keeping systems; Assists with the design and execution of special activities. 




Job Responsibilities & Performance Standards:
1.
Conducts assessment and orientation sessions with students to determine job readiness, need for adult education or skills training. (Performed by all incumbents)

1.
Accurately assesses students for skills and training needs in order to provide better educational opportunities.

2.
Effectively communicates explanations of the purposes, goals and objectives of the program through orientation sessions.

3.
Obtains accurate and complete information.

4.
Maintains a summary of assessment results on each participant.

5.
Requests any needed additional documentation or verification of information from other sources regarding student applications.

2.
Assists Student Services staff in activities needed to help students to identify their abilities, needs, interests and values in relation to job and career opportunities. (Performed by all incumbents) 


1.
Advises students of opportunities in non-traditional fields demonstrating knowledge of subject area.

2.
Conducts an in-depth review of all available sources of information prior to counseling to identify any barriers in achieving goals; discusses and assists students with admissions, testing and financial aid information.

3.
Assists in the assessment of training and educational needs of students and makes appropriate referrals.

4.
Schedules appointments for further assessment, tests, etc., according to established procedure.

5.
Provides information to other staff members for review, adjustments and referrals if necessary.

3.
Assists in conducting workshops and training sessions pertaining to career exploration and evaluation, goal setting and career and personal motivation. (Performed by all incumbents)

1.
Willingly assists in conducting workshops and training sessions in a courteous and professional manner. Develops training curriculum/classes consistent with entry-level skills.

2.
Independently enhances presentations given by using all available resources to provide the most current information and/or job search techniques.

3.
Properly identifies and accomplishes objectives of the workshops and seminars.

4.
Appropriately modifies presentations to reflect participant levels and backgrounds.

5.
Modifies curriculum outline for job readiness workshops and seminars to include group instruction, individual conferences and guest speakers.

4.
Enters data from forms, records and/or reports using a computer or terminal. Codes information as appropriate. (Performed by all incumbents)


1.
Performs accurate data collection and data entry into the appropriate grant funded websites.

2.
Accurately enters student information into the BANNER system.

3.
Assists with the development and maintenance of data collection on support services and financial aid assistance received.

5.
Maintains filing and record-keeping systems. (Performed by all incumbents.)

1.
Maintains organized, accessible and current systems according to office operations.

2.
Classifies, sorts, files, transfers and/or retrieves documents according to office procedures.

3.
Maintains confidentiality of records; releases information according to established procedure.

4.
Purges documents as directed.

5.
Enters data into student information system according to operation guidelines.

6.
Attends seminars, conferences, job-related training and other staff development training programs. Serves on committees and task forces as requested. (Performed by all incumbents) 


1.
Attends department staff development and training activities to maintain the knowledge and skills necessary to perform the job effectively and efficiently.

2.
Serves on various committees and task forces carrying out the responsibilities associated with such assignments.

7.
Assists with the design and execution of special events, projects and activities as requested. (Performed by all incumbents)

1.
Readily assists with special events, projects and activities.

2.
Shares information with other departments regarding activities in a timely manner.
8.
Maintains a consistent, high quality, customer-focused orientation when conducting business and providing services or products to clients, the general public and other customers. (Performed by all incumbents.)


1.
Treats customers with respect, courtesy and tact; listens to customers and interacts with customers personally while maintaining a business relationship.

2.
Communicates with customers and obtains all required information necessary to determine and address their specific needs; tactfully explains why, if service cannot be provided.

3.
Provides clear, accurate information; explains procedures or materials or provides supplemental information; anticipates problems and questions.

9.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents) 


1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisors and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provision of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
A bachelor's degree from an accredited college or university *and* a minimum of three years paid full-time related experience. 

Preferred Qualifications:
No preferred qualifications information is available. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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