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Job Description 



	Job Title: Managing Director Assessment
	Job Code (to be completed by HR):      

	Grade Level (To be completed by HR):      
	FLSA Status (To be completed by HR):      

	Supervisor Title: Chief Operating Officer
	Department:      



	Job Summary

	In 3 – 4 sentences, briefly but specifically, summarize the primary purpose of the work performed.

	Oversees all aspects of national high-stakes examination program, the NPTE, and all other FSBPT assessment tools to ensure validity, reliability, defensibility and security. Develops and supports products and services to support the mission of the examination program. Communicates with multiple internal and external stakeholder groups to explain technical concepts in an understandable manner.  Contributes to the body of professional knowledge related to assessments through participation in external organizations, research and publication as appropriate. 





	Essential Functions

	List up to six essential functions of the job, indicating the most important first, and the approximate percentage of time spent on each over the course of a year. Only list any duties or responsibilities that require 10% or more (equivalent to half of a day per week or 5 weeks per year) of the job’s time. 

	1. Manage functional area staff to ensure organizational goals are achieved efficiently and result in high-quality products/outcomes

	
	15
	% of Time

	2. Participate in goal planning and problem solving of organizational issues by maintaining an understanding of functional area projects, cross-functional initiatives, and BOD strategic plans.  

	
	10
	% of Time

	3. Oversee and participate in projects and goals including: overseeing quality assurance, developing and monitoring budgets, sponsoring projects, participating in user acceptance testing, and management of external partner/vendor organizations. Includes serving as a technical expert on psychometric analysis, research design, and examination development.          

	
	35
	% of Time

	4. Maintain technical expertise necessary to manage work of the functional area and to expertly represent the organization to internal and external stakeholders.  

	
	10
	% of Time

	5. Ensure compliance with and participate in development of policies and procedures for; continuity of operations, performance standards, quality assurance, and organization-wide security.  

	
	10
	% of Time

	6. Be an outstanding resource to volunteers, member jurisdictions, the senior staff, and managing directors in responding to service, data, and other requests.  Represent the organization with the highest level of customer service and integrity.  

	
	20
	% of Time

	May perform other duties and responsibilities as assigned or directed by the supervisor. This may include attendance of and participation in required training for role.

	Total MUST equal 100%. If not, please adjust your entries.
	     
	Total





	Supervisory Responsibilities

	Indicate the type and scope of supervisory responsibilities that most accurately describe this job. Select only one. 

	|_| Direct Supervisor: Direct authority to make decisions on the following: employee hiring, disciplinary action, starting salaries and merit increases; conduct employee performance evaluations.

	|_| Assigned Lead: May recommend the following: employee hiring, disciplinary action, and starting salaries; provide input on employee performance evaluations.

	|_| Does not have any supervisory responsibilities.



	Budget Responsibilities

	Select the item(s) below which best describe the job’s involvement in the budgetary process. Select all that apply.

	|_| No Involvement
	|_| Plan/Forecast
	|_| Prepare
	|_| Approve
	|_| Monitor

	[bookmark: Check36][bookmark: Check37]Does the incumbent have signature authority for purchasing?    |_| Yes     |_| No

	[bookmark: Text24]If Yes, please provide dollar amount:   $ 300

	If job has budgetary responsibility, please provide the budget amount for which incumbent has primary responsibility (include grants, if applicable):   $ 1,100,000



	Education

	Indicate the minimum level of education generally necessary to effectively perform the job’s essential functions. If a higher level of education is preferred, please indicate that as well. Select only one educational level in each column.

	
	Required
	Preferred
	Level of Education
	Field of Study

	|_|
	[bookmark: Check8]|_|
	Doctoral/advanced degree
	[bookmark: Text61]     

	|_|
	[bookmark: Check7]|_|
	Master’s degree
	[bookmark: Text60]     

	|_|
	|_|
	Bachelor’s degree
	     

	|_|
	[bookmark: Check5]|_|
	Associate’s or vocational/ technical school degree
	[bookmark: Text58]     

	|_|
	[bookmark: Check4]|_|
	Vocational or technical training
	[bookmark: Text57]     

	|_|
	[bookmark: Check3]|_|
	High school diploma or GED
	

	Other professional licensures, certifications, or designations required:      

	If experience can be substituted for the education above, please describe.         







	Work Experience

	Indicate the minimum level of work-related experience required to effectively perform the job’s responsibilities. This is not necessarily the same as the incumbent’s experience. Select only one.

	[bookmark: Check9][bookmark: Check43][bookmark: Check11][bookmark: Check12]|_| Less than 12 months      |_| 1 – 3 years       |_| 3 – 5 years       |_| 5 – 8 years       |_| More than 8 years



	
Required Knowledge, Skills, and Abilities: 

	Describe the type and level of knowledge, skills, and abilities required to perform the essential functions of this job.

	[bookmark: Text64]Expert knowledge of psychometric analysis including IRT (Rasch/1PL model), reliability, and classical analysis. Expert level knowledge of examiniation development and validation. Ability to communicate technical information to diverse audiences.  



	Physical/Environmental Demands

	Indicate the typical physical and/or environmental demands required to effectively handle the job responsibilities and their frequency. Select only one.

	|_|	Office environment/no specific or unusual physical or environmental demands 

	|_|	Specific physical requirements or environmental exposures. If checked, complete the Additional Work Environment Questions in the Addendum



	Work Hours and Travel

	Select all that apply.

	|_| Work hours and location may be flexible under some circumstances
	[bookmark: Text52]     

	|_| Full-time
	|_| Part time (specify number of hours per week)       

	|_| Evening, holiday, or weekend work required

	|_| Occasional, please describe
	[bookmark: Text49]Weekend meetings with volunteers and stakeholders. 

	|_| Regular, please describe
	[bookmark: Text50]     

	|_| Periods of high volume/work load, please describe
	Preparing for key meetings or in an emergency (such as a significant exam security issue).

	[bookmark: Check42]|_| Occasional travel required. Please describe distance, frequency, trip duration, etc. Conferences and organizational meetings. 

	|_| Extensive travel required. Please describe distance, frequency, trip duration, etc.      


This general outline illustrates the type of work that characterizes the job. It is not an all-encompassing statement of the specific duties, responsibilities, and qualifications.
APPROVAL SIGNATURES (Typed name is acceptable for electronic submission)
	     
	     
	     

	Supervisor Name
	Supervisor Signature
	Date

	[bookmark: Text73]     
	     
	[bookmark: Text80]     

	Appropriate Leadership Team Member Name
	Appropriate Leadership Team Member Signature
	Date
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