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Testing Center Supervisor

Updated:  7/27/2011	
			FLSA:  Exempt
			Dept or Office: Office of Student Disability Services 

Summary Description
The Testing Center Supervisor will be responsible for the confidentiality of all exams given in the SDS office.

Responsibilities & Duties
· Daily contact with MSU faculty via email or phone calls to ensure that appropriate testing accommodations are followed. 
· Accurate records to be maintained daily to keep track of all exams as they are picked up, administered and delivered.
· Confidential files of all students using testing accommodations must be recorded in a database.
· Meet with all SDS students requesting testing accommodations every semester to complete the necessary testing accommodation forms for faculty.
· Assist in the maintenance of all computers and other assistive technology needed for students with disabilities. 
· Assist in representing the SDS office at university functions such as RACER days and Summer Orientations. 
· Work closely with all SDS staff to ensure that all SDS students are receiving the appropriate assistance they require from the university.

Requirements – Education and experience
· Bachelor’s degree in Special Education, Education, Psychology, Human Services or related field. 
· Experience in educational assessments and evaluation procedures. 
· Proven oral and written communication skills.
· Six months experience working with students with disabilities.
· Knowledge of federal laws that apply to people with disabilities.
· Familiarity with assistive technology for students with disabilities.
· Experience in word processing and database management.
· Six months experience in personnel supervision.
· Experience dealing with confidential information.
· Strong decision making/problem solving skills.
Preferred education and/or experience 
· Master’s degree.
· Experience in an educational setting.


Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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