Test Coordinator Job Description

· Determine what tests will be needed, write descriptions of tests, test writing guidelines, editing process, deadline for tests

· Write letters to test writers, include all of the above

· Recruit writers for approximately 40 tests.


individual, topic, ciphering, bowl, other tests as determined by hosts

· Recruit editors

· Send writers letters with descriptions of tests and test writing guidelines and confirmation letter

· Receive tests 1 year prior to convention

· Design a cover for the tests

· Print tickets for tests.  Make the same number as the guesstimating for the number of tests mentioned below. Print the correct number after registration is complete.

· Collate test tickets for schools after registration is complete.

· Arrange for printing of tests which may mean printing them yourself. Some tests can be printed during the year before the convention by guesstimating the number needed from the previous convention. Finish printing tests after registration is complete (approximately 2 months before the convention).

This job itself is worthy of a supplement. Printing ciphering and bowl

questions is equal to printing all the topic tests. 

· Put all tests and solutions on CD for distribution to hosts. (This also takes time to PDF everything. Some tests and solutions are in WORD files and don’t take as long to PDF as printed tests and solutions do as they must be scanned.

· Box all tests by rounds. 

· For multiple choice tests: include dispute center folders, envelopes for scans, directions for proctor to read, scans, copies of answer keys to be read once the testing sessions is done.

· For bowl events: determine how to print questions, include a folder for the

announcer with all answers and instructions to read, folders for graders that have all questions, solutions, and answers, recording sheet for scorers.

· For ciphering: determine how to print questions, include a folder for the announcer with all answers and instructions to read, folders for graders that have all questions, solutions, and answers, recording sheet for scorers.

At the convention

· make sure tests are on site

· make sure tests are delivered to the correct room and help monitor passing tests out

· after testing is completed, collect answer scans

· monitor dispute center and once disputes are settled communicate with the scoring room the changes to be made to the key or change the key yourself and tell them to scan

Although this may not seem to be much, there’s a lot that has to be done when dealing with writers and editors that take sooooooo much time. Deadlines that are not met, test writers that don’t write their tests and don’t respond to you at all, finding test writers to write those tests, etc.

