
Announcement of Employment Opportunity

Position Title: Assessment Coordinator
Department: Assessment & Accountability
Reports To: Administrator of Assessment & Accountability
FLSA Status: Exempt
Position Classification: Certificated - Administrative Professional-1
Annual Work Days: 210 days
Travel required: Occasional, overnight
Position Location: Remote Office

Innovative Education Management (IEM) is recruiting an Assessment & Accountability Coordinator.  Since 1993,
IEM has been a successful leader developing and operating individualized learning independent study California
public charter schools. We believe in honoring individual education choices; we believe that parents should have a
choice in when, how, and where their children are educated.

As a founding charter management organization, it is IEM’s goal to change the public education system. We are
committed to empowering students, parents, and teachers by allowing them the freedom to make responsible and
effective decisions and to create learning opportunities to enrich the lives of students by helping them become
productive members of society and lifelong learners. Since its inception, IEM has served over 95,000 students
across eight charter schools with expertise and passion in the areas of curriculum, educational resources, teacher
training, technical support, and special services. Our three schools, each WASC accredited, currently serve over
6,500 TK-12 students throughout California.
Please visit us online at www.ieminc.org for more information.

POSITION SUMMARY: The Assessment Coordinator performs a wide variety of assessment operations to ensure
compliance with school standards and government regulatory requirements as it relates to pupil testing and student
achievement. The Assessment Coordinator is detail oriented and highly organized, proficient in the use of modern
technology, promotes school policies and the ‘individualized’ learning procedures. Data trend analysis is required to
promote student achievement. The incumbent is expected to remain calm under pressure, work cooperatively with
team members and others to provide the highest level of service possible and work in accordance with the Guiding
Principles of the organization.

ESSENTIAL DUTIES and RESPONSIBILITIES:
Professional Support (70%)

1. Assigns and trains staffing for test sites, including site coordinators, ensuring programs comply with local,
state and Federal regulations;

2. Provides test site coordinators with all necessary support and supplies to successfully run test sites;
3. Coordinates and maintains assignments for Education Specialists and students with special needs;
4. Communicates clearly and works collaboratively with other departments regarding student assessments and

performance;
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5. Researches and interprets information to ensure programs comply with local, State and Federal policy and
Publisher procedures;

6. Reviews and recommends assessment information to stakeholders through mailings, list-serves, trainings,
staff meetings and school website;

7. Attends state and publisher assessment meetings, collects and analyzes information for reports;
8. Attends professional self-development seminars/conferences and participate in training meetings;
9. Assists with the identification of needs and trends from data, makes recommendations for student

improvement based on provided data analysis;
10. Manages deadlines and calendared departmental obligations;

Paperwork, Documentation and Technology (30%)
1. Oversees and manages confidential information and files;
2. Supports test sites in the administration of state and local assessments as needed;
3. Prepares rental agreements and insurance certificates for test sites;
4. Identifies and orders applicable testing materials for testing sites;
5. Creates purchase orders for rental invoices and testing materials;
6. May perform other duties commensurate with the functions and level of the position.

SUPERVISORIAL RESPONSIBILITIES: None

MINIMUM QUALIFICATIONS:

● Education: Bachelor’s degree.

● Credentials/Certifications: Current California teaching credential.

● Experience: Two (2) years of teaching experience, with knowledge of Assessment requirements.

Additional Knowledge, Skills and Abilities:

● Proven record of integrity, collegiality and collaboration in working with colleagues at all levels.

● Must be self-directed and have the ability to effectively manage multiple priorities and complete
assignments within established time frames.

● Communication skills (written and oral) to clearly, effectively and respectfully interact with diverse
individuals; secure and/or provide information to clarify situations and resolve problems.

● Analytical/ problem solving skills to break down complex problems into component parts, make logical
conclusions, and take appropriate actions. Recognize trends, key actions and underlying issues.

● Proven ability to assess issues and situations beyond 'face value' and the ability to probe beyond routine
questions, identify, and resolve discrepancies in information.
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● Proficient with email software, web applications, enterprise software, spreadsheet software, and word
processing software.

● Physical Demands: Requires frequent sitting, standing, walking, talking and hearing in a standard office
setting. Specific vision abilities required by this job include close vision to read printed materials and a
computer screen with ability to adjust focus. May occasionally lift and/or move up to 25-50 pounds. The
noise level in the work environment is usually moderate.

POSITION TYPE: 75%
COMPENSATION:  Competitive Salary
APPLICATION DEADLINE: Until Filled

BENEFITS: Along with competitive pay, IEM provides a generous benefits package that includes premium
medical coverage, dental, vision and 401(k), FSA, over 20 holidays, and Paid Time Off (PTO) for those who
qualify.

APPLICATION INFORMATION: The application materials should consist of:
● Application via EdJoin
● Letter of interest (include your assessment experience)
● Current resume

Applications not accompanied with the above required materials will not be considered.  

To be considered for hire, candidates must meet the minimum requirements including a successful interview and
successful reference checks. Employment is contingent upon successful completion of Tuberculosis (TB) tests
every four years; and passing the relevant Department of Justice (DOJ) background review.

Copies of transcripts should reflect completed course work and conferred degrees. All academic coursework and
degrees must be from a regionally accredited college or university or be certified by an acceptable agency that the
institution is recognized by the appropriate governmental agency in its home country (this is generally stated in the
degree evaluation).

How to Apply:
Please apply at EdJoin by the deadline stated above. For additional information, please contact Human Resources at
HR@ieminc.org.

Innovative Education Management prohibits discrimination in employment and educational programs based on
race, color, religion, sex, age, disability, national origin, military status, genetic test information, sexual
orientation, or gender identity
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