West Virginia General Educational Development (GED) Examiner Job Description

Job Title:
GED Examiner

Salary Plan:
Stipulated by individual county boards of education

Job Description, Responsibilities, Standards, and Qualifications

Job Description:

GED Examiners are responsible for following the guidelines in the American Council on Education, GED Testing Service (GEDTS) Examiner’s Manual and the West Virginia GED Manual.  The Examiner will assist the Chief Examiner with maintaining inventory of materials and equipment, marketing the GED program, and publicizing testing sessions and development and updating of GED testing records.

Minimum Qualifications:

GED Examiner must have a bachelors’ degree from an accredited college or university and experience in teaching, training, counseling, or testing.  The Examiner must not be involved in instruction in Adult Basic Education (ABE), GED or other adult secondary education programs.  Computer skills are also required.

Job Responsibilities

1.
Responsible for the GED testing program at county testing site.


· Signs and initials the annual Test Security Memo for the GED Testing Center from GEDTS prior to the end of the current contracts.

· May schedule and advertise test dates within specified timeframes.

· Verifies the identity and eligibility of testing candidates and conducts testing according to General Educational Development Testing Service (GEDTS) policies.

· Maintains and reviews all test logs, seating charts, testing session reports, testing irregularity reports, and other documentation.

· Provides testing for GED candidates with disabilities and maintains an Accommodations Tally Sheet.

· Cooperates with ABE instructors with GED Orientation Testing Seminars.

· Is on call for testing sessions of 15 or less examinees and is within fifteen (15) minutes of the testing site or is present during testing.

· Is present for testing sessions of 16-20 examinees.

· Informs the Chief GED Examiner and/or State GED Administrator of any unusual events during testing.

· Informs the Chief GED Examiner and/or State GED Administrator and GEDTS of any testing irregularities.

· Mails essays and GED exams in a secure manner to Oklahoma Scoring within forty-eight business hours of testing.

· Maintains the security of testing and essay materials.  A compromise may result in the closing of all testing sites within a one hundred mile (100) radius, and the local board may have to absorb testing fees for the testing sites affected.

2.
Maintains inventory of materials and equipment.

· When testing, inventories and checks the condition of all restricted testing materials at the beginning and end of each testing session and at least monthly, when requested by the Chief GED Examiner, even when the tests are not in use.

· May assist the Chief Examiner when returning all inventoried materials to GEDTS at the end of each year.
3.
Markets the GED program and publicize testing sessions with the Chief GED Examiner.

· May assist Chief GED Examiner with marketing the GED.

· Helps to retain clippings of press coverage of the GED program or copies of faxes to make available for State GED Administrator during Technical Assistance Visits.

4.
Responsible for the development and updating of GED testing records.

· Maintains confidential information according to established guidelines.

· Provides unofficial copies of transcript for ABE teachers when the examinee provides a 
signed release form.

· Researches all GED candidates on secure website for Oklahoma Scoring.

5. Responsible for GED Orientation Session prior to testing, collection of GED Test fees, and conducting GED Testing Session.

· Conducts GED Orientation Session with ABE Instructor or alone.

· Verifies the identity of and admits all examinees to orientation and testing by photo 
identification.

· Collects GED testing fees if required by county board or refers examinees to the 
appropriate personnel.

· Conducts testing sessions in accordance with GEDTS policies and procedures.

6. Maintains knowledge of current trends and developments in the field by attending professional developments in the field by attending professional development training, workshops, seminars, and conferences and by reading memorandums provided by the State GED Administrators.

· If funding is available, attends the annual West Virginia GED Examiners’ Conference with

the Chief Examiner or when the Chief is unable to attend; failure to do so may result in

closing of local testing center until such training is obtained.

· Attends GED meetings as requested.

· Follows all additional guidelines and expectations developed by GEDTS and the West 
Virginia Department of Education.

7. Other duties as assigned by the County Director
