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DISTRICT TESTING LIAISON 
DEPARTMENT: Teaching & Learning SALARY SCHEDULE:  Education Support Professional 

LOCATION: CEE WORK YEAR:  12 Months 

 
The Phoenix Union High School District is proud to serve a diverse population of 28,000 students and 4,000 
empl  With a portfolio of comprehensive schools, small specialty schools, support 
schools, micro schools, magnet programs, and extensive Career & Technical Education (CTE) offerings
schools of opportunity welcome, love, and inspire all students to go places and do things that matter. 
 

SUMMARY: 
The District Testing Liaison manages all aspects of District-level testing programs, to include inventory control, 
creating, maintaining, and reporting from electronic and physical records, coordinating testing activities among 
all internal and external entities, and providing training and supervision to campus testing staff. 
 

ESSENTIAL FUNCTIONS 
1. Manages the District's test storage, inventory control, and ordering of testing materials, including those 

related to storing, shipping and destroying secure and non-secure testing materials. Contacts Arizona 
Department of Education regarding issues, questions, and comments as needed. 

2. Supervises the processing and distribution of test materials to include answer documents, section lists, 
and testing related reports. 

3. Works with all software used in the management of the District testing programs, including spreadsheet, 
database management, electronic mail, and student information management system. 

4. Plans and coordinates the District-level in-services for schools and District staff throughout the year for 
both computer-based and paper-based testing. 

5. Supervises processing and verifies state testing counts and inventories produced by schools and Campus 
Testing Coordinators at the school campus. Monitors and works with school staff to reconcile differences. 
Participates in the investigation of missing secure testing materials and produces related reports. 

6. Serves as a resource to school and District staff in all matters relating to District-level testing.   
7. Works closely with the District 

warehouse to ensure arrangements are made to deliver and pick up and all testing materials for 
campuses. 

8. Coordinates and assists in compiling test result communication for all campuses at the District office to 
include letters to parents, results, guides, and scores. Coordinates the delivery of student copies of results 
to be filed. 

9. Plans and coordinates various District-level testing programs with school and District staff regarding 
logistics and materials management for the campuses.   

10. Creates, manages, and maintains the testing calendar for all major testing done throughout the school 
year. 

11. Trains and supervises temporary personnel hired to work at the District-level in testing programs.  
12. Creates, compiles and analyzes information, provides reports to State offices, District and campus 

administration, partner schools and teachers. 
13. Supports the relationship between the Phoenix Union High School District and the public by 

demonstrating courteous and professional behavior when interacting with students, parents, visitors, and 
school staff; maintains absolute confidentiality of work-related issues, client records, and school 
information; follows Governing Board Policies; performs all other related duties as required or assigned.  

 
The above essential functions are intended to represent only the key areas of responsibilities and not a comprehensive listing of all functions and 

duties performed by incumbents of this class. 
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REQUIRED QUALIFICATIONS 
 

Education, Training, and Experience Guidelines: 
High School diploma or GED equivalent; AND three years of administrative support and computer experience, 
preferably with PXU or another educational environment; OR an equivalent combination of education, training, and 
experience. 
 

License and Certification Requirements: 
is required.   

 

IDEAL CANDIDATES WILL HAVE THE FOLLOWING SKILLS AND ABILITIES  

 Ability to manage information electronically using software including but not limited to word processing, 
database management, spreadsheets, student information systems and email. 

 Skill in providing training for and supervising a diverse group of employees. 

 Knowledge of District and State testing programs and procedures. 

 Knowledge of and ability to implement inventory control procedures, including those related to ordering, 
maintaining, shipping and destroying secure materials. 

 Skill in planning, prioritizing, and completing complex assignments with minimum supervision. 

 Ability to maintain confidentiality. 

 Skill in researching and compiling data for reports, presentations, and technical documents. 

 Skill in writing professional reports and correspondence from brief instructions. 

 Skill in understanding, explaining, and applying relevant rules, regulations, policies, and procedures. 

 Ability to follow verbal and written instructions and procedures. 

 Ability to type and enter data with speed and accuracy.  

 Ability to communicate effectively both verbally and in writing. 

 Ability to provide excellent customer experiences, including but not limited to interacting tactfully and 
courteously with the public. 

 Commitment to create and sustain a thriving learning and working environment for students and staff.  

 Ability to establish and maintain effective working relationships. 

 Ability to use initiative within organizational policies, procedures and guidelines.  
 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
Work is performed in a standard office environment.  Ability to lift and move 50 pounds repeatedly for long 
periods of time. 
 

WHY WORK AT PXU 
The Phoenix Union High School District is one of the s  4,000 education 
professionals are committed to providing an excellent learning environment for our students while enjoying an 
inspiring work environment. 
 

 Highly Competitive Pay  Comprehensive Employee Benefits 

 Participation in Arizona State Retirement System  Education Loan Forgiveness (If eligible) 

 Vacation and Personal Leave Plans (for eligible positions)  Paid Winter and Spring Breaks 

 
The Board is committed to a policy of nondiscrimination in relation to race, color, religion, sex, age, national origin, disability or sexual orientation, 
as well as gender identity, gender expression and immigration status.  This policy will prevail in all matters concerning staff members, students, 
the public, educational programs and services, and individuals with whom the Board does business. 

 


