
 

 

Phoenix Union High School District No. 210 
4502 North Central Avenue 

Phoenix, Arizona 85012 
 

Equal Opportunity Employer 

 

 

POSITION TITLE:  District Testing Liaison    DIVISION:   Instruction 

 

WORK YEAR:  12 Months    DEPARTMENT:  Curriculum 

 

LOCATION:   CES     SALARY SCHEDULE: Support Services 

 
 

 
 
DEFINITION: 

The District Testing Liaison is responsible for managing all aspects of District-Level testing programs (e.g., 

norm-referenced testing, AIMS, criterion-referenced testing and eight grade testing).  This includes: 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 and others. 

Performs other job-related duties as assigned. 
 
 
ESSENTIAL FUNCTIONS: 
 

1. Manages the District’s test storage facilities using standard inventory control procedures, including those 

related to storing, shipping and destroying secure and non-secure testing materials. 

2. Orders testing materials through the District’s procurement procedures. 

3. Acquires, maintains and uses knowledge base related to District-level testing programs, including information 

generated within the District, by the testing company and by state agencies. 

4. Acquires and maintains high levels of proficiency on all software used in the management of the District 

testing programs; this includes but is not limited to the following types of programs: word processing, 

spreadsheet, database management, electronic mail and student information management system. 

5. Participates in training of school and District staff in all matters relating to District-level testing. 

6. Serves as a resource to school and District staff in all matters relating to District-level testing. 

7. Plans and coordinates District-level testing programs with school and District staff. 

8. Trains, oversees and supervises temporary personnel hired to work at the District level in testing programs. 

9. Supervises the processing and dissemination of materials (e.g., answer documents, section lists, reports) 

related to District-level testing programs. 

10. Verifies counts and inventories produced by schools and works with school staff to reconcile differences.  

Participates in the investigation of missing secure testing materials and production of related reports. 

11. Organizes and schedules testing with PUHSD and partner district personnel.  Supervises and presents 

information to large group of students to ensure an optimal testing environment. 

12. Creates, compiles, and analyzes information; provides reports to State offices, PUHSD and campus 

administration, partner schools, and teachers. 
 
 
 



 

 

POSITION TITLE: District Testing Liaison 

 

QUALIFICATIONS: 

1. High school diploma, post-secondary education preferred. 

2. Ability to manage information electronically with minimum supervision using whatever software 

(including but not limited to word processing, database managers, spreadsheets, student information 

management system and electronic mail) and hardware currently being used in testing. 

3. Ability to train and supervise a wide variety of employees so that they can perform complicated tasks 

successfully. 

4. Ability to establish and maintain effective working relationships with people at various levels and from 

various organizations. 

5. Effective skills in verbal and written communication. 

6. Effective knowledge of District and State testing programs and procedures. 

7. Ability to maintain confidentiality. 

8. Ability to plan for, prioritize and complete successfully a variety of complicated and difficult tasks 

simultaneously. 

9. Ability to respond quickly to changing priorities. 

10. Knowledge of and ability to implement inventory control procedures, including those related to ordering, 

maintaining, shipping, and destroying secure materials. 

11. Possess and maintain a valid Arizona driver’s license. 

12. Ability to lift and move 50 pounds repeatedly for long periods of time. 

 

SUPERVISION RECEIVED:  

Assistant Superintendent for Curriculum and Instruction or designee 

 

SUPERVISION GIVEN:  

Temporary employees hired to complete related tasks. 
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