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POSITION:  Part-time General Educational Development (GED) Test Administrator
POSITION DESCRIPTION: Under supervision of the Appalachian Campus Chief GED® Test Administrator, administer, supervise, and control GED testing sessions according to established policies and procedures.  

DUTIES:

· Successfully complete new test administrator training and certification and participate in other training sessions as required.  

· Comply with all policies and procedures relating to activities of an official GED testing center.

· Control testing sessions by following all GED Testing Service and Pearson Vue policies and procedures for conducting a testing session under standard conditions or with accommodations for candidates with disabilities.

· Train and supervise test proctors as needed.  

MINIMUM QUALIFICATIONS:

· A bachelor’s degree from a nationally accredited college or university and experience in teaching, training, or counseling in an academic setting.
· Excellent attention to detail, well-organized, with great people skills, particularly under pressure. 
· Must be available to participate in GED testing activities 2-3 Saturdays per month at the Appalachian Campus in Jasper, GA (Saturday schedule is approximately 7:30am to 5:30pm) as well as at the correctional facility in Cherokee County as needed.  The testing schedule is subject to change based on program needs.

PREFERRED QUALIFICATIONS: (In addition to the minimum qualifications)
· Experience in administering standardized tests.
SALARY/BENEFITS:  The salary for this position is $14.00 per hour with no State of Georgia benefits.

APPLICATION PROCEDURE: APPLY ONLINE ONLY @ www.chattahoocheetech.edu and select “Contact Us” then “CTC Jobs.”    For a complete file, fill out an online application, upload cover letter, resume, unofficial transcripts and include three professional references’ contact information on application. Before a candidate is hired, a pre-employment criminal background investigation and employer/professional reference check will be conducted.  Following screening, candidates may be asked to submit further documentation.   Candidates who do not submit a current resume and cover letter will not be considered.   

RESPONSE DEADLINE: Position open until filled.

EMPLOYMENT POLICY: Chattahoochee Technical College is accredited by the Southern Association of Colleges and Schools Commission on Colleges to award associate degrees. Inquiries related to the college’s accreditation by the Commission may be directed to SACSCOC, 1866 Southern Lane, Decatur, Georgia 30033-4097 or telephone 404-679-4500. Questions related to admissions and the policies, programs, and practices of Chattahoochee Technical College should be directed to the College.

As set forth in its student catalog, Chattahoochee Technical College  does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law).  The following person(s) has been designated to handle inquiries regarding the non-discrimination policies: Chattahoochee Technical College Title IX Coordinator, Cheri Mattox-Carroll, 5198 Ross Road, Room 132N, Acworth, GA 30102, (770) 975-4152 or (770) 528-5805, or cheri.mattox-carroll@chattahoocheetech.edu or Chattahoochee Technical College Section 504 Coordinator, Mary Frances Bernard, 980 South Cobb Drive, Building G1106, Marietta, GA 30060, (770) 528-4529 or maryfrances.bernard@chattahoocheetech.edu.
A Unit of the Technical College System of Georgia.


