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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

STUDENT DATA & ASSESSMENT SPECIALIST 

 

DEFINITION: 
Under the direction of the Director of Curriculum, Intervention and Assessment, support ongoing and 
annually scheduled local and state assessment activities for Santa Cruz City Schools (SCCS), including 
coordination of testing for CAASPP, SAM (SRI/SMI), Illuminate, Fitness and CELDT; provide data 
analysis and collection for District’s student assessment data reporting needs; provide data and system 
support to site leadership team; manage login information for internal data systems; assist site based 
leads and staff in use of various software and assessment systems.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Coordinate state and local assessment programs; support all aspects of state online test such as 
CAASPP, CELDT, PFT; manage local online assessments such as Illuminate, SAM, NWEA; 
manage and operate student achievement data systems, such as TOMS, ORS, Digital Library; 
coordinate educational applications, such as Typing Agent, iReady Math, Clever; make 
necessary updates to Assessment and Technology website.  

 Translate, configure systems for disaggregation of test results and data; audit data for accuracy 
and completeness; develop and update a variety of reports, records and databases on student 
achievement program monitoring and preliminary and final test scores; prepare a variety of 
reports in the evaluation of programs, determine fulfilment of qualifications and to identify tools for 
equal access to assessments. 

 Manage passwords for test operations management systems and online assessment tools; 
monitor records, reports and data files for accuracy and completion; ensure accessibility and 
security of assigned databases. 

 Establish and maintain calendars for District Assessments and Annual Tasks. 
 Provide assistance to school and external agency assessment projects for the purposes of 

program monitoring and effectiveness; customize reports for requesting sites; respond to school 
requests for program and data requirements. 

 Communicate routinely with test vendors and external organizations; work with technical support 
services for clarification on State and Federal laws governing public education; coordinate 
helpdesk support to troubleshoot technical issue and for assistance with complex data reporting.  

 Provide ongoing training and support to Certificated and Classified staff for data access; assist 
with generation and access to reports from online assessment and achievement management 
systems.  

 Attend conferences and workshops; participate in administrative and school site meetings as 
required.   

 Operate a variety of office equipment including a computer and assigned software.  
 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  Associate’s degree in a related field and two years of experience 
with data entry and analysis and advanced-level skills in technology.  

 
Knowledge of:  

 Student information system, spreadsheet and data processing systems. 
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 Operation of a computer and other office equipment. 
 Interpersonal skills including tact, patience and courtesy. 
 Oral and written communication skills. 
 Correct English usage, punctuation, spelling and grammar. 
 Statistical record-keeping and report-writing techniques. 

 
Ability to: 

 Manage the accuracy of the database to compile statistical reports. 
 Maintain confidentiality of student information. 
 Establish and maintain cooperative and effective working relationships with others. 
 Prepare comprehensive statistical reports. 
 Type or input data at an acceptable rate of speed. 
 Operate a computer and assigned software and other office equipment. 
 Prioritize and schedule work. 
 Meet schedules and time lines. 
 Verify accuracy of data input and output. 

 

WORKING CONDITIONS: 

Work Environment:  
 Indoor/Office environment. 

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Hearing and speaking to exchange information. 
 Seeing to read a variety of materials. 
 Dexterity of hands and fingers to operate a computer keyboard. 
 Sitting or standing for extended period of time.  
 Reaching overhead and above shoulders.  
 Repetitive hand and body motions.  

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 

Approved by Governing Board: 

Salary Range:  

Revised:  


