
PLEASANTS COUNTY SCHOOLS 
 

 
 

JOB DESCRIPTION – HIGH SCHOOL SUMMATIVE ASSESSMENT COORDINATOR 
 
The high school summative assessment coordinator shall work with the County Test Coordinator (CTC,) 
Principal, Assistant Principal and other stakeholders to plan and execute the summative assessment at 
St. Marys High School.  
  
Essential Duties/Responsibilities: 

• Attend required and recommended trainings (county and state) on the summative assessment. 
• Be knowledgeable about WV Policy 2340 and the policies that govern the state selected 

summative high school assessment (such as the policies instituted by College Board/ SAT or the 
assessment chosen by the state.) 

o The coordinator must be trained annually by the principal or CTC on Policy 2340. 
o The high school summative assessment coordinator is not responsible for training staff 

members on Policy 2340 as it is the responsibility of the principal, but he/she may train 
staff members on assessment specific procedures and rules if necessary. 

• Be knowledgeable about and facilitate the requirements and procedures for test day and make-up 
test days. 

o Example tasks- creating rosters, data input, preparation materials, test packets, room 
seating charts, device set-up, testing packets, and other requirements. 

o Work with the principal and/or CTC to plan the testing day schedule. 
• Be familiar with testing platforms (such as College Board’s BlueBook.) 

o Coordinate with the Director of Technology or his/her designee to ensure all devices have 
the correct application (app) or software for the assessment. 

o Schedule a “test” of the application or software one week prior to the assessment. 
• Work with the Services for Students with Disabilities (SSD) Coordinator, 504 Coordinator, and 

IEP Coordinator to ensure all accommodations are correct in the testing platform at minimum, six 
(6) weeks before the assessment (or sooner than six (6) weeks if required by WVDE or any other 
entity.)  

• Oversee, coordinate, and communicate necessary action items to the Summative Assessment 
Team at the school (which may include the SSD, Test Coordinator, Back-up Coordinator, 
Technology Point of Contact.) 

• If necessary, place orders for any paper materials, materials, or booklets in a timely manner.  
• Check the rosters prior to testing to ensure all students are in the testing platform and report any 

errors to the County Test Coordinator and Principal. 
• Attend the regional end-of-year data trainings for the summative assessment (PEAKS or state 

designated data training.) 
• Other duties as assigned. 

Reports to: 

• County Test Coordinator (as designated by the superintendent of schools.) 
• Principal/ Assistant Principals 

 


