
Scioto County Career Technical Center 

POSITION VACANCY 

 
POSITION:  Post-Secondary Assessment Coordinator 

 

DISTRICT:  Scioto County CTC 

 

REPORTS TO:  Director of Post-secondary and Continuing Education  

 

STARTING DATE: April 2023 

 

WORK YEAR:  Part-time, maximum 28 hours per week 

 

SALARY RANGE: Placement on Post-Secondary Part-time Salary Schedule  

 

POSITION SUMMARY:   
Select, requisition and maintain inventory of test instruments for use with adult populations in postsecondary training, business, 

industry and agency venues. Develop and maintain programs that meet the needs of the community; e.g., pre-employment training 

and assessment needs, Develop and maintain a method to keep accurate program records including weekly contacts, testing 

results and testing schedule. Provide testing for WorkKeys, ASE, Pearson Vue, NCCT, NHA, and other testing as directed. Team 

with other adult education consultative programs to offer integrated service packages of assessment and training opportunities to 

area businesses, industries and agencies. Performs other duties as assigned. 

QUALIFICATIONS:  

 High school diploma or GED 

 Associate or Bachelor degree preferred 

 Adult education experience preferred 

 Skills and ability to use current technology 

 Ability to effective plan work activities, schedules, and utilization of resources 

 Ability to deal effectively and fairly with a variety of individuals in a courteous manner 

 BCI/FBI background check and TB clearance 

 Ability to obtain Ohio Adult Education Permit 

 

OTHER SKILLS AND ABILITIES: 

 Ability to demonstrate strong leadership skills 

 Ability to demonstrate strong budgeting skills 

 Ability to speak effectively to students, visitors, staff and members of the public 

 Ability to work as a member of a team and be able to handle multiple tasks simultaneously 

 Ability to demonstrate a high level of interpersonal skills to handle sensitive and confidential situations 

 Ability to meet deadlines 

 Ability to write routine documents and correspondence 

 

APPLICATION 

 DEADLINE:  April 1, 2023  

 

APPLY TO:  Application may be made by forwarding a letter of interest, resume, transcripts, and three references to: 

 

Scioto County CTC 

C/O Kyle Copley  

   951 Vern Riffe Drive 

   Lucasville, OH  45648 

   Or email: 

   Kyle.copley@sciototech.org 

 

    
The Scioto County CTC Board of Education and its staff are dedicated to providing equal education opportunities and equal employment opportunities without regard 

to gender, race, color, creed, national origin, religion, age, or handicap. The regulations of Title VI, VII (Civil Rights Act of 1964), Equal Pay Act of 1963, Title IX and 

Section 504 are followed. 


