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EXAMPLE JOB DESCRIPTION
Assessment Analyst
Assessment Measurement, Analysis, Reporting, and Decision Support
REFERENCE RESOURCE - NOT A JOB POSTING. This example does not represent an open position with the School Data Leadership Association.
Position Information
	Department / Division
	Insert district-specific department or division

	Classification
	Insert district-determined classification

	Employment Status
	Full-time; insert district-determined exempt or nonexempt status

	Work Year
	Insert annual workdays or work-calendar information

	Salary Range
	Insert salary schedule and range

	Bargaining Unit
	Insert bargaining-unit or unrepresented-management designation

	Primary Location
	Insert district-specific primary location

	Position Number
	Insert district position or classification number


Position Description
Under the direction of the appropriate district administrator, the Assessment Analyst performs technical and applied analysis of state, interim, benchmark, diagnostic, classroom, and other district-authorized assessment data.
The analyst develops documented datasets, measures, queries, visualizations, reports, and briefs that help schools and departments understand student learning evidence. The position validates populations and results, applies appropriate statistical methods, protects confidential information, and explains uncertainty and limitations.
The role partners with assessment, curriculum and instruction, research, accountability, multilingual learner, special education, student information, data warehouse, and technology personnel. It is distinguished from assessment-program coordination by its primary emphasis on measurement, analytical production, interpretation, and decision support.
Reports To
Insert your school district’s specific reporting relationship here.
Required Education and Credentials
Required
Bachelor’s degree from an accredited college or university in education, educational measurement, statistics, research, data science, information systems, public administration, or a closely related field. Additional qualifying experience may be substituted where permitted by district policy.
Successful completion of all district-required employment clearances.
Completion of district-required student-privacy, assessment-security, accessibility, and information-security training within established timelines.
Preferred
Graduate degree or advanced coursework in educational measurement, statistics, psychometrics, research methods, data science, program evaluation, or a related field.
Professional learning in assessment literacy, statistical programming, data visualization, reproducible research, accessibility, or data governance.
Training in SQL and one or more analytical tools such as R, Python, SAS, SPSS, or an equivalent environment.
Required / Desired Experience
Required Experience
Three or more years of progressively responsible experience analyzing educational, assessment, research, program, or comparable administrative data.
Experience preparing, cleaning, matching, validating, and analyzing record-level data from multiple sources.
Experience applying descriptive statistics and producing reports or visualizations for technical and nontechnical audiences.
Experience documenting definitions, analytical logic, quality checks, limitations, revisions, and source lineage.
Experience handling confidential data and balancing concurrent requests and deadlines.
Desired Experience
Experience analyzing CAASPP, ELPAC, interim assessment, local benchmark, universal screening, or progress-monitoring data.
Experience with SQL, R, Python, statistical software, business-intelligence tools, data warehouses, or reproducible reporting systems.
Experience with scale scores, achievement levels, claims or domains, growth measures, standard error, reliability, validity, and subgroup analysis.
Experience supporting program evaluation, school improvement, instructional planning, or research-practice partnerships.
Experience developing accessible dashboards, automated validation routines, data dictionaries, and technical documentation.
Essential Duties and Responsibilities
Data Preparation and Quality Assurance
Acquire assessment and related student data through approved secure processes and verify source, version, schema, completeness, and authorized use.
Develop analysis-ready files by applying documented inclusion rules, identity matching, code mappings, effective dates, and exception handling.
Reconcile student counts, testing populations, demographic and program attributes, score fields, and aggregate totals with authoritative sources.
Profile missingness, duplicates, outliers, invalid values, unexpected shifts, and cross-system discrepancies and coordinate root-cause correction.
Maintain quality-control logs, peer-review evidence, issue histories, and traceability from source data to final products.
Assessment Measurement and Analysis
Calculate and interpret participation, completion, achievement, scale-score, distance, growth, claim or domain, and other approved measures.
Apply technically appropriate methods for longitudinal, cohort, matched-student, grade, course, school, program, and student-group analyses.
Evaluate comparability, missing data, sample size, suppression, measurement error, changes in administration, and other limits affecting conclusions.
Support evaluation of instructional programs, interventions, curriculum implementation, opportunity gaps, and improvement initiatives.
Consult with requestors to convert broad questions into clear populations, measures, comparison strategies, deliverables, and decision uses.
Reporting, Visualization, and Communication
Produce accurate dashboards, briefs, presentations, data files, school profiles, and recurring reports for authorized audiences.
State definitions, denominators, sources, dates, refresh status, business rules, suppression, and limitations with each analytical product.
Create accessible visualizations and plain-language explanations that preserve context and avoid misleading scales, rankings, or comparisons.
Present findings to educators and leaders, respond to questions, and distinguish evidence from interpretation, hypothesis, and recommendation.
Support assessment-literacy learning and responsible use of multiple measures for instruction, planning, and continuous improvement.
Reproducible Analytics, Governance, and Privacy
Develop reusable queries, scripts, parameterized reports, test cases, and controlled automation with logging and human review.
Use version control or comparable change-management practices for code, specifications, data definitions, and published outputs.
Maintain measure dictionaries, analytical specifications, lineage diagrams, runbooks, release notes, and continuity documentation.
Apply least-privilege access, minimum-necessary disclosure, secure storage and transfer, appropriate retention, and incident escalation.
Coordinate peer review and approval for consequential analyses and perform other related duties consistent with the position’s purpose and classification.
Required Skills and Abilities
Knowledge of
Educational measurement, assessment purposes, scale scores, performance levels, standard error, reliability, validity, growth, comparability, and appropriate-use limitations.
Descriptive and inferential statistics, data preparation, longitudinal and subgroup analysis, suppression, missing data, and data visualization.
Student information, assessment, data warehouse, relational database, reporting, and business-intelligence systems.
SQL and analytical or statistical tools such as R, Python, SAS, SPSS, Power BI, Tableau, or comparable technologies.
Student privacy, data governance, role-based access, secure data exchange, documentation, peer review, and reproducible analytical practice.
Ability to
Translate decision questions into defensible analytical designs, measures, populations, and products.
Trace discrepancies through source records, transformations, business rules, calculations, and reports.
Write and test accurate queries or analytical code and critically review output for plausibility and bias.
Explain complex methods and findings clearly while stating uncertainty, limitations, and appropriate next steps.
Manage concurrent production cycles with careful versioning, documentation, confidentiality, and quality control.
Collaborate with educators, analysts, program owners, technical staff, vendors, and leadership.
Work Environment
Work is performed primarily in district offices, schools, meetings, training environments, and other computer-based professional settings.
The position requires sustained computer use and precise review of record-level data, analytical code, spreadsheets, reports, and technical documentation.
Work involves frequent collaboration with educators, administrators, assessment personnel, program staff, researchers, analysts, and technology teams.
Workload may increase before score releases, reporting deadlines, board or leadership presentations, evaluation milestones, and major data refreshes.
The employee may encounter ambiguous questions, confidential findings, competing priorities, urgent corrections, and requests requiring careful limitation.
The position requires secure handling of personally identifiable student information.
Other Requirements
Successfully complete required criminal-record, fingerprint, and employment clearances.
Complete a tuberculosis risk assessment and any examination required by applicable law or district policy.
Complete annual mandated-reporter training and fulfill all legally applicable reporting responsibilities.
Complete required assessment-security agreements, administration training, and scoring or calibration activities applicable to assigned duties.
Complete district-required cybersecurity, student-privacy, safety, nondiscrimination, and workplace training.
Maintain professional confidentiality and comply with district policies governing student records, information security, acceptable technology use, and assessment security.
Travel between district offices, schools, testing locations, meetings, and professional-development activities as assigned.
Possess a valid California driver’s license and maintain insurability when driving is an essential function of the position.
Occasionally work early-morning, evening, weekend, or extended hours during critical assessment, reporting, or public-release periods.
Regularly sit, stand, walk, speak, hear, read, and operate computers and standard office equipment.
Use hands and fingers for keyboarding and handling documents; maintain visual attention while reviewing detailed records and computer displays.
Occasionally lift, carry, or move records, devices, equipment, or supplies weighing up to 25 pounds.
Perform the essential functions of the position with or without reasonable accommodation.
Document Control and Local Adoption
	Governing Board Approval Date
	Insert date

	Effective Date
	Insert date

	Last Revision Date
	Insert date

	Human Resources Review Date
	Insert date

	Job Description Number
	Insert number

	Salary Schedule Reference
	Insert schedule

	Governing Policy Reference
	Insert applicable policy

	Collective Bargaining Reference
	Insert if applicable


LOCAL ADAPTATION REQUIRED. This description identifies the general nature and principal responsibilities of the position. The employing district should identify the position's actual essential functions and revise all requirements to reflect its operations, board policies, collective bargaining agreements, and applicable laws. Local human-resources and legal review is recommended before formal adoption.
SDLA EXEMPLAR AND USE NOTICE. This exemplar Assessment Analyst job description is provided as a free resource for school districts by the School Data Leadership Association. It is an educational reference template, not an employment announcement or recruitment by SDLA. It is intended as a customizable starting point and does not constitute legal, human-resources, employment, or regulatory advice. SDLA makes no representations regarding its accuracy, completeness, currency, or suitability for a particular organization, position, or jurisdiction. School districts are welcome to use and adapt it.
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