
Recovery School District Job Description 
 

Job Title: Coordinator of Formative Assessment 
 
Reports to: Executive Director of Professional Development and Curriculum and 

Instruction 
 
Position Summary: 
 
The Coordinator of Formative Assessment for RSDLA will develop mission, vision and 
process for the use of NWEA formative assessments within the RSDLA schools. This 
person will manage processes related to the administration of formative assessments as 
part of ongoing procedures of the RSD and schedule and facilitate ongoing examination of 
formative data to inform and improve practices from classroom to district level. The 
Coordinator of Formative Assessment will access, develop and distribute data to all 
stakeholders in order to ensure that strategic objectives for learning are met or exceeded. 
  
 
Job Responsibilities: 
 

1. Develop strategies, plans and tactics based on collaboration with key staff leading 
to efficient processes, schedules, and protocols for administration of formative 
assessments 

2. Assume direct responsibility for success of comprehensive assessment plans 
which are fully integrated with RSD goals, workflow, and schedules 

3. Lead evaluation of assessment processes for ongoing success  
4. Develop processes to ensure that all stakeholders have access to and 

understanding of key data elements and reports related their role in RSD 
5. Regularly assess and improve upon processes related to effectiveness and 

convenience in accessing and using data by RSD staff and stakeholders, including 
reviewing and revising formats for data access and presentation 

6. Collaborate with RSD staff to integrate formative data into systems for broader 
data analysis 

7. Facilitate successful communication and application of formative assessment data 
across all staff and stakeholders at RSD including students and parents 

8. Establish, implement and monitor use of formative data against related vision, 
goals and objectives as determined by RSD leadership 

9. Lead innovation in advanced strategies for instructional use of formative data in 
collaboration with RSD curriculum leadership 

10. Develop and implement plans to build data capacity with RSD coaching team with 
advice of appropriate RSD leadership 

11. Understand and monitor the learning and growth outcomes for RSD students, staff 
and schools 

12. Develop and implement reporting format and processes to strategically evaluate 
formative data with appropriate RSD leadership teams 

13. Develop and implement processes to strategically evaluate formative data with 
RSD principals 

14. Collaborate with RSD leadership to develop and implement strategies to ensure 
innovative use of formative data with RSD Master Teachers 

15. Complete timely reports and updates to RSD team as assigned 
16. Meet with school data teams to review formative data at strategic intervals 
17. Perform other duties as assigned to ensure the success of RSD use of formative 

assessments 
 

 
Minimum Qualification: 

1. Minimum bachelor’s of science degree in related field (education or assessment) 
2. Minimum of 2 years experience in teaching and learning in K-12 education 



3. Minimum of 2 years of experience in K-12 education with responsibility for 
managing strategic analysis of data for development of educational best practices, 
implementation of a variety of assessments, and complex communication 
processes with a variety of stakeholders 

4. Experience with NWEA assessments systems preferred 
 
Knowledge, Skills and Abilities: 
Knowledge of: 

1. Experience in targeting, developing and successfully implementing assessment 
and education initiatives 

2. Proven track record in working as part of a complex team to meet and exceed 
goals aligned with strategic educational objectives 

3. Skilled in analyzing, translating and communicating complex data within medium 
to large school or education systems 

4. Demonstrated capacity to seek counsel and work effectively cross-functionally in 
complex organizations 

5. Demonstrated success in defining and evaluating processes, deliverables, 
communication, and professional development related to use of data and 
educational best practices 

6. Ability to use constructive planning, communication, and collaboration skills in all 
relationships 

7. Consistently professional, diplomatic, tactful and respectful 
8. Self-motivated to establish rapport with others and build strong relationships 
9. Demonstrates genuine passion for RSDs mission and strategic goals 

 
 
Working Conditions: 
This position works in an office setting, in a climate controlled environment. 
 
Job Requirements: 

1. Travel may be required. 
2. Must be able to operate a variety of equipment such as computer, printer, fax 

machine, copier, calculator, telephone, audio-visual equipment, etc. 
3. Must be able to sit, stand, walk, reach, bend and lift up to 10 pounds. 
4. Must be able to communicate in Standard English both orally and in writing. 
5. Must be able to give and receive information electronically. 
6. Must be able to communicate successfully and pleasantly with school and district 

personnel, and in the public. 
7. Must be able to work cooperatively with others. 
8. Must be able to respond positively to supervision and accept suggestions for 

improvement. 
9. Must be able to understand and interpret written and verbal instructions. 
10. Must keep accurate and up to date records. 
11. Must comply with state and district regulations, policies and procedures. 

 
 
Disclaimer:  
The above statements are intended to describe the general nature and level of work being 
performed by people assigned to this classification.  They are not intended to be 
construed as an exhaustive list of all responsibilities, duties and skills required of 
personnel so classified. 
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