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Summary of Duti es: Coor di nates and supervises the off site
admnistration of all witten civil service exam nations and ot her
related duti es.

D sti ngui shi ng Feat ures: A Chief Proctor is responsible for the off
site admnistration of civil service witten exam nations adm ni stered
on weekends, including the supervision of all Proctors and Seni or
Proctors. The class of Chief Proctor is distinguished fromthe class
of Senior Proctor in that the fornmer has greater supervisory
responsibilities and perforns duties at a |level involving the exercise
of greater initiative, judgnent, and responsibility.

Since nost of the work is located at off site testing |ocations, an
enpl oyee of this class is required to exercise considerable initiative
and judgment in planning a course of action or handling problens which
may occur during civil service exam nati ons.

Exanpl es of Duti es: Directs and coordinates the off site
admnistration of all witten civil service exam nations; supervises
personnel engaged in admnistering civil service witten tests to
applicants for Gty positions; nakes room assi gnnents for each civil
service test; nakes specific work assignnments to Proctors and Seni or
Proctors at test locations; maintains control and security of test
materials at the test site; supervises and nonitors all classroons for
proper procedures; resolves probl ens, answers questions and conpl aints
fromcandi dates; nmay hire, train, assign, supervise and discipline
Proctor staff; l|oads, transports, and unloads test materials to the
off site test locations; and may be required to prepare reports on
occurrences or incidents during testing.

Qualifications: The ability to plan, organize, direct, coordinate and
review the work of a group of enployees engaged in admnistering civil
service examnations; the ability to deal tactfully and effectively
with enpl oyees and the public; the ability to comuni cate effectively
and persuasively with enpl oyees and the public; the ability to keep
accurate and conplete records and inventory of test materials; and the
ability to prepare routine reports.

Four years of experience in a class at least at the | evel of Senior
A erk and which provides experience in the admnistration of tests to
large groups is required for Chief Proctor.

License: Awvalid CGalifornia driver's license and a good dri ving
record are required.

Physi cal Requirenents: Strength to performaverage lifting up to 20
pounds and occasionally over 50 pounds; body agility and equilibrium
involved in clinbing stairs while carrying heavy | oads of test
materi al s; and good eyesi ght.




Persons with other nedical limtations nmay, w th reasonabl e
accomodat i ons, be capable of performng the duties of some of the
positions in this class. Such determnation nust be nade on the
individual basis in light of the person's limtations, the requirenent
of the position, and the appointing authority's ability to effect
reasonabl e accommodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
position shall be.



