
 

 

SIERRA SANDS UNIFIED SCHOOL DISTRICT 

Job Description  

CALPADS, Assessment, and Accountability Assistant 

 

Function: The job of CALPADS, Assessment, and Accountability Assistant involves a variety 

of CALPADS audits/reconciliation duties to ensure accuracy and compliance of student 

information and data collection integrity.  Assists Curriculum, Instruction, Assessment, and 

Accountability staff with the assembly, scheduling, verification and formatting of results from 

demographic information as well as formative and summative assessment results.  Assist with 

support for administration of state and local testing programs including, but not limited to 

SBAC/CAASPP/CAST, ELPAC, and progress monitoring assessments. Provides data needed for 

the preparation of the Local Control Accountability Plan. 

 

SUPERVISION EXERCISED OR RECEIVED: 

Under the direction of the Assistant Superintendent of Curriculum and Instruction. 

 

MAJOR DUTIES AND RESPONSIBILITIES:  

- Manage and create data reports, perform file transfers and data conversions for the 

purpose of meeting local, state, and federal compliance requirements and timelines. 

 

- Review, evaluate, and correct data for the purpose of validating district data and to ensure 

accurate reporting. 

 

- Capture changing and emerging data requirements for state and federal reporting 

compliance.  

 

- Develop, review, perform data corrections, and submit CALPADS reports to assure 

compliance with state and federal requirements and timelines. 

 

- Assist in the organization and promotion of coordination between student information 

system(s), support personnel, schools, and departments to ensure CALPADS reporting 

timelines are met. 

 

- Assist in the coordination of assessment timelines, procedures, administration, and reports 

including, but not limited to SBAC/CAASPP/CAST, ELPAC, and progress monitoring 

assessments/benchmarks.  

 

- Manage the Test Operations Management Systems (TOMS) online platform and data for 

the SBAC/CAASPP/CAST/ELPAC. 

 

- Provide data needed for the preparation of the Local Control Accountability Plan (LCAP).  

 

- Prepare and process documents (i.e., schedules, correspondence, memorandums, reports, 

procedures) for the purpose of communication of information to appropriate contacts 

including school and district personnel, the public, state officials, etc. 

 

- Evaluate situations (i.e. involving staff, stakeholders, county/state/federal officials) for the 

purpose of taking appropriate action and/or directing to appropriate personnel for 

resolution. 

 



 

 

- Maintain confidential/privileged information about the district, students or staff acquired in 

the course of official duties per board policy and all other applicable codes and regulations.  

 

- Performs other duties as assigned.  

 

OTHER DUTIES AND RESPONSIBILITIES: 

- Perform record keeping and general clerical functions (e.g. copy, faxes, filing, maintain 

records, calendars, etc.) to communicate information to district staff. 

 

- Participate in meetings, workshops, conferences, seminars, and/or webinars as assigned 

to gather and/or convey information. 

 

MINIMUM QUALIFICATIONS: 

 

Knowledge of: 

 

- Knowledge of modern office methods, procedures, terms and equipment; processes and 

procedures involved with online data reporting via the CALPADS system; computers, 

operating systems and database management systems; data entry and system operations 

on district computers; Microsoft Access/Excel and the Google Platform; student information 

systems such as AERIES; collection, organization, and presentation of data. 

 

Ability to: 

 

- Work independently and take initiative in meeting reporting compliance and timelines. 

- Communicate effectively in both verbal and written form; employ correct usage of English 

grammar, spelling and vocabulary.  

- Physical abilities include sitting for prolonged periods; reaching/handling/fingering, 

periodic moderate to heavy lifting/climbing/squatting; talking/hearing conversations; near 

visual acuity/visual accommodation.  

 

Education: 

 

- High school diploma or equivalent, college level courses desirable. 

 

Personal Qualifications: 

 

- Reliable. 

- Resilient under stressful situations.  

- Interpersonal skills using tact, patience, and courtesy. 
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