
 
SHANGHAI AMERICAN SCHOOL 

JOB DESCRIPTION 
 
TITLE:    ASSESSMENT COORDINATOR 
SCALE:   Expat Support Staff Salary Scale 
CONTRACT DAYS: 210 
 
POSITION SUMMARY: 

This cross-campus, Puxi-based position will be primarily responsible for overseeing schoolwide student 
assessments as part of the admissions screening process. This includes, at minimum, English as an 
Additional Language (EAL) and admissions testing. The successful candidate will work with Admission 
Officers and the divisional EAL teams on both campuses to strategically align procedures and standards, 
and evaluate outcomes. Other tasks include assisting Admissions with student recruitment activities such as 
leading school tours and participating in outreach events. Occasionally, this person will help with application 
processing as needed. 

 

SUPERVISED, EVALUATED BY & REPORTS TO: 

Director of Admissions 

 

QUALIFICATIONS: 
➢ Bachelor degree in Education, Business Administration, or related field 
➢ 3-5 years’ experience in EAL or education preferred 
➢ Native-level written and oral English 
➢ Ability to work with children of all ages and engage with parents 
➢ Excellent service skills and experienced in a customer facing role 
➢ Cross-culturally competent to interact with international parents, faculty and staff 
➢ Literate in systems and databases 
➢ Ability to organize and prioritize work independently 
➢ Comfortable working in a high volume, fast-paced and time-sensitive environment 

 
PERFORMANCE RESPONSIBILITIES: 
➢ Optimize assessment tools and processes for efficient execution of assessments 
➢ Administer assessments, evaluate and record results, consulting with Admission Officers and EAL 

teachers as necessary 
➢ Conduct data analyses on assessments results and enrolled student outcomes 
➢ Serve as the admission liaison to campus EAL teams 
➢ Maintain expert knowledge of the school and effectively conduct school tours to prospective families 
➢ Professionally represent SAS at outreach events 
➢ Assist with applicant file processing as needed 
➢ Additional duties as assigned 
 
SAS BELIEVES: 
➢ That each employee makes a significant contribution to our success  
➢ That contributions should not be limited by the assigned responsibilities. Therefore, this position 

description is designed to outline primary duties, qualifications, and job scope, but not limit the 
employee nor SAS to only the work identified. It is the expectation of the school, that each employee 
will offer his/her services wherever and whenever necessary to ensure the success of our organization. 
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