EXAMINER JOB DESCRIPTION

EXAMINER

Job Description

Responsible for administering practical exam and evaluating candidate taking ND Cosmetology
and related discipline practical exam. This is not an office position.

Qualifications

2 or more years of experience as a Licensed Master Cosmetologist, Manicurist or Esthetician
High School diploma or general education diploma (GED) required

Hours
Part-time

Salary and Benefits
Current Examiner’s wage

Duties include but not limited to:
Perform all processes involved in administering test in accordance to policy
Perform necessary administrative task and processes to prepare for testing

Minimum Requirement
e Must be certified with NIC and maintain certification or be willing to become certified
® Must not be affiliated or work for industry manufacturers, salon supply companies or
school of cosmetology
e Excellent communication and writing skills
e Good judgement and decision-making skills
e Excellent observation skills with advanced attention to details
e Ability to manage time and resources effectively
e Basic computer and internet skills
e Work independently with minimal supervision
e Represent Board in a professional manner
e Strong critical thinking and analytical skills
e Ability to learn and utilize specialized testing software
e Ability to get along with variety of personalities and individuals




PROCTOR JOB DESCRIPTION

PROCTOR

Job Description

Responsible for facilitating practical exam by guiding candidates on test instruction and
maintain exam room orderliness. This is not an office position.

Qualifications

High School diploma or general education diploma (GED) required

Hours
Part-time

Salary and Benefits
Current Proctor’s wage

Duties include but not limited to:

Inspect exam room to gauge suitability for exam

Arrange room in accordance with specifications needed

Ensure only approved candidates appear for test

Provide candidates with test instructions and exam timings

Ensure candidates do not possess any materials that are in violation of test protocols
Ensure testing policies and protocols are followed

Inform candidates of time restrictions and give periodic time warnings

Instruct candidates to stop when time is up and ensure candidates comply to halt order

Minimum Requirement
e Excellent communication skills
e Must not be affiliated or work for industry manufacturers, salon supply companies or
school of cosmetology
e Good judgement and decision-making skills
Excellent observation skills with advanced attention to details
Work independently with minimal supervision
Ability to manage time and resources effectively
Represent Board in a professional manner
Ability to get along with variety of personalities and individuals
e Strong critical thinking and analytical skills




