
 

 

             
            
   

 
NEDP ASSESSOR 

 
 
The mission of South Baltimore Learning Center (SBLC) is to improve the self-sufficiency of 
educationally disadvantaged adults. SBLC is a community-based nonprofit organization providing 
functional literacy and life skills training, in addition to career preparation services, to residents in the 
Baltimore Area. 
 
POSITION SUMMARY  
 
South Baltimore Learning Center seeks a part-time (10-20 hours per week) Advisor/Assessor for its 
National External Diploma Program (NEDP).   NEDP is an online, applied performance assessment 
system that assesses the reading, writing, math and workforce readiness skills of participants in life 
and work contexts. A NEDP Assessor at SBLC is responsible for assisting adult education learners 
with an alternative way of earning their high school diploma. All Assessors report directly to the Lead 
Assessor. 
 
ESSENTIAL RESPONSIBILITIES 
 

 Introduce program processes to prospective applicants, the public, and others through 
information sessions. 

 Administers all Diagnostic and Assessment Instruments. 

 Provide Learning recommendations and identifies possible learning resources. 

 Scores and evaluates essay, portfolios and assessment items. 

 Meet with EDP learners as necessary to resolve problems/conflicts. 

 Responds to telephone inquiries. 

 Conducts in-office checks after appropriate generalized assessment tasks. 

 Maintain program administrative files and client records as required. 

 Schedule client appointments and work flow. 

 Collaborate with all SBLC staff to support all SBLC learners. 

 Refer EDP learners to appropriate SBLC staff for service including academic support 
counseling, college and career exploration, wrap around support and alumni follow-up. 

 Other duties as assigned by the leadership team. 
 

 
QUALIFICATIONS, SKILLS, AND TALENTS 
 

 Minimum Bachelor’s Degree in Education or related field. 

 Minimum one-year experience as an adult educator in an urban environment. 

 Experience with academic assessment (e.g. test proctor, assessment specialist, 
educator). 

 



 

 

 Exceptional problem-solving and consensus-building skills. 

 Ability to maintain accuracy and consistency in implementing program procedures and 
keeping records. 

 Effective oral and written communication skills. 

 Ability to work effectively as a member of a team. 

 Excellent computer skills and proficiency with Microsoft Office applications. 

 Strong organizational skills to track/manage client’s work at different stages in the 
program. 

 Possess the ability to relate to people of diverse education, cultural, and economic 

backgrounds. 

 Ability to work a flexible schedule (evenings, limited weekends). 

 
HOURS, COMPENSATION AND BENEFITS 
FLSA Status:  Part-Time, Non-Exempt 
 
The salary for this position is an hourly rate commensurate with qualifications and experience.    
 
Part-Time employees are paid at an hourly rate and are not eligible for insurance benefits and do not 
accrue vacation or sick leave during the period they are employed. 
 
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
 
The physical demands and work environment characteristics described here are representative of 
those that must be met by an employee to successfully perform the essential functions of the job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   
 
While performing the duties of the job, the associate is often required to read, write, use hands to 
finger, handle, or feel objects or controls, reach with hands, and arms, talk, and hear.  Specific vision 
abilities required for this position include close vision, distance vision, peripheral vision, depth 
perception, and the ability to adjust focus.   
 
While performing the duties of this job, the noise level is typically moderate. 
 
 
APLICATION PROCESS 
To apply, email cover letter and resume to recruiter@southbaltimorelearns.org. Please do not call.   
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