CREDENTIAL ANALYST JOB DESCRIPTION

TITLE:

Credential Analyst

REPORTS:

Dean, School of Education and Leadership

STATUS:

Full-time, Exempt

GENERAL DESCRIPTION:

The Credential Analyst collaborates with the California Commission on Teacher Credentialing (CCTC) to ensure that each credential candidate from Notre Dame de Namur University (NDNU) meets all California Commission on Teacher Credentialing (CTC) standards for credential recommendation. The Credential Analyst provides services to credential candidates throughout their experiences at NDNU, helping to ensure a smooth progression from applicant to credentialed teacher and alumnus. Thus, the position entails evaluation prior to admission, monitoring of status in regard to statutory and program requirements during the preparation program, and assistance in the transition of candidates to the job search and professional induction. The Credential Analyst position is required by the California Commission on Teacher Credentialing (CTC).
SPECIFIC RESPONSIBILITIES/DUTIES:
1) CTC Compliance: The Credential Analyst collaborates with CTC to ensure that each NDNU candidate meets all standards for credential recommendation. Specific responsibilities include:

· Evaluate and document status of candidates during admission process into all credential programs (four credential programs and one Administrative Services credential programs)..

· Review and evaluate all college/university transcripts of all admitted and current credential candidates to determine whether their course work fully meets, partially meets, or does not meet CTC subject matter domain requirements for basic skills verification and subject matter competency verification; complete CTC documentation for candidate files and to submit at the point candidate completes the program and are recommended for a credential.  Advise candidates who only partially met or did not met either of these requirements on next steps to complete this requirement either through additional coursework or CTC tests. 

· Work with Placement Coordinators and Program Directors to verify that candidates have submitted all documents required as completed course work required by Preconditions to be eligible for enrollment in student teaching or recommendations for an intern credential  
· Determine candidate status for institutional recommendation to CTC for credentials; prepare appropriate documentation and submit credential application packets to CTC in timely fashion throughout the calendar year.

· Track candidates on intern credentials. Work with Program Directors and district HR staff to ensure candidates on intern credentials remain enrolled in coursework until they are eligible for recommendation for preliminary credential; apply for extensions as required.
· Work with private school teachers eligible to apply directly to the CTC for a Multiple Subject or Single Subject teaching credential per CL-834.  Explain the process, advise as they assemble a packet for submission; review the packet prior to submission to the CTC.
· Prepare and ensure timely submission of program information required yearly in conjunction with federal Title II reporting and CTC Accreditation Data System (ADS). 

2) Communication Interface: The Credential Analyst provides credential information and services to candidates throughout their program. Specific responsibilities include:  

· Meet and provide credential information to applicants and candidates as needed; advise applicants and candidates of California credentialing law; do follow up mailings to candidates with respect to completion of individual files. 

· Advise NDNU, School of Education (SOE), SOE faculty, and credential candidates (2as appropriate) of upcoming changes in credentialing requirements.  

· Provide candidates with appropriate information and services with respect to educational placement; inform candidates of options governed by federal and state statutes regarding the establishment and maintenance of professional files.

· Arrange Job Fair and interviews with school districts for second semester student teachers and provide materials and guidance for the job search process.

· Make available to candidates information received regarding districts, schools, and job openings. 

· Inform out-of-state trained teachers applying for California credentials of coursework and programs available to them at NDNU to fulfill specific California requirements.

· Work with county, public school district offices, private schools, and agencies regarding legal certification (CTC) of NDNU candidates and graduates and out-of-state candidates.

· Serve as resource on credential procedures for teachers and administrators who are members of the regional education community.

· Update form letters, checklists, etc. annually or as requirements are changed. 
4)  Record Management:  The Credential Analyst prepares and maintains detailed and accurate
     records for all candidates and graduates and the various credential programs offered by the 
     School of Education. Specific responsibilities include: 

· Work with Placement Coordinators to maintain a database and individual files of all documentation required for credential recommendation; inform credential candidates of missing requirements.
· Continue to maintain professional files for credential and education degree graduates on an as-needed basis.

· Interface with NDNU institutional database with respect to student records. 

· Work with NDNU Enrollment Management, Registrar, and Business Office regarding candidate readiness for admission, enrollment, retention issues, program completion, commencement, etc. 

· Comply with CTC guidelines for ongoing program evaluation. Maintain files for regular CTC audits.

1) Other:
· Participate in California professional organization of Credential Analysts 

· Attend regional and statewide trainings offered by the CTC on regular basis.
· Link NDNU with U.S. Constitution exam website.  Provide support and assistance for NDNU and non-NDNU credential candidates with accessing and utilizing the site.
· Attend NDNU meetings: 

· Attend monthly Education Committee meetings.

· Attend monthly School of Education meetings. 

· Attend Department of Teacher Education meetings as scheduled. 

· Attend New Student Orientation each semester

· Attend Student/Intern Teaching Seminars every semester to sessions to provide credential information. 
· Attend yearly Advisory Council meetings.

· Perform other duties as assigned by the Dean of School of Education and Leadership. 

QUALIFICATIONS:
· Bachelor’s degree required; teaching credential and/or master’s degree preferable

· Teaching experience or administrative experience in school setting desirable

· Knowledge of current California laws, Education Codes, CTC standards governing teaching credentials and program accreditation.

· Understanding of NDNU’s approved credential programs 
· Knowledge of NDNU admission requirements and procedures

· Ability to create databases and maintain highly organized files

· Ability to compile, organize, interpret, and evaluate data

· Ability to assess individual candidates’ records in relation to current law and program guidelines related to teacher credentialing
· Ability to communicate well orally, including large group presentation

· Ability to communicate well in writing, including advanced word processing skills

· Ability to work cooperatively in team setting while maintaining appropriate confidentiality

· Mature professional with good judgment 
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