ASQ Central North Carolina Section 1109
Section Leadership Continuity Document

(Supplement to the Section Volunteer Position Description)

Certification Chair

The duty of the 1109 Certification Chair is to ensure that the certification exams administered four times each year go smoothly. This requires interfacing with the Exam Coordinator at National, the Facilities Contact where the exams will be held, the assistant proctors, and the examinees.
1. Each year, provide the Facility Contact with the dates for the upcoming exams.

2. Approximately eight weeks prior to each exam, call or e-mail Facility Contact to ensure the facility is scheduled.

3. As soon as the advance seating roster is provided by the Exam Coordinator at National, share the total headcount with the Facility Contact so that the room may be set up for the appropriate number of examinees. On rare occasions, exam attendance will be 100%!

4. Ensure the directions and our website address are on the seating letter sent to the examinees. There should be a map to the exam site on the webpage.

5. Two meetings before the exam, begin requesting assistant proctors at the Section meetings. Have copies of the updated Call for Proctors announcement available. E-mail this request to the membership. There will likely be more volunteers than needed; communicate to them that if they want, the recert point (0.5), is theirs for the taking.

6. Schedule the volunteers according to their preference and the need on examination day. The most volunteers will be needed early in the morning.

7. Keep the advance Seating Roster available to note changes from examinees as well as from National. Examinees who contact the Chief Proctor must also notify National of changes.

8. Update Facility Contact of changes, and of the assistant proctor headcount and arrival times. This information may need to be communicated to the guard.

9. When exam package arrives, verify contacts. Contact Exam Coordinator with any discrepancies.

10. Re-check the Seating Roster in the exam package. Notify the Facility Contact if there are any significant differences.

11. Verify contents of Exam Kit: electric clock, pencil sharpeners, pencils, two statistical calculators, removable tape, etc. Add to it as necessary

12. On exam day, arrive before 7:15 a.m. Set up a check-in station near the door. Assign the duties to the assistant proctors and introduce them to one another.

13. Set the clock in a prominent location where it is visible to all examinees.

14. Begin checking in examinees, following the instructions provided by National.

15. Distribute the exam materials, cautioning the examinees not to look at the test booklet until told to do so and asking them to check their pre-printed answer sheet for accuracy. Have them verify they have the correct exam.

16. Remind examinees to turn off all cell phones and pagers. Palm Pilots and laptops are not permitted. Tell them that breaks are “on their own” and that no extra time is given. Tell them where the rest rooms are. Remind them that if they bump into another examinee while on break, they may not discuss the exam. Reference materials may not be shared during the exam. Tell them that extra calculators, pencils, and sharpeners are available to them.

17. There will typically be a few minutes quiet time prior to the exam kick-off. Use this time to invite the examinees to Section meetings, share the benefits of participating in Section activities and leadership, and to tell them about the website (www.triadasq.org). Invite them to help proctor future exams.

18. Help them mark time during the exam by announcing the time or writing it on a flip-chart at periodic intervals (hourly). Announce the last half-hour quarterly.

19. At check-out, keep things quiet for those who may still have time to work. When someone turns in an exam, keep the individual there to witness the exam-return, check-in process. Ask for scrap paper if none is volunteered; make sure it is identified with the owner’s name. When time is called, the remaining examinees may need to wait in line to turn in their materials.

20. Sort materials for return to ASQ according to the instructions. Seal the envelopes before leaving the exam room to avoid even the appearance of impropriety. Mail both packages immediately.
