Certification Chair Duties
Duties of the Certification Chair
Monthly
1. Attend Section Leadership Committee meeting as non-voting member.
2. Attend section general membership meetings.

Quarterly

1. Certification examinations are held the first Saturday in March, June, October, and December. The Certification Chair performs the following duties for each examination date:
a. Schedule examination facility (approximately 4-6 months in advance).

b. Confirm testing location with ASQ National by email (approximately 30 days in advance).

c. Email members of proctor pool seeking volunteer proctors for examination date (approximately 30 days in advance).

d. Schedule and confirm proctors for examination.

e. Proctor the examination

i. Check-in examinees

ii. Proctor exam

iii. Consolidate paperwork and return examination answer sheets and other material to ASQ National, destroying non-returnable material.

Annually
1. Work with section leadership committee (SLC) to set goals/metrics to support the section’s management process as it relates to certification responsibilities.
Transition to new chair

Equipment/physical assets to turn over:

1. Binder with instructions
Intangible assets to turn over:

1. Contact information for testing facilities. (Currently University of Indianapolis)
2. List of contact information for proctor pool members

3. Certification Chair site email address, user ID, and password

Records to turn over:

1. None
Knowledge Transfer:

1. Incoming chair should review the position description on the IndyASQ.org web site to become familiar with the responsibilities of the position.
2. Outgoing and incoming chairs should meet to discuss the contents of the instructions binder.
