
 

Proctor, Digital Works 

 
 
INCUMBENT:  VACANT 
REPORTS TO:  Digital Works Operations Manager 
LOCATION:  Ft. Campbell, KY 
STATUS:  Full-time, Hourly (Nonexempt) 

DATE:   OPEN 
 
 
 

 
DESCRIPTION 
The Digital Works Proctor is responsible for providing a wide range of support for the Digital 
Works program, more specifically focusing on proctoring locations as needed.  
 
ESSENTIAL DUTIES AND RESPONSIBLILITIES 

 Provide applicants with Digital Works training information 

 Guide interested applicants through the registration process 

 Assist with Digital Works in-take assessments and interviews 

 Provide local support for Digital Works candidates’ throughout  training process  

 Act as a liaison between local candidates and Digital Works Operations Management 

 Support and promote candidates during the job search process - Work with candidates 
to ensure daily application trackers are submitted and areas of concern are identified  

 Forward weekly updates to Digital Works Operations Manager 

 Provide ongoing mentorship to Digital Works graduates  

 Develop a peer-to-peer support network so graduates can help one another   

 Responsibilities are not all inclusive, additional duties may be assigned 

EDUCATION/EXPERIENCE 

 High School Diploma or GED required; Bachelor’s degree preferred 

 Minimum two years of relevant work experience including delivering education sessions 

preferred 

 Must commit to continuing education activities to maintain skill level in identified areas 

QUALIFICATIONS 

 Strong verbal, written, and interpersonal communication skills 

 Must be patient, possess good teaching and mentoring skills, and be an active listener 

 Must possess a solid commitment to customer service and excellent time management 

skills 

 Proficiency with Microsoft Office Suite applications including Word, PowerPoint and 

Excel 

 Ability to work independently and under pressure in a fast paced environment 

 Attention to detail with the ability to manage and prioritize multiple tasks 



 

 Strong work ethic and unquestioned personal and professional integrity 

 Ability to periodically work extended hours to meet external deadlines as needed 

 Willing to travel as needed 

 Valid state driver’s license required 

 Veterans or military spouses preferred  

ESSENTIAL PHYSICAL REQUIREMENTS 

 Ability to sit at a desk for one or more hours at a time 

 Ability to lift and carry up to 10 lbs. 

 Ability to operate computer and other equipment in the office 

 Must have sufficient mobility to move around the office and the community 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this 
position. Employee(s) will be required to follow any other job-related instructions and to perform any other job-related duties 
requested by any person authorized to give instructions or assignments. A review of this position has excluded the marginal 
functions of the position that are incidental to the performance of fundamental job duties. All duties and responsibilities are essential 
job functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To 
perform this job successfully, the incumbent(s) will possess the skills, aptitudes and abilities to perform each duty proficiently. Some 
requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The 
requirements listed in this document are the minimum levels of knowledge, skills or abilities. This document does not create an 
employment contract, implied or otherwise, other than an “at will” relationship 


