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Basic Function:  Directs the planning, delivery, assessment, and ongoing improvement of curriculum and  

instructional programs.  
 

Essential Functions:  

 
1. Guide development, implementation, and evaluation of curriculum and instructional services. 

2. Assist in the development and coordination of the sections of the budget that pertain to 

curriculum and instruction. 

3. Keep abreast of developments in curriculum and instruction, and involve leadership in 

determining their appropriateness for inclusion in the district educational program. 

4. Assist in the recruitment, screening, hiring, training, and assigning of instructional personnel. 

5. Guide development, implementation and evaluation of pre-service and in-service training 

programs for professional personnel. 

6. Work with the directors of elementary and secondary education and with building principals 

in the improvement of individual staff competencies. 

7. Communicate the approved curriculum to the professional staff. 

8. Work with principals and teacher committees in organizing and coordinating grade level and 

departmental meetings, in order to affect horizontal and vertical continuity and articulation of 

the instructional program throughout the district. 

9. Encourage the development, publication, and use of new instructional materials by the 

professional staff. 

10. Maintain a current Course Handbook to show graduation requirements, approved courses, 

credit allowed, and any pertinent information useful to students and staff. 

11. Maintain a curriculum library for staff use. 

12. Provide staff leadership to ensure understanding of and promote the educational objectives of 

the district, and plans and administers programs of in-service educational activities for 

instructional personnel. 

13. Evaluate and reviews the performance of instructional directors, coordinators, and 

supervisors. 

14. Observe teachers in their classrooms upon request of principals, and offer insights for the 

enhancement of the teaching-learning situation. 

15. Supervise, directly, the work of all instructional specialists not on permanent assignment to a 

school building. 

16. Assume responsibility for reviewing and evaluating results of district-wide testing programs, 

and for other evaluative measures used by the schools. 

17. Study and evaluate, and as appropriate, recommend adoption of new instructional materials, 

methods, and programs, and assist in budget preparation for newly approved instructional 

programs as related to instructional supplies, equipment, and materials. 

18. Assume a leadership role in developing curriculum for any course newly mandated by the 

legislature or the Board. 

19. Coordinate all formal efforts of the professional staff in projects of curriculum improvement.   

20. Recommend the addition of new courses, grade placement of courses, credit allowance for 

courses, and graduation requirements. 

21. Assist in the development of educational specifications for remodeling project or new 

construction. 

 

 

 



Administration 

Series 300 

 

Code No. 302.9 continued 

 

 

Policy Title:  Curriculum Coordinator Functions 

 

22. Interpret the curriculum and its philosophy to the Board, the administration, the staff, and the 

general public. 

23. Participate in the work of state and national curriculum associations and study groups. 

24. Maintain liaison and active participation with educational leaders in curriculum and 

instruction at state, regional, and national levels. 

25. Coordinate district assessments.  

 
Specifications/Qualifications:  

1. Administrative Certification and five years of successful teaching and/or administrative 

experience. 

2. Endorsement and/or specialized courses and training in assigned area. 

3. Effective communication and interpersonal skills. 

4. Effective time management and organizational skills. 

5. Evidence of ability to embrace and facilitate change. 
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