BLOOMINGTON PUBLIC SCHOOLS, SCHOOL DISTRICT 87

Position Description

Job Title:

Assistant Superintendent of
Curriculum and Instruction
Position Level:
Cabinet Educational Administrator

Location/Dept:
Educational Services Center
          


FLSA Status:
Exempt 

Reports To:
Superintendent of Schools
          


Date Prepared:
August 2007


Job Summary:     

This position is responsible for the development, implementation, and evaluation of all instructional programs; for coordinating curriculum related matters; for developing professional development programs for the professional staff; for developing budget to support instructional programs; and for assisting the Superintendent of Schools in formulation of overall school district objectives, policies, procedures, and plans.  This position is responsible for writing and monitoring the district’s NCLB grants, including Title I, II, IV, V.  This position is responsible for writing and monitoring the Reading Improvement Grant and administering AT services.
This position is responsible for coordinating state and district assessments PK-12; generating reports to stakeholders including the board of education and the community; working with schools for school improvement using assessment  data to ensure school accountability.

Supervision:
Under broad supervision, this position directly supervises personnel assigned by the Superintendent of Schools; one administrative assistant, Director of Special Education, and District Data Analysis Coordinator.  Indirectly, this position supervises the professional teaching staff, and building principals.

Job Duties:

· =     Essential Functions 

· Leads curriculum revision and programs throughout the district including the planning and support of curriculum task forces and services to Academically Talented students.
· Supervises evaluation of existing learning programs offered in the district.

· Develops and assists principals with innovative programs that show promise of leading to broader curricular change.

· Develops and coordinates district wide testing programs.  Compiles information and prepares reports related to these tests for reporting to Board of Education, community, and schools.
· Coordinates state testing program for school accountability including ISAT, PSAE, IMAGE & IAA.  

· Responsible for the verification of state testing data, ordering materials, and organizing the distribution of materials, mailing the materials.
· Directs the work of the building test coordinators.

· Supports school improvement planning for school accountability purposes.

· Coordinates services with other school districts and community agencies.  Serves as district representative to these school districts and agencies in the area of curriculum and instruction.

· Serves as curriculum representative to district administrative meetings; coordinates curriculum and instruction activities with building principals and their staffs.

· Develops and plans long term professional development for district staff.  Implements short term professional development.  Assists building level staff development committees in determining long term plans; assists with implementation of short-term plans.

· Completes all grant applications, budgets, and amendments as directed by the Superintendent.

· Organizes information and completes required reports for the State of Illinois, federal government, and all grant and funding agencies for curriculum, instruction, and school accountability.  Serves as grant monitor for all assigned grants. 

Conducts, coordinates, and makes recommendations for selection of all district wide curriculum and instructional materials. 

Makes purchases and insures the timely distributions of these materials.

· Serves as district representative as directed by the Superintendent of Schools.
· Insures all district funds are allocated and spent in accordance with District 87 guidelines and the guidelines of the funding source.

· Maintains all records in accordance with district policies and the State of Illinois, and federal regulations.

· Evaluates the performance of personnel under direct supervision, and assists principals with evaluation of building personnel as needed.
Coordinates Media Specialists’ work in the Learning Centers/Libraries, K-12.

Develops and coordinates report card revisions and processes K-5.

Coordinates Kindergarten screening and registration.

Coordinates mail-in registration for K-8. 

Completes all reports and special duties as assigned.

Executes such general responsibilities common to all administrative positions of the school district and additional responsibilities as directed by the Superintendent.

  
Minimum Requirements:
Education:
Minimum of Masters Degree withType 75 Certificate 
Experience:
Previous building principal experience; strong knowledge of and experience with the Illinois  Accountability System and Federal No Child Left Behind Law; demonstrated knowledge of the organizational components of a large unit district; proven ability to earn and maintain the trust of teachers, administrators, and community members; previous successful experience in all curricular areas of study including special education.
Contract Period:  12 months, 260 days


Approvals:
Reviewed and approved by:  _________________________________________ 
 Date:  ______________________

Human Resources:  _______________________________________________ 
 Date:  ______________________
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