POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Director of Teaching and Learning
	 Department:
 Teaching and Learning

	Immediate Supervisor’s Position Title:
Superintendent
	FLSA Status: 
Exempt

	Job Summary:
Under the direction of the Superintendent, provides leadership, coordination and facilitation in the development and implementation of K-12 curriculum in accordance with district policy.  Plans and coordinates district-level staff development opportunities to ensure the implementation and evaluation of instructional programs; oversees all K-12 district-level standardized testing, assessment and evaluation as required by federal, state or local mandates; Plans, coordinates, implements and evaluates the Title programs; provides leaderships through mentorship with all building level principals on tasks assigned by the Superintendent.  The Director develops, directs, evaluates and administers procedures, programs, budgets, staffing, and staff development as related to the above programs/services and advises the Superintendent and Administrative Cabinet on matters regarding Instructional Programs district wide.  



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Oversees and evaluates the District curriculum review process to assure the district’s curriculum meets the needs of students and complies with state and federal requirements and standards.

a) Oversees, manages and provides leadership for the curriculum review process in the subject areas identified on the curriculum review cycle.
b) Manages, organizes and facilitates the Instruction & Curriculum Advisory Council (ICAC). 
c) Works with alternative programs and special education to promote articulation with mainstream curriculum.
d) Oversees annual System Accountability Report to the state department (DIP & SIPs).
e) Provides leadership for and evaluates the implementation and continued compliance with state mandated standards and requirements.
f) Serves on the Superintendent Cabinet team.
g) Oversees reports to administration, school board, and community on assessment results and curriculum development.
h) Assists in writing policies and procedures that pertain to curriculum and instruction.
i) Researches best practices in instructional leadership and disseminates information to administrative staff.
j) Directly assist staff with issues of curriculum and instruction.
k) Oversees the development of common assessment practices and pacing across teachers with common curriculum.
l) Oversees the development of course outlines for newly approved courses and programs.
m) Develops and implements new programs – integration, ELL, Gifted and Talented, and Hybrid classes.
n) Coordinates the review and selection of textbooks and related instructional aides for the purpose of providing effective instructional materials in order to meet district, state, and federal educational standards.
o) Oversees the training and/or facilitates training of certified staff in the use of curriculum materials for the purpose of improving work efficiency and effectiveness by enhancing the ability of teachers to apply the instructional techniques needed to achieve academic success.  
p) Coordinates the mentorship program.

· Oversees, monitors & evaluates, and implements district wide staff development and school improvement efforts, programs and activities.  

a) Oversees and provides leadership for the District Staff Development Committee.
b) Organizes and manages district-level staff development 
c) Oversees the yearly district staff development report to the state department.
d) Coordinates and manages the district and school improvement plans.
e) Oversees the management and maintenance of a staff development library of best practices materials.
f) Manages and directs the Lakes Area Regional Academy.

· Management

a) Develops long-range program goals consistent with goals and objectives of the Board of Education and State Department of Education.  
b) Responsible for staff oversight and development, and on-going leadership of departments.

· Maintains and shares level of professional expertise.

a) Provides professional expertise and assistance to individuals, administration, other district staff and the community concerning areas of instructional expertise.
b) Coordinates and facilitates the School Improvement Teams and District Improvement Teams.
c) Works in mentorship with the principals on problem solving work related issues, such as, scheduling, RTI, or funding.
d) Acts as the Superintendent’s designee for assigned tasks.
e) Attends training sessions, conferences, seminars, district and departmental meetings.
f) Keeps current with trends, issues and educational technologies.

· Assists in managing, making or delegating administrative responsibilities to Principals.
a) Assists in ensuring job responsibilities are clearly understood and are effectively accomplished.
b) Assists Superintendent in aligning the responsibilities, duties and organizational structure of the district and its managers to accomplish the objectives of the organization.
c) Assists in interviewing, hiring, evaluating and managing district teachers, coordinators and building administrators (e.g. principals).
· Assists in selection process of district teachers, coordinators and building administrators via serving as leadership on the district hiring committee.
· Assists in evaluating district teachers, coordinators and building administrators.
d) Interprets and provides direction to administrators and coordinators concerning Board policies, objectives and goals.

· Performs other duties as assigned




SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Master’s Degree

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Education and relevant instructional subject area(s).


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of teaching principles, practices, techniques and approaches.
· Knowledge of child development theories and development stages and needs.
· Knowledge of current trends, theories and technologies pertaining to learning and instruction.
· Local, state and federal/national standards and requirements pertaining to educational outcomes and achievement.
· Knowledge of assessment procedures and techniques, test construction and evaluation methods.
· Research and statistical qualitative and quantitative procedures, methods, tools and principles.
· Elements of effective assessment design and administration processes.
· Curricular and instructional material and strategies.
· Understanding of basic office equipment and software used by the district in maintaining records and files (i.e. word processing software, student record databases).  
· Knowledge of instructional technologies and software, equipment, tools and devices used presenting instruction, documenting assessments, student progress or other classroom administrative requirements of the district.
· Grant writing.

	
x
	
2nd year graduate level     
	

	

	
Doctorate level
	






	


	Required Work Experience in Addition to Formal Education/Training:
[bookmark: _GoBack]Minimum of 3-5 years’ experience in field preferred.

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Licensed Administrator in the State of MN.



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Leading, coordinating and facilitating curriculum evaluation and design.
· Analyzing and presenting assessment results.
· Assisting classroom teachers in assessing, improving and revising curriculum, including working with staff across grade levels and different subject matter. Collecting, summarizing, analyzing and interpreting testing or other statistical data.
· Utilizing statistical packages and software packages for data analysis.
· Designing and laying out documents and reports.
· Coordinating and organizing the administration, collection, testing administration and distribution of standardized tests
· Presenting complex reports, issues and concepts before diverse audiences and groups.
· Evaluating, improving and implementing change processes.
· Designing, developing and implementing of professional development programs and services.
· Dealing with staff, parents, administrators and other educational professionals over curriculum, assessment, testing and staff development issues and concerns.
· Interactions require presentational and communication skills to persuade, instruct, facilitate, inform and work with others to gain cooperation and understanding of educational issues/needs/outcomes and to advise or make recommendation.




	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	1
2
	
Curriculum Coordinator
Secretary
	
1
1

	
TOTAL
	
2



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  Building Principals and teaching staff
	
Total: 
350-375





	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:

Duties are generally performed in a typical classroom/school setting where there are minimal environmental hazards and risks.  Employee(s) may be exposed occasionally to disagreeable conditions involving human/student/parental contact.




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	

	
x

	
Walk
	

	
x
	

	


	
Sit
	

	
x
	

	


	
Use hands dexterously (use fingers to handle, feel)
	

	
x
	

	


	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	

	
x
	


	
Stoop/kneel/crouch or crawl
	

	

	
x
	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	
x
	


	
up to 25 pounds
	

	

	
x
	


	
up to 50 pounds
	x
	
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: 
Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push and pull or otherwise move objects in the performance of the job.






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description created June 2010

Band/Grade:  F-11-1  (updated January 2015)


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

