
 

 
ASSISTANT SUPERINTENDENT OF CURRICULUM AND INSTRUCTION 

 

Qualifications:  

●​ NJ School Administrator Endorsement 

●​ NJ Instructional Endorsement 

●​ Minimum of five (5) years of experience as a New Jersey public school district administrator  

●​ Demonstrated knowledge of NJ State Standards and ability to assess, review and present complex 

student performance data. 

●​ Strong leadership and communication skills. 

●​ Required criminal history check and proof of U.S. citizenship or resident alien status. 

 

 

Primary Function:  

The Assistant Superintendent of Curriculum and Instruction will provide leadership and vision in the ongoing 

planning, implementation, development, direction, review and evaluation of the district’s K-12 curriculum and 

instructional services, technology integration, federal programs, career and technical education services, 

assessment, and evaluation services.  

 

The Assistant Superintendent of Curriculum and Instruction ensures that the district’s education objectives are 

aligned to state frameworks and to instructional practices that yield the highest standards of student 

achievement and instructional excellence. 

 

Direct Report: 

Superintendent of Schools 

 

Specific Duties and Responsibilities: 

 

Curriculum and Instruction (K-12) 

●​  Responsible for the development and implementation of federal or state aid programs; 

●​ Supports all aspects of district instructional and curriculum integration of technology; 

●​ Coordinates the development, implementation, and evaluation of the district’s Comprehensive Equity 

Plan; 

●​ Supervises the administration and analysis of all state and local testing programs within the district, 

including the creation of an annual district-wide assessment calendar; 

●​ Represents the district in meetings and conferences related to curriculum and instruction, assessment 

and technology in the classroom; 

●​ As directed by the Superintendent, reports directly to the Board and/or public community on 

curriculum, instruction, and assessment matters; 

●​ Makes recommendations to the Superintendent on policy and procedure as they relate to curriculum, 

instruction and assessment; 

●​ Coordinates and supervises the Instructional Support program for the district, including the 

implementation of a consistent K-12 Response to Instruction and Intervention (RTII) System; 

●​ Ensures that all curriculum in the district K-12 is aligned with the state standards; 

●​ Oversees the consistency and rigor of the K-12 curriculum; 

●​ Assists in the development and implementation of an instructional and evaluation model that ensures 

student learning and support for teachers;  

●​ Serves as the lead central office administrator to the Education Committee; Prepares meeting agendas 

and minutes.Monitors and oversees the District Curriculum Cycles;  

●​ Monitors and updates the District Long-Range Plan and works with Superintendent and Business 

Administrator to ensure that the Long-Range Plan is realistic and within budget; 



 

●​ Works with Principals and Supervisors to plan new curricular programs and extracurricular programs;  

●​ Assists in the development of a fiscally responsible and educationally sound budget and attends 

community meetings to communicate budget priorities; 

●​ Incorporates the Long-Range Plan and demographic reports and ideas into the budget. 

●​ Oversees Professional Development for the district, assesses needs and provides support, and ensures 

that District complies with any new state laws regarding Professional Development; 

●​ Oversees the District Assessment Program, develops district analysis of results, implements a plan 

based on results and presents data to Board of Education; 

Personnel   

●​ Supervises and evaluates district Staff Developers and Supervisory Team; evaluates other assigned 

personnel as directed by the Superintendent; 

●​ Participates in the interview and selection process of instructional staff when appropriate; 

●​ Assists in the development of Professional Learning Communities at all levels; 

●​ Coordinates, develops and implements the Orientation Program for teachers new to the district;  

●​ Responsible for the development and implementation of a Mentoring Program as required by the state 

for new teachers; 

●​ Supports administrators in the supervision process of beginning teachers 

●​ Coordinates and creates the Professional Development Plan for the district and ensures that all 

state-mandated trainings are satisfied 

●​ Participates in and coordinates the development of Corrective Action Plans (CAPs) when appropriate 

●​ Participates in the observations and conferences of teachers placed on Corrective Action Plan as 

needed; 

●​ Counsels with principals, directors, and supervisors on matters of district-wide concerns in order to 

help improve effectiveness; 

General  

●​ Assists with the implementation and coordination of the Board’s policy on Harassment, Intimidation 

and Bullying; 

●​ May serves as the District’s Affirmative Action Officer; 

●​ Oversees the School Age Child Care Program and works with coordinator to ensure a safe environment 

for all students enrolled; 

●​ Develops and prepares select state and Board reports, including but not limited to NJQSAC; 

Comprehensive Equity Plan; NCLB Grant; 

●​ May serve as School Safety Officer and manages the School Preparedness and Emergency Planning 

Team 

●​ Serves on assigned committees 

 

 

Terms of Employment: 

12 month, Non-Bargaining Unit Position 

 

Evaluation:  

The Assistant Superintendent of Curriculum and Instruction will be evaluated by the Superintendent of Schools 

in accordance with New Jersey laws and regulations and Tenafly Board of Education policy. 

 

Board Approved: 

9/24/2018 

 

Revised: 

11/20/2023 


