
  
DE SOTO #73 PUBLIC SCHOOL DISTRICT 

JOB DESCRIPTION 
 
POSITION TITLE: Assistant Superintendent of Curriculum, Instruction, and Assessment 
STATUS: Exempt 
REPORTS TO: Superintendent 
PAY CATEGORY: Administrator Salary Schedule 
 
POSITION SUMMARY:  The Assistant Superintendent of Curriculum, Instruction, and Assessment is responsible for the 
administration and supervision of curriculum, instruction, and assessment for Pre-K-12, staff development, instructional technology, 
beginning teacher assistance and mentoring, and summer school. 
 
UNIVERSAL EXPECTATIONS:  

1. Recognize that every position in the district contributes to student academic achievement and serves as a role model for all                    
students. 

2. Lead within your department/building to create learning environments and experiences that directly contribute to student               
academic achievement.  

3. Collaborate to identify and respond to student needs in order to support academic achievement. 
4. Prepare for work in a way that supports student academic achievement.  
5. Engage in positive interactions and strengthen relationships with families and community members to support students’               

academic achievement. 
6. Actively participate in district processes to support continuous improvement aimed at increased student academic              

achievement. 
 
ESSENTIAL FUNCTIONS: 

1. Provides continuous improvement to student academic performance. 
a. Serve as an instructional leader for the district to foster a cohesive, clear vision for teaching and learning that aligns                    

all aspects of the district to student academic achievement.  
b. Foster an environment that focuses on quality results while motivating, developing, and supporting staff,              

encouraging continuous improvement, and working effectively as a member of a team. 
c. Gather, analyze, prepare, and present data to support student academic achievement. Identify trends and patterns in                

building and district student achievement data which will be shared to determine resources, materials, and               
professional development opportunities to use to improve student academic achievement.  

d. Work with stakeholders to develop district and building goals that contain strategies to improve student academic                
achievement. 

e. Lead staff in the implementation, monitoring, and evaluation of district and building-level goals relating to student                
academic improvement. 

f. Lead the development, implementation, and evaluation of a program designed to meet the ongoing professional               
growth needs of the certificated staff, including oversight of a two-year mentoring and induction program for                
beginning teachers.  

g. Utilize knowledge of a variety of instructional techniques to coach staff in the improvement of student academic                 
achievement. 

h. Lead, supervise, and provide feedback to staff, and work effectively with teachers to improve instruction and 
increase student academic achievement. 

i. Lead, supervise, and evaluate the performance of all assigned personnel and engage staff in the development of 
professional growth activities designed to support individual school/district goals and programs in order to improve 
student academic realization. 

j. Review and process all external professional development and professional learning activities.  
k. Supervise and oversee the following departments: Title I, Special Education, PAT, and Instructional Technology, in 

addition, to the supervision of instructional staff and district administrators. 
l. Utilize computer technologies to enhance instruction and to manage building functions. 

2. Coordinate the district’s curriculum, instruction, and assessment programs. 
a. Lead the development, implementation, coordination, evaluation, and assessment of educational programs.  
b. Lead the development and periodic review of curriculum, establishing the means to provide a comprehensive 

integrated curriculum.  
c. Lead the district’s testing and assessment programs.  
d. Lead the development, implementation, and evaluation of a program of reporting to parents on the educational 

progress of children.  
e. Lead the selection and purchase of instructional materials, equipment, and textbooks. 
f. Oversee all alternative educational programs.  
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3. Participate as a contributing member to the general administration of the school district. 

a. Assist with leadership for positive organizational, educational, and instructional change. 
b. Recommend modification of Board policies to the superintendent for policies related to curriculum and instruction 

and notify appropriate people of changes approved by the Board of Education.  
c. Assist in the selection, development, management, and mentoring of all building staff including teachers and 

paraprofessionals. 
d. Create and submit all reports and data required by state and federal law and the superintendent.  
e. Set high expectations and model behaviors that foster mutual respect, integrity, accountability, and commitment. 
f. Participate in tax levy and bond issue campaigns.  
g. Build and maintain relationships with community leaders and represent the school in the community.  
h. Represent the district at appropriate state and local meetings.  
i. Attend district administrator meetings.  
j. Employ sound fiscal management procedures, methods, and techniques. Follow all fiscal management policies and              

procedures.  
k. Provide effective staff communication; collaborate and resolve conflicts with others. 
l. Work cooperatively with other administrators; advise supervisors and other appropriate district administrators of             

progress, problems, and other information regarding the school's program. 
m. Make clear, persuasive presentations to diverse groups as needed. 
n. Attend meetings of the Board of Education and prepare and present reports to the Board. 

4. Establish positive relationships with persons regardless of race, gender, physical limitation, sexual orientation, or religious 
belief, with an active commitment to equal opportunity for all students and staff. 

5. Actively seeks out grants and alternative funding opportunities approved by the superintendent. 
6. Assist in the selection, assignment, transfer, promotion, and dismissal of instructional and administrative staff.  
7. Continue one’s own lifelong learning, develop talent and leadership skills in others, provide critical feedback, and receive 

critical feedback in order to maintain high standards for one’s self and one’s school. 
8. Exercise good judgment, insight, self-awareness, integrity, and cultural responsiveness when interacting with employees, 

students, and patrons. 
9. Communicate, implement, and adhere to Board policies and administrative regulations to staff. 
10. Regularly work non-traditional hours, including evenings and weekends. 
11. Regularly and consistently attend work. 
12. Follow all Board policies, regulations, and procedures. 
13. Perform all other duties as dictated by law and/or assigned by the Superintendent of Schools or designee.  
 

BASIC REQUIREMENTS: 
1. Specialist Degree in Educational Leadership or Curriculum and Instruction. Doctorate Degree in Education, preferred. 
2. DESE Superintendent Certification 
3. 3-5 years of district level leadership experience. Experience leading curriculum, instruction, and professional development              

preferred. 
4. Ability to work independently and to supervise other staff members. 
5. Excellent human relation skills.  
6. Ability to read, analyze and determine a course of action based on various types of written and verbal information.  
7. Ability to effectively communicate, verbally and in written form, with a variety of clienteles.  
8. Ability to exercise sound judgment and confidentiality on sensitive issues. 
9. Ability to work effectively with all stakeholders. 
10. Calm demeanor for handling stressful situations. 
11. Ability to accomplish tasks that are often interrupted by persons with special and/or immediate needs 
12. Knowledge of a variety of office equipment, instructional technology, software, G. Suite, and other programs.  
13. Knowledge of federal, state, and local legal guidelines and Board policies and procedures.  

 
PHYSICAL DEMANDS: 
While performing the duties of this job, the employee must talk, hear, listen, and respond.  The employee works primarily at a 
computer and may be required to sit for long amounts of time. The work setting involves performance in an environment with various 
levels of staff to supervise and the accomplishment of tasks that are often interrupted by persons with special and/or immediate needs.  
The employee must be able to work non-traditional hours, including evenings and weekends. The employee must frequently lift and/or 
move up to 25 pounds such as paperwork, boxes, and equipment. The employee will occasionally lift and move up to 75 lbs. Specific 
vision abilities required by this job include close vision, color vision, and peripheral vision.. The employee must independently 
transport him/herself to various sites in the district as well as other sites out of the district for various types of meetings and events. 
The foregoing is not an exclusive list, and the employee may be required to exceed the minimum physical demand specifications 
should the safety and security of students and staff be compromised. The above physical demands are representative of those that must 
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be met by an employee to successfully perform the essential duties of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job duties. 
 
WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee encounters while performing the 
essential duties of this job.  While performing the duties of this job, the employee regularly works indoors. The noise level in the work 
environment is usually at a low to loud. The employee interacts with students, staff, and the public.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential job duties. 
 
The information contained in this job description is for compliance with the Americans with Disabilities Act (ADA) and is not 
an exhaustive list of the duties performed for this position. Additional duties are performed by the individuals currently 
holding this position and additional duties may be assigned by the Supervisor. 
 
This job description in no way states or implies that these are the only duties to be performed by the employee occupying this                       
position. Employees may be required to follow other job-related instructions and to perform other job related duties as                  
requested, subject to all applicable state and federal laws. 
 
De Soto #73 Public School District is an equal opportunity employer. All aspects of the District programs are offered without 
regard to race, color, national origin, sex, sexual orientation, gender identity, age, or disability in compliance with employment 
procedures.  
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