
NIXA PUBLIC SCHOOLS  
 
  
ADMINISTRATOR JOB DESCRIPTION 
 
Executive Director of Curriculum, Instruction, and Assessment 
Reports to:  Superintendent of Schools  
 
General Summary: The Executive Director of Curriculum, Instruction, and Assessment 
will work collaboratively with others to plan, organize, and provide leadership in the area 
of curriculum, instruction, and assessment, as well as matters related to district 
professional learning (including STEM), federal programs, and data-driven research and 
innovation.  
  
Essential Functions: 
1) Supervise and evaluate the performance of the curriculum, including the revision 

process, and coordinate efforts of district curriculum committees. 
2) Ensure that the work of all curriculum committees results in alignment with the 

Missouri Learning Standards. 
3) Collaborate with appropriate District personnel to develop policy and procedures 

supporting the use of digital devices within curriculum and instruction.   
4) Supervise the implementation of quality instructional strategies, activities, and 

initiatives such as Learning the Nixa Way (LNW). 
5) Oversee student teacher and intern building-level placement. 
6) Communicate and work closely with Executive Directors of Elementary and 

Secondary Education to implement and achieve the district’s curriculum goals. 
7) Act as curriculum department liaison with district, community, and state programs 

such as Early Childhood Special Education, Head Start, community childcare 
programs, community education programs, Children’s Division, and Before/After 
School Program.  

8) Assist administrative team with instructional issues that impact staff.  
9) Collaborate with appropriate district personnel to assist in creation and revision of 

staff evaluation tools. 
10) Implement and assess the process for material and resource selection (including 

textbooks), distribution, and utilization. 
11) Maintain an active awareness of emerging information, trends, and applications for 

technology and learning and knowledge of current research in reading, curriculum, 
instruction, and educational issues while staying abreast of state and federal 
requirements. 

12) Provide collaboration opportunities for K-12 staff to research, design, and evaluate 
district curriculum and assessments. 

13) Oversee district assessment program. 
14) Assist principals, teachers, and district level personnel in the planning, developing 

and implementation of professional learning activities. 
15) Design, implement, and direct a comprehensive teacher leadership and assistant 

principal training program for applicable staff. 
16) Design, implement, and direct a comprehensive training program for all employees 

(workshops, seminars, conferences) to include Kickoff, STAR Summit, and other 
district professional learning days. 



17) Evaluate, interpret, and administer Board policies and programs related to 
professional development, federal programs, and curriculum, instruction, and 
assessment operations of the district and recommend changes to the 
Superintendent as needed.  

18) Recruit, screen, conduct orientation, check references, develop appropriate 
evaluation protocols, and supervise the work of the instructional specialists and 
coaching staff as well as the coordinator of professional learning. Serve as 
resource person for evaluators of instructional coaches’ performance and job-
related activities. 

19) Keep informed of and interpret all court decisions, regulations, statutes, rules, and 
policies affecting his/her position. 

20) Serve as a resource person for the principal and their staff as related to 
professional development, curriculum, instruction, and assessment training needs 
and create database related specifically to the needs of the teacher growth guide 
and administrative evaluation process. 

21) Create, implement, and direct a comprehensive induction program for new 
teachers, including the mentor program, and administration as required by DESE. 

22) Assist in the development and maintenance of professional development records 
for employees and suggest improvements as required by State and Federal law 
and local district policy.  

23) Assist in evaluating the district’s professional development activities and prepare 
and submit district professional development reports.  

24) Assist in securing resource personnel to conduct professional learning activities for 
administrators and teachers.  

25) Development and administration of the staff professional development plan and 
budget for PreK-12, including Board policies related to professional development, 
and assure compliance with State and Federal regulations as they apply to 
professional development.  

26) Participate in budget processes related to his/her job responsibilities including 
securing federal and state funding, as well as actively pursuing other funding 
sources.  

27) Coordinate Federal Programs and direct the Title IVA and Title IIA (professional 
development) programs for the District.  

28) Oversee the district’s 504 process. 
29) Collaborate with others in planning the educational design and functionality of 

district facilities.  
30) Complete federal compliance reports/reviews from OCR, USDE, or other federal 

agencies that are required of the district. 
31) Serve as a member of Academic Huddle. 
32) Attend all school board, administrators, and cabinet meetings.  
33) Perform duties as a member of the Superintendent’s Cabinet of Directors.  
34) Assume other responsibilities/projects as assigned by the Superintendent.  

 
 

Qualifications: 
1. Education Level - Specialist Degree in Educational Administration is required; 

Doctorate preferred. 
2. Certification or Licensure - Appropriate Missouri Administrative Certificate.  
3. Experience desired - Five years of successful administrative experience, 

including PD activities. Knowledge and experience with the implementation and 



supervision of curriculum. Proven track record of managing Federal programs.  
Central Office experience preferred.  Understand and support the District’s 
Comprehensive School Improvement Plan.  Must successfully pass a 
background check and drug test that are satisfactory to the Board of Education.    

4. Other requirements - Strong leadership, communication, and planning skills. 
5. Physical Requirements/Environmental Conditions - Requires prolonged 

sitting and standing; requires stooping, bending, reaching and lifting; requires 
physical exertion to manually move, lift, carry, pull, or push heavy objects or 
materials; must work in stressful and hectic environments; requires the ability to 
handle multiple tasks with frequent interruptions; may require some travel; 
requires physical and emotional endurance; must be able to work long and 
irregular hours; and requires regular and consistent attendance and physical 
presence at the job. 
 

Evaluated By:  Superintendent  
Length of Contract:  11 month (225 days) 
Type of Position:  Exempt 
 
The statements herein are intended to describe the general nature and level of work 
being performed by employees assigned to this classification. They are not intended to 
be construed as an exhaustive list of all responsibilities and duties assigned are at the 
discretion of the superintendent. 
 

Board Approved: 06-25-2020 


