
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 

Position:      Director of Music Education 
 
Supervisor:     Deputy Superintendent of Instruction 
 
General Job Description:  To administer, supervise, and coordinate the music curriculum, activities, and 

employment. 
 

Essential Duties and Responsibilities: 
 

1. Demonstrate foresight, examine issues and take initiatives to improve the quality of education in the 
community. 

2. Embrace and encourage the acceptance of diversity. 
3. Use effective people skills to communicate. 
4. Provide and maintain an environment where optimal student growth can take place. 
5. Demonstrate instructional leadership. 
6. Demonstrate an understanding of the dynamics of the educational organization. 
7. Effectively manage the resources for which he/she is responsible including personnel, finances, 

facilities, programs and time. 
8. Use supervision, staff development and performance evaluation to improve the educational program. 
9. Maintain a familiarity with current educational issues through a process of ongoing personal 

development.  
10. Comply with all School Board policies and administrative regulations. 
11. Interview prospective music teachers and make recommendations.   
12. Review and make recommendations in regard to all music budgets. 
13. In cooperation with the building principals will plan all music trips for the school year. 
14. Fund-raising activities must be coordinated through the office of the coordinator of music with the 

cooperation of the building principal. 
15. All performances involving any music group must have the approval of the Director of Music and the 

school principal involved. 
16. All music staff are responsible to the building principals and the Director of Music regarding 

curriculum development, methods of teaching, and professional relations. 
17. Assist in scheduling all transient and team teachers in music in cooperation with the building principals 

and the Deputy Superintendent of Instruction. 
18. Assist with all music schedules.  Summer music programs will be supervised by the Director of Music 

(pre-school music activities, workshops, clinics, inservice, etc.). 
19. Evaluate secondary music staff on the evaluation cycle in conjunction with building principals, or as 

directed. 
20. With the approval of the Superintendent of Schools will be responsible for public relations regarding 

music personnel and public. 
21. Will be responsible for organizing, supervising, and hosting all local music contest and festivals. 
22. In conjunction with the Deputy Superintendent for Instruction will organize and chair all inservice 

meetings for the music program. 
23. Attend and work with local music booster associations.            
24. Explore new avenues of curriculum development. 
25. Attend all school music performances when scheduling permits. 
26. Recommend qualified substitute teachers in music to building principals. 
27. Approve all professional leaves that involve music personnel.  
28. Recommend, in conjunction with the Deputy Superintendent of Operations, all instrument purchases, 

piano tuning, and repair services. 
29. Develop appropriate criteria for faculty credentials. 
30.  Deal with information that is confidential regarding personnel and labor relations issues. 



 
 

Additional Duties and Responsibilities: 
 

1. Supervise handling of large and small music instruments and other music related equipment. 
2. Supervise use of the following music equipment: 
 a. Portable Acoustical Shell 
 b. Choral Risers 
 c. Instrumental Risers 
 d. Music Racks 
 e. Chairs 
 f. Props 
 g. Sound Systems 

 3. Additional public relations work for Music In Our Schools Month activities. 
4. Perform any additional tasks deemed necessary and appropriate by the supervisor and/or 

Superintendent. 
 
Qualifications: 
 

1. Valid New Mexico school administrative certificate/license. 
2. Valid New Mexico music teaching certificate/license (K-12). 
3. Master’s degree. 
4. Shall have demonstrated the ability to plan, coordinate, and direct a successful district music program 

through at least five years of successful teaching experience. 
5. Valid driver’s license. 
6. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable.  
 

Physical Requirements: 
 

1. Capable of reading musical scores at all performance  levels. 
2. Ability to hear musical pitches. 
3. Physically able to demonstrate proper playing position on all musical instruments utilized in the Clovis 

Municipal Schools. 
4. Physically able to demonstrate proper musical style, technique, and traditional tone quality, 

instrumentally or vocally. 
5. Physically able to play simple piano accompaniments. 
6. Physically able to demonstrate proper marching techniques, i.e., stride step, high knee lift, corps 

marching style, carriage, alignment, instrument position, etc. 
7. Physically able to set-up, move, and dismantle portable acoustical shell, choral and instrumental music 

risers, chairs, music racks, sound equipment, large music instruments (piano, tubas, percussion, etc.). 
8. Physically able to travel long distances for music activity trips. 
 

Safety and Health: 
 
Knowledge of universal hygiene precautions. 
     

Equipment/Material Handled: 
 
 Must know how to properly operate or be willing to learn to operate all multimedia equipment including current 

technology. 
 a. Musical instruments (pianos, organs, tubas, sousaphones, percussion, etc.).                       
 b. Portable acoustical shell. 
 c. Instrumental and choral risers. 
 d. Sound equipment. 



 e. Music materials (music books, sheet music, etc.). 
 f. Music props. 
 g. Chairs. 

 
Work Environment: 
 

Must be able to work within various degrees of noise, temperature, and air quality.  Job responsibilities 
require both inside and outside assignments.  Interruptions of work are routine.  Flexibility and patience are 
required.  Must be self-motivated and able to complete job assignment without direct supervision.   After 
hour work may be required.  May make site or home visits when needed and appropriate.  Must be able to 
work under stressful conditions. 
 
 

Terms of Employment: 
 
 Salary and work year to be established by the Board. 
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