
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 
Position:    Grant Programs and Instructional Services Specialist 
 
Supervisor:    Deputy Superintendent of Instruction 
 
General Job Description:    To write and report on district grants, coordinate secondary career 

programs, and assist with district instructional services 
 
Essential Duties and Responsibilities: 
 
1.   Work cooperatively with colleagues, supervisors, and administrators. 
2.   Demonstrate ethical behavior. 
3.   Engage in self-development. 
4.   Follow district policies and administrative rules and regulations. 
5.   Maintain behavior appropriate to performing and accomplishing assigned duties. 
6.   Know what to do to successfully complete assigned work. 
7.   Project over-all concern for personal appearance as it relates to job performance. 
8.   Carry out assignments and instructions from supervisor(s) in a competent and efficient manner. 
9.   Work in a safe manner with personal safety and the safety of others as the number one priority. 
10. Communicate with supervisor and co-workers. 
11. Research grant programs and plans. 
12. Research and write funding applications. 
13. Coordinate and lead the activities of a grant program. 
14. Write or assist in writing applications. 
 
Additional Duties and Responsibilities: 
 
1.   Write grant applications and submit applications in accordance with grant/district requirements. 
2.   Prepare quarterly or annual reports as required by granting agencies. 
3.   Review revenues and expenditures and project status to ensure proper expenditures are made for grant 
      projects. 
4.   Oversee and expand CHS Career Center. 
5.   Assist with Career Pathways expansion and development of courses, and areas of certification. 
6.   Plan/Schedule career programs, speakers, demonstrations. 
7.   Plan/Schedule career counseling and testing. 
8.   Serve as District Liaison for Upward Bound/Trio and Gear Up, complete and maintain documentation.      
9.   Assist with creation of and/or updating of district forms, manuals, handbooks, and documents. 
10.  Assist with district instructional reports. 
11.  Assist with district oversight of handbooks, cum folders, procedural issues. 
12.  Read, interpret, and apply laws, rules and regulations. 
13.  Gather, analyze, and evaluate a variety of data. 
14.  Perform other tasks as may be deemed appropriate by the supervisor and/or superintendent. 
 
Qualifications: 
 
1. Master’s degree.  
2. Valid New Mexico teaching license with endorsements as needed.  
3. Valid driver’s license.  
4. Such alternatives to the above qualifications as the Superintendent may find appropriate and acceptable. 
 
Physical Requirements: 



 
Sitting, standing, lifting and carrying (up to 50 pounds), climbing stairs, reaching, squatting, kneeling, and 
moving light furniture may be required. 
 
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. 
 
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 
hours work may be required. Flexible hours and travel for research and training may be required.  
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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