
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 
Position:     Director of Assessment and Accountability 
 
Supervisor:    Deputy Superintendent for Instruction 
 
General Job Description:  Manage state, district, and school assessment training and administration, as well as 

accountability requirements of the PED. 
 
Essential Duties and Responsibilities: 
 

1. Assist principals in the interpretation and effective use of various data. 
2. Supervise the work and personnel in the Instructional Resource Center (IRC) including projects and 

workshops. 
3. Assist in the preparation of required documentation for the PED. 
4. Advise administrators of Accountability requirements. 
5. Facilitate and monitor accountability documents for each site, district and PED. 
6. Read, interpret, and apply laws, rules and regulations. 
7. Demonstrate foresight, examine issues and takes initiative to improve the quality of education in the 

community. 
8. Embrace and encourage the acceptance of diversity. 
9. Use effective people skills to communicate. 
10. Provide and maintain an environment where optimal student growth can take place. 
11. Demonstrate instructional leadership. 
12. Demonstrate an understanding of the dynamics of the educational organization. 
13. Effectively manage the resources for which he/she is responsible including personnel, finances, 

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

development. 
16. Use supervision, staff development and performance evaluation to improve the instructional process of 

the school.  
17. Comply with all School Board policies and administrative regulations. 
18. Deal with information that is confidential regarding personnel and labor relations issues. 
 

Additional Duties and Responsibilities: 
 

1. Advise principals of testing/assessment requirements, use and security. 
2. Assist in creation, dissemination, and communication of assessment performance reports for each site, 

district, community and PED. 
3. Demonstrate understanding and proficient use of current software related to assessment and 

accountability. 
4. Plan, coordinate, and facilitate test administration of all District and NMSAP testing. 
5. Establish testing schedules and attend all state and local testing training. 
6. Investigate and resolve testing irregularities. 
7. Coordinate the printing, review, and correction of the student data report, as it exists in student data 

management system. 
8. Maintain test inventory, and process test orders and purchases. 
9. Attend PED Accountability meetings as needed. 
10. Maintain documentation of Section 504 records. 
11. Perform other duties as assigned by the immediate supervisor and/or Superintendent. 

 
 
 



Qualifications: 
 

1. Master’s degree. 
2. Valid New Mexico administrative license as required by the State of New Mexico. 
3. Five years of experience in public school administration, supervision, and data analysis. 
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 multi-media 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. 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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