
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
Position: District Curriculum Coach 

 
Supervisor: Deputy Superintendent of Instruction 

 
General Job Description: Assist the Deputy Superintendent of Instruction and work with the  

district instruction office in all areas of curriculum and instruction. 
 
Essential Duties and Responsibilities: 
 

1. Demonstrate understanding and proficient management of current software related to curriculum and  
    instruction. 
2. Demonstrate foresight, examine issues and takes initiative to improve the quality of education in the  
    Community. 
3. Develop resource materials and provide district-wide workshops and presentations to help staff  
    streamline and improve their instruction practices. 
4. Supervise all Instructional Coaches in the District and coordinate their activities. 
5. Work with Principals and Department Chairs. 
6. Coordinate Domain Element Coaches (DEC). 
7. Develop and distribute curriculum materials. 
8. Assist with coordination, scheduling and/or presenting professional development. 
9. Ensure correct course code assignment to new and existing courses. 
10. Embrace and encourage the acceptance of diversity. 
11. Use effective people skills to communicate. 
12. Provide and maintain an environment where optimal student growth can take place. 
13. Demonstrate instructional leadership. 
14. Demonstrate an understanding of the dynamics of the educational organization. 
15. Effectively manage the resources for which he/she is responsible including personnel, finances,  
      facilities, programs and time. 
16. Maintain a familiarity with current educational issues through a process of ongoing personal  
      development. 
17. Comply with all School Board policies and administrative regulations. 

 
Additional Duties and Responsibilities: 
 

1. Assist principals in the interpretation and effective use of data. 
2. Manage the instructional materials selection and ordering process. 
3. Coordinate text presentations by vendors as part of instructional materials selection process. 
4. Assist with district instructional reports. 
5. Read, interpret, and apply laws, rules and regulations. 
6. Gather, analyze, and evaluate a variety of data. 
7. Facilitate Student Assistance Team (SAT) process by maintaining current documents from PED, 
     training sites on SAT process and attending district SAT Meetings as needed. 
8. Perform other tasks as may be deemed appropriate by the supervisor and/or superintendent. 

 



Qualifications: 
1. A Master’s degree. 
2. A valid New Mexico teaching license with endorsements as needed. 
3. A 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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