
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
Position:     Literacy Coach 
 
Supervisor:     Principal 
 
General Job Description:  To provide leadership, coordination, collaboration, and innovation in 

literacy curriculum and instruction; and assist teachers in promoting the 
educational development of each student by use of research based 
strategies. 

 
Essential Duties and Responsibilities: 
 

1. Exhibit and use theoretical and research based knowledge of literacy instruction. 
2. Be familiar with content areas and approved curriculum. 
3. Assist teachers in recognizing and responding to the multiple needs of diverse learners. 
4. Work with teachers and administrators to develop and use appropriate instructional strategies, 
implementation plans, and assessment tools in the area of literacy. 
5. Use effective people skills to communicate. 
6. Maintain a familiarity with current educational issues through a process of ongoing personal 
development. 
7. Provide ongoing professional development to staff. 
8. Provide constructive feedback to teachers in their approach and instruction. 
9. Demonstrate instructional leadership. 
10.  Model instructional strategies and techniques in classrooms as appropriate. 
11. Comply with all School Board policies and administrative regulations. 

 
Additional Duties and Responsibilities: 
 

1. Facilitate conversations among teachers that result in a common understanding of literacy 
performance standards and benchmarks. 

2. Act as a resource to staff and administrators. 
3. Provide guidance to teachers in the use of data to inform instruction and interventions. 
4. Manage time appropriately. 
5. Create a positive atmosphere that promotes cooperation with the administration, parents, 

coworkers, and students. 
6. Maintain accurate and complete records as required by the District. 
7. Demonstrate public relations skills. 
8. Other duties as assigned by supervisor and/or Superintendent. 

 
Required Qualifications: 

1. Master’s degree in education with a minimum of five years experience. 
2. Experience with elementary programs. 
3. Possess a Level II or III NM License. 
4. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 
Desired Qualifications: 

1. Master's degree or endorsement in reading. 
2. Experience in providing staff development for adults. 
3. Experience in a like position. 

 
 



 
Physical Requirements: 
 

Sitting, standing, lifting, and carrying (up to 50 pounds), reaching climbing stairs, 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. 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. 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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