
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 

Position:    Special Education Literacy Specialist 
 
Supervisor:    Executive Director of Student Support Services 
 
General Job Description: To provide assistance to teachers so that appropriate research-based 

strategies are employed in order for students to achieve literacy. 
 
Essential Duties and Responsibilities: 
 

1. Exhibit theoretical and research-based knowledge of language acquisition and child 
development through middle childhood. 

2. Assist special education teachers in recognizing and responding to the multiple needs of the 
diverse learners in our district. 

3. Assist special education teachers in utilizing a variety of on-going, instructionally based 
assessment approaches to inform and differentiate instruction. 

4. Research, teach, and model best practices used to address the needs of those students who 
struggle with reading and writing. 

5. Assist with implementing a balanced approach of direct teaching using authentic, literature-
based reading and writing opportunities. 

6. Work with special education teachers and administrators to develop and use appropriate 
literacy strategies, implementation plans, and assessment tools. 

7. Assist with district and school-wide literacy initiatives. 
8. Provide ongoing professional development to staff. 
9. Provide constructive feedback to special education teachers in their approach and instruction in 

reading and writing. 
10. Demonstrate instructional leadership and professionalism. 

 
Additional Duties and Responsibilities: 
 

1. Effectively communicate accurate and up-to-date information to special education teachers and 
students in a way that enhances student learning. 

2. Manage time and resources appropriately. 
3. Create a positive atmosphere that promotes cooperation with administration, parents, co-

workers, and students. 
4. Demonstrate concern for students’ and teachers’ well being. 
5. Embrace and encourage the acceptance of diversity. 
6. Maintain a familiarity with current educational issues. 
7. Use current technology for instruction and management purposes. 
8. Be available for consult with parents, students, administration, and peers outside the school 

day, as needed. 
9. Spend time beyond the school day preparing and planning instruction and professional 

development. 
10. Disaggregate and analyze data to target instruction, enhance student learning, and inform 

teacher practice. 
11. Perform all other duties as assigned by immediate supervisor or superintendent. 

 
 
 



Qualifications: 
 

1. Master’s degree preferred in Education. 
2. Minimum of five years teaching experience. 
3. Three years of special education teaching experience in public school setting. 
4. Possess or qualify for a New Mexico License. 
5. 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), 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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