
North Hopkins ISD is currently seeking a qualified and experienced individual for a district level
position to be the director of Curriculum and Testing, State and Federal Programs,
ESL/ADA-504/GT/Title IX, and Grants and Compliance.

JOB TITLE: Director/Coordinator of Instruction, Accountability, State and Federal Programs
(ESL/ADA-504/GT/Title IX, and Grants and Compliance); District Testing Coordinator

REPORTS TO: Superintendent/Designee
WAGE/HOUR STATUS:Teacher Pay Scale plus extra days
DEPT/SCHOOL: North Hopkins ISD

Primary Purpose: Coordinate the strategic planning and implementation of instruction,
accountability, and state & federal programs. Ensure that the development and delivery of
curriculum and instructional programs are effective and efficient, incorporate district goals, and
support student achievement. Coordinate major special program areas related to state & federal
programs to ensure compliance with all state and federal mandates. Oversee and
coordinate assessment, accountability, and testing services for the district; Implement state and
federally mandated student assessment programs and analyze and interpret results to identify
student performance trends.

Special Knowledge/Skills:
Evidence of experience in curriculum, instruction and leadership
Evidence of evaluation of instructional programs and teacher effectiveness
Ability to interpret, analyze and evaluate instructional data
Ability to evaluate and provide instructional leadership and management of instructional
programs
Ability and desire to utilize technological advances as an integral part of curriculum planning,
delivery, and assessment, as well as staff development and administrative processes
Ability to manage budget and personnel
Ability to implement policy and procedures
Evidence of competence in assigned areas
Knowledge of and comprehensive understanding of federal and state programs and funding
Knowledge of Response to Intervention programming
Knowledge and comprehensive understanding of the State and Federal Accountability Systems
Knowledge of testing rules and regulations
Ability to coordinate testing with campus personnel
Advanced computer and technology skills
Ability to interpret policy, procedures, and data
Experience in conducting staff development and/or training
Strong organizational, communication, and interpersonal skills



Qualifications:
Education/Certification
Required: Bachelor’s Degree and Texas Teacher Certification
Required: Master’s Degree in Education Administration or Curriculum & Instruction
Preferred: Superintendent Certification

Experience:
Required: Three years’ experience as a classroom teacher
Required: Five years’ experience in instructional leadership roles

Major Responsibilities and Duties:

Instructional and Program Management:
1. Exhibit strong knowledge of best practices utilized in secondary and elementary courses with
an emphasis on differentiation, small group instruction, integration of technology, and
data-driven planning and instruction.
2. Oversee the development and delivery of curriculum and instructional programs that
incorporate district goals and support student achievement.
3. Prepares applications and amendments for projects funded within the guidelines of all Title,
Bilingual/ESL, and other applicable state & federal programs.
4. Develop and implement federal or state aid programs including but not limited to Title I, Title
IIA, Title IID, and Title III.
5. Administer and monitor all aspects of applicable state and federal programs.
6. Remain current on laws and requirements regarding each state and federal program, and meet
with related staff to interpret and implement regulations.
7. Monitor for adherence to applicable state and federal program guidelines and regulations.
8. Assist in the development of administrative guidelines and district procedures with other
instructional programs and services.
9. Participate in and assist in leadership of the district-level decision-making process to establish
and review the district’s goals and objectives and major classroom instructional programs.
Ensure that goals and objectives are developed using effective collaborative processes and
problem-solving techniques.
10. With the Superintendent and Principals, participate in the preparation and implementation of
the District Improvement Plan and Campus Improvement Plan planning processes.
11. Monitor and evaluate instructional programs on an ongoing basis using input from teachers,
principals, and other instructional staff, applied research, and student data to determine
effectiveness and improve outcomes. Recommend changes and adjustments where appropriate.
12. Ensure that the necessary time, resources, materials, and technology to support
accomplishment of educational goals are available.



13. Engage instructional staff in evaluating and selecting instructional tools and materials to meet
student learning needs.
14. Coordinate the ordering and use of instructional aids and materials for assigned subject areas.
15. Actively support the efforts of others to achieve district goals and objectives and campus
performance objectives.
16. Oversee staff development programs and provide effective training and activities that support
instructional programs, incorporate input from teachers and principals, and are consistent with
the district’s mission.
17. Support and mentor principals and instructional staff as requested.

Accountability and Assessment Program Management:
18. Train campus test coordinators and staff on proper assessment procedures including materials
management, confidentiality, and test security.
19. Monitor additional Rater training required for specialized assessments (TELPAS, etc.) and
determine the process of certification record maintenance.
20. Collaborate with other staff in order to ensure the successful implementation of the state
assessment program for specialized student groups (ELL, SPED, etc.) that may require
accommodations, modifications, etc.
21. Maintain processes for state and federal testing irregularities and incident reporting that
include investigations as warranted and/or directed by district, state, or federal officials.
22. Monitor and/or attend all assessment and accountability training sessions required by TEA
and participate in Regional and State level conferences to keep current with the compliance
requirements of state and federal assessments (STAAR, TELPAS, etc).
23. Provide leadership as it relates to State test materials. Order, pre-register students, receive,
inspect, document, distribute, and return both secure and non-secure testing materials in
accordance with TEA inventory policies within established timetables and deadlines.
24. Ensure data integrity as related to state and federal testing systems, including transmission of
student registration files, receipt of student result data files, and transferring assessment result
files.
25. Oversee the implementation of the local assessment program (CBAs, campus benchmarks,
interim assessments, etc.)
26. Analyze assessment data to understand students’ strengths and weaknesses including
longitudinal data.

Policy, Reports, and Law:
27. Ensure compliance with policies established by federal and state law, State Board of
Education rules, and local board policy in curriculum and instruction area.
28. Compile, maintain, and file all reports, records, and other documents as required.
29. Follow district safety protocols and emergency procedures.



Budget:
30. Oversee and collaborate with the Superintendent, Business Manager, and Principals
regarding the curriculum and instruction and state and federal fund budgets based on
documented program needs and ensure that operations are cost effective and funds are managed
prudently.

Personnel Management:
31. Prepare, review, and revise job descriptions in curriculum, instruction, federal programs,
and/or accountability as needed.
32. Evaluate job performance of employees to ensure effectiveness, as requested.
33. Select, train, evaluate, and supervise staff and make recommendations relative to assignment,
retention, discipline, and dismissal.

Communication:
34. Ensure that established goals and expectations related to implementation of the curriculum
and instruction programs are communicated clearly, consistently, and in a timely manner.
35. Establish and maintain a professional relationship and open communication with principals,
teachers, staff, parents, and community members.

Community Relations:
36. Articulate the district’s mission, instructional philosophy, and curriculum implementation
strategies to the community and solicit its support in realizing the district’s mission.
37. Demonstrate awareness of district-community needs and initiate activities to meet those
needs.
38. Use appropriate and effective techniques to encourage community and parent involvement.

Other:
39. Prepare and deliver written and oral presentations on curriculum, instruction, and
accountability issues to the board, principals, teachers, parents, and community groups.
40. Attend meetings of the board as requested.
41. Stay abreast of current research and best practices in instruction, accountability, and federal
and state programs and adjust plans, policies, and procedures accordingly.
42. Stay abreast of state and federal public policy changes that could impact the district.

Supervisory Responsibilities:
Supervision of employees who are involved in the administration of student testing.



Mental Demands/Physical Demands/Environmental Factors:

Tools/Equipment Used: Standard office equipment including personal computer and peripherals

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting

Motion: Repetitive hand motions, frequent keyboarding and use of mouse; occasional reaching

Lifting: Occasional light lifting and carrying (less than 15 pounds)

Environment: Occasional regional and statewide travel

Mental Demands: Work with frequent interruptions; maintain emotional control under stress


