
 
 

Job Title: Associate Superintendent of Wage/Hour Status: Exempt 

 
 
Reports To: 

Curriculum and Instruction 

 
Superintendent 

 
 

Pay Grade: 

 
 

Administrator 13 

 

Dept. /School: Administration Building Date Revised: 03/09/18 

 

Primary Purpose: 
 

Direct, plan, evaluate and provide leadership for the overall instructional programs of the District. 

Provide leadership of campus operations related to instruction and accountability. Responsible for the 

effective and efficient operation of the Curriculum and Instruction Department. 

Qualifications: Education/Certification: 

Master's degree in education or educational administration 

Valid Texas Administrators Certificate 

 
Special Knowledge/Skills: 

Knowledge of curriculum and instruction at all levels 

Ability to plan effectively, organize, implement, and evaluate plans  

Ability to formulate ideas and communicate effectively 

Strong communication, public relations, and interpersonal skills  

Excellent skill in conflict resolution 

 
Experience: 

Five years’ experience as a classroom teacher 

Three to five years’ experience in instructional leadership roles 

Major Responsibilities and Duties:  

Instructional and Program Management: 
 

1. Serve as a contributing member of the District's Leadership Team and collaborate with the other 
functional units. 

2. Align the work of the Curriculum and Instruction department to monitor school performance and 
assure effective and efficient operation of campuses while providing leadership, support, and 
technical assistance to district and campus staff relative to assessment, curriculum, instructional 
methodology, and the integration of technology. 

3. Provide organizational leadership to ensure the coordinated planning and consistent implementation 
of the district’s strategic plan, making certain that programs and supports are effective and focused 
on student learning and prioritized to meet individual campus needs. 

4. Demonstrate and develop high academic and behavioral expectations, collaborative planning and 
program development, responsive management, and personal accountability within the assigned 
department(s) and all campuses. 



5. Establish an appropriate framework for curriculum documents, procedures and criteria for the 
evaluation of curriculum and a schedule for curriculum planning, implementation, and evaluation. 

6. Establish procedures for the evaluation and selection of instructional resources, supplies, and 
equipment. 

7. Coordinate the planning and development of all Choice Schools and other innovative instructional 
programs. 

8. In collaboration with other members of the administrative and supervisory staff, conduct campus 
visitations to assess program implementation and instructional effectiveness through the calibration 
process. 

9. Provide the supervision of the standardized testing program and other assessment activities to 
evaluate student progress and program effectiveness; 

10. Provide the supervision of the reporting of student performance, including, but not limited to: 
progress reports, report cards, standardized test results, awards, and other accomplishments to 
parents, the school community, and the general public. 

11. Provide leadership in policy development related to curriculum, instruction, and campus 
operations. 

12. Provide effective communication with the Board of Trustees through the Superintendent’s direction. 

 
Personnel Management: 

6. Assign responsibilities, delegate specific tasks, and evaluate the performance of personnel in the 
instructional department. 

7. Ensure the development and implementation of a professional development plan to provide 
appropriate orientation, preservice training, in-service training, and other professional growth 
opportunities for staff. 

8. Foster a work environment and culture that is student-focused and results-oriented and 
place a priority on improving student and staff learning through a rigorous and routine 
accountability structures. 

9. Assist in the development of appraisal procedures for teachers, administrators, 
paraprofessionals, and other staff members. 

10. Consider administrative staff needs; assist in screening and selecting personnel for various 
instructional leadership positions. 

 
Administration and Fiscal Management: 

11. Develop and monitor the annual budget for the Department of Instruction. 
12. Assist with campus budget development to ensure that resources are properly aligned with 

District and campus needs. 

 
School/Community Relations: 

13. Meet and work with community groups on instructional and curriculum matters. 

14. Represent the school district at community meetings and functions as appropriate 

 
Supervisory Responsibilities: 

15. Supervise and evaluate personnel in the instructional department. 

16. Assist in the evaluation of principals. 

17. Other duties as assigned. 

 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and are 

not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 
Working Conditions: 

 
Mental Demands: 

 
Ability to communicate articulately (written and verbal), respond to emergency situations, conduct research and 



obtain accurate information, make decisions quickly, and maintain composure when dealing with stressful 

situations. 

 
Physical Demands/Environmental Factors: 

 
Maintain emotional control under stress. Frequent district-wide and statewide travel. Extended work hours 

during evening or on weekends 

 
 

 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and are 

not an exhaustive list of all responsibilities, duties, or skills that may be required. 


