
DIRECTOR OF CURRICULUM, INSTRUCTION & ACCOUNTABILITY
POSITION DESCRIPTION

SECTION I: GENERAL INFORMATION
Position Title:
Director of Curriculum, Instruction & Accountability

Employment Status:
Full-Time Exempt

Reports to:

Superintendent/CEO

Position Summary:
Under the direction of the Superintendent/CEO, the Director of Curriculum, Instruction, and Accountability (DCIA)
organizes, coordinates, implements, and participates in the activities that assure educational objectives are
accomplished and accountability metrics are achieved. The DCIA is an active member of the school’s leadership
team, which collaborates regularly on setting the school’s strategic direction. The DCIA is responsible for the
development and implementation of educational standards, facilitating group processes toward common
objectives, the conversion of broad program goals into action plans, and integrating and aligning educational
programs. The DCIA is responsible for instructional leadership of the 6-12 school program and ensures that
educational objectives are aligned to state frameworks and to instructional practices that yield the highest
standards of student achievement, instructional excellence, and community support in all subject areas. This
includes providing development of and oversight for curriculum and instruction, including curriculum audits and
the implementation of recommendations, coaching, leading professional development, leading data-driven
decision-making, and managing all internal academic assessments and data coordination.

In addition, the DCIA plans, coordinates, implements and evaluates the Title programs and develops, directs,
evaluates and administers procedures, programs, budgets, staffing and staff development as related to applicable
programs/services and advises the Superintendent/CEO on matters regarding Instructional Programs school
wide. The DCIA assists the Superintendent/CEO in all matters as defined by the Superintendent/CEO.

The DCIA evaluates and provides leadership for the overall instructional program of the school, with particular
emphasis on the articulation of the program between the middle school and the high school. The DCIA shall be
responsible for the cooperative working relationship among building principals, department heads/teacher leaders
and such instructional and curriculum committees as are necessary to establish a well coordinated program of
education from grade six through grade twelve.



SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES
LEADERSHIP AND ADMINISTRATION:

Tasks involved in fulfilling above duty/responsibility:
● Supervises the effective and efficient implementation of the educational and instructional programs in

compliance with local, state, and federal regulations and the provisions of the school’s Accountability
Plan and its authorizer, the SUNY Charter Schools Institute (CSI).

● Responsible for the development of annual goals and action planning for the 6-12 instructional program.
● Assists in the creation of all reports, records, and other paperwork as required by the Board

of Trustees, the New York State Department of Education, and the Federal Government, and/or
paperwork that may be appropriate to the school's administration.

● Keeps the Superintendent/CEO informed and works cooperatively with all other administrators in the
middle and high schools on school wide matters.

● Leads appropriate professional meetings.
● Establishes and maintains efficient administrative procedures to support the teaching and learning

functions of the school.
● Performs other duties and assumes such other responsibilities as may be assigned by the

Superintendent/CEO.

CURRICULUM AND INSTRUCTION/PROGRAM MANAGEMENT:

Tasks involved in fulfilling above duty/responsibility:
● Responsible for the implementation of curriculum aligned with state frameworks, student and teacher

performance objectives, curriculum standards and proficiencies in all subject areas.
● Directs the development, evaluation, and revision of curriculum and instruction and assumes

responsibility for the implementation of approved programs. Coordinates and articulates curriculum
among and between the grades.

● Responsible for the formulation, planning, and implementation of the professional development
program for professional staff (teachers and administrators).

● Works with building principals and teacher leaders in the evaluation of instructional materials, including
textbooks, digital resources, library/media acquisitions, and other instructional materials.

● Ensures the effective use of technology in the teaching-learning process.
● Provides leadership in developing plans for instructional research; pilot studies for curriculum,

instruction, and technology; and new courses of study.
● Responsible for assessing results of programs and addressing areas in need of improvement.
● Seeks and applies for appropriate competitive grants.
● Responsible for the formulation, planning, and implementation of state and federal grants.

STUDENT SERVICES:

Tasks involved in fulfilling above duty/responsibility:
● Works with building principals and teacher leaders to develop plans for assessing and monitoring the progress

of all students. Coordinates and articulates assessment among and between grades.
● Oversees the planning and delivery of all state and federally funded compensatory education services.
● Creates and monitors the system to maintain individual student records and reports of pupil progress.



PERSONNEL:

Tasks involved in fulfilling above duty/responsibility:
● Assists with recruitment, selection, and training of personnel and makes sound recommendations relative to

personnel placement, assignment, retention, discipline, and dismissal.
● Supervises and manages supervisees in compliance with local, state, and federal law and the policies and

procedures of the school district.
● Observes and evaluates instructional staff in accordance with established procedures.
● With building principals, responsible for developing and directing the orientation and induction program for new

teachers, including assigning mentors.
● Promotes effective communication and cooperation among administrators and teacher leaders.

BUDGET AND FINANCES:

Tasks involved in fulfilling above duty/responsibility:
● Assists in the development of budgets including staffing needs, instructional materials and resources, and

provision for the activities of the school.
● Coordinates the preparation of department and program budget requests through the improvement planning

process.
● Develops, monitors, and maintains state, federal, and competitive grant budgets.

SCHOOL-COMMUNITY RELATIONS:

Tasks involved in fulfilling above duty/responsibility:
● Promotes and assists in the coordination of effective communication.
● Promotes effective communication among all members of the school community.
● Develops and maintains good relations with the school community.
● Provides for two-way communication with principals, teachers, staff, parents, and community.
● Demonstrates skill in conflict resolution with administrators, parents, teachers, staff, and community.
● Articulates the school’s mission, instructional philosophy, and curriculum implementation strategies to the

community and solicits its support in realizing the school's mission.
● Demonstrates awareness of school-community needs and initiates activities to meet those needs.
● Demonstrates use of appropriate and effective techniques to encourage community and parent involvement.
● Monitors professional research and disseminates ideas and information to other professionals.
● Seeks talent and support from the community to further the educational goals of the school.
● Works cooperatively with colleagues within the school and from other schools.
● Serves on school wide committees, participates in school wide activities, and represents the school as

warranted, or as directed by the Superintendent/CEO.

PROFESSIONAL GROWTH:

Tasks involved in fulfilling above duty/responsibility:
● Sets goals for self-improvement; carries out individual growth plan developed with the Superintendent/CEO.
● Maintains a high level of competence in the field of education, remaining current in issues related to areas of

responsibility.
● Maintains a high level of personal integrity and a strong work ethic.



SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS
EDUCATION/KNOWLEDGE REQUIREMENT: Minimum education required to perform adequately in position
could reasonably be attained only by completing the following:

REQUIRED EDUCATION/TRAINING

less than high school diploma DEGREE INFORMATION:
Type of degree: (B.S., M.A., etc.)
Specialist Degree - Master’s or higher

High school diploma or GED. Major field of study or degree emphasis:
Educational Administration or Educational
Leadership or commensurate experience.1 year college 2 years college

3 years college 4 years college

1st year graduate level Essential knowledge and specialized subject
knowledge required to perform the essential
functions of the job:

X 2nd year graduate level ● Assessment, data, and school improvement
process

● Strong decision-making, analytical and
organizational skills.

● Application of research and data to improve
the content, sequence, and outcomes of the
teaching-learning process.

● Advanced skill in dealing with students and
staff with diverse needs at various levels.

● Knowledge and understanding of curriculum
development and program evaluation, child
growth and development, effective
instructional strategies, classroom
management, learning assessment
and diagnosis, and research related to
learning.

● Knowledge of varied instructional strategies,
how to support the needs of diverse learners,
delivery methods, assessment, and staff
development techniques for improvement of
instruction.

● Intermediate to advanced knowledge of, and
ability to, develop, monitor and evaluate
curricular and instructional plans.

● Knowledge of understanding of adolescent
physical, emotional, and intellectual
development.

● Knowledge of and experience with culturally
responsive education and restorative
practices.

Doctorate Level

Required Work Experience in Addition to Formal Education/Training:
● At least five classroom years teaching experience, or equivalent, is required.

Required Supervisory Experience:
● Minimum three years administrative experience supervising instructional programming and staff, or equivalent,

is required.
● Experience with and/or knowledge of charter schools in terms of governance, accountability, and authorization

preferred.



LICENSE/
CERTIFICATION

Licenses/certification required upon hiring:
● Possess or be eligible for NYS School Building Leader (SBL)

and/or School District Leader (SDL) Certification, or
commensurate experience.

ESSENTIAL QUALITIES AND SKILLS REQUIRED TO
PERFORM THE WORK

● Demonstrated proficiency in the use of
technology for curriculum management,
instruction, evaluation, student management,
data management, and communications.

● Excellent leadership and organizational skills.
● Demonstrated ability to communicate

effectively in English, both orally and in
writing, using proper grammar and
vocabulary, multilingual preferred.

● Ability to promote and follow Administrative
policies, and building and department
procedures.

● Ability to communicate, interact and work
effectively and cooperatively with all people,
including those from diverse ethnic and
educational backgrounds. Ability to contribute
to cultural diversity for educational
enrichment.

● Ability to recognize the importance of safety
in the workplace, follow safety rules, practice
safe work habits, utilize appropriate safety
equipment and report unsafe conditions to
the appropriate administrator.

● Excellent interpersonal relations and oral and
written communication skills.

● Ability to effectively present information and
respond to questions from parents,
administrators, community stakeholders, etc.

● Ability to define problems, collect data,
establish facts, and draw valid conclusions.

● Knowledge of curriculum design, planning,
development, implementation and evaluation,
assessment processes and how they should
operate in an effective school.

● Ability to establish and maintain positive
relationships with students, school personnel,
parents, vendors, peers and other
stakeholders.

● Ability to use tact, patience and courtesy
when dealing with others.

● Makes decisions in a timely fashion and
maximizes decision effectiveness by
follow-up actions and documents efforts.

● Ability to understand and be sensitive to
those of culturally and linguistically diverse
backgrounds.


