
MODESTO CITY SCHOOLS 
 

Job Description 
JC# 0093 

COORDINATOR, INSTRUCTIONAL SERVICES, K-12 
 

                                                                         
OVERALL RESPONSIBILITY 
 
Under general direction, provide support and assistance to K-12 Program Improvement Schools. 
 
 
SPECIFIC RESPONSIBILITIES 
 
1. Prepare assessment monitoring reports. 
 
2. Coordinate Program Improvement visitations and teams. 
 
3. Prepare data analysis and reports of District programs. 

 
4. Supervise the development, implementation and evaluation of hourly programs. 

 
5. Provide assistance and training to site administration in analyzing and utilizing relevant formative and summative 

assessments. 
 
6. Assist in the development, implementation and evaluation of curriculum in designated areas. 

 
7. Provide recommendations concerning steps to be taken to meet all requirements of Program Improvement with the 

goal of exiting all schools in a timely manner. 
 

8. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 
 

9. Perform other related duties as assigned. 
 
 
WORK YEAR
 
Approved days as specified on the Management Salary Schedule (222). 
 
 
SALARY
 
Management Salary Schedule (Range 131). 
 
 
QUALIFICATIONS 
 
 Knowledge/Ability
  Minimum Requirements: 

Knowledge of and ability to initiate and to apply Education and Government Codes. 
Knowledge of and ability to apply management, budgeting, and contract administration principles and 

practices. 
Knowledge of and ability to apply effective supervision techniques. 
Knowledge of and ability to apply problem-solving processes and techniques. 
Knowledge of and ability to apply curriculum development, implementation, and evaluation procedures. 
Knowledge of and ability to apply textbook selection policies and procedures. 
Knowledge of effective staff development models and programs. 
Ability to understand and implement complex oral and written directions given in English. 
Ability to compose clear, complete, and concise correspondence and reports independently using correct 

grammar, syntax, punctuation, and spelling. 



COORDINATOR, INSTRUCTIONAL SERVICES, K-12 (continued) 
 
 
 
QUALIFICATIONS (continued) 
 
 Experience
  Minimum Requirement: 

Successful administrative experience. 
 
 
 Education/Credential 
  Minimum Requirement: 

Bachelor’s Degree from an accredited college/university. 
Valid California Teaching Credential. 
Valid Administrative Services Credential. 

 
  Desirable Qualification: 

Master’s Degree. 
 

 
REPORTS TO:   
 
Director, Curriculum and Staff Development, K-6 
 
 
Cabinet Approved:  5/15/07 
Board Approved:  10/29/07 


	SPECIFIC RESPONSIBILITIES 

