
 
JOB DESCRIPTION INSTRUCTIONAL COORDINATOR 

 
 
Position Description: The primary function of the Instructional Coordinator is to provide 
training and supervision to teachers and staff to assure implementation of instructional 
objectives, lessons, intervention measures, math program and general strategies that are 
congruent with the needs of students at ROA.  
 
The Instructional Coordinator supports the staff in identifying and/or using appropriate 
educational resources, including supports and curriculum aligned with the California State 
Standards and each students’ Personalized Learning Plan.  
 
The Instructional Coordinator will support staff in acquiring the skills and application of best 
practices to enhance professional growth of staff in instructional practices for all students to raise 
the level of student achievement and to support students in learning essential academic skills that 
will contribute to their growth. The Instructional Coordinator will work closely with the Lead 
Teacher and the Director.  
 
The Instructional Coordinator will be the Administrator’s Designee and support at the Director’s 
request at either site.  
 
Qualifications:  

1. Multiple or single subject teaching credential; administrative credential 
2. Demonstrated successful experience in collaborative consultation.  
3. Knowledge of best practices in education for all children, including students with special 

needs; knowledge of the development of typical children; knowledge of best practices in 
working with children with a range of issues related to instruction and behavior.  

4. Knowledge of general administrative duties 
 
REPORT TO: Director  
Days worked: 225 @ .5 FTE 
 
Essential Job Functions:  
1. Assists with planning and conducting professional development for staff in collaboration 

with building principal and in alignment with school goals and initiatives.  
2. Develops strategies for maintaining a learning environment conducive to student learning 

and utilizes effective teaching methods and employs a variety of instructional techniques 
appropriate to the age level, interests, and needs of the students.  

3. Maintains ongoing relationships with parents, community providers, and staff regarding 
systems-change initiatives.  

4. Provides appropriate assessment support to identify student capabilities and monitor 
student progress on a regular basis through data analysis and problem solving.  



5. Reviews best practices literature, conducts applied research, and participates in the 
advancement of the field as appropriate.  

6. Provide instructional leadership through curriculum and assessment selection and 
implementation.  

7. Assists teachers with implementing instruction and coaching of families by applying 
knowledge of best practices and California State Standards in instruction for all students. 

8. Assists in the evaluation of staff under the supervision of the Director.  
9. Assists the Director with administrative duties as needed 
10. Is the administrative designee at the resource centers upon Director’s request.  
11. Coordinates, organizes and oversees all state mandated and local assessments. 
12. Assists and organizes data for reports, such as charter renewal, WASC, programmatic 

reports, board presentations, etc. 
13. Provides leadership and assistance with training of staff regarding our SIS entries and 

CALPADS compliance 
14. Assists with IEP meetings and compliance. 
 

 


