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Coordinator of Math & Science

Asst. Supt./Curriculum & Instruction
Exempt

Curriculum & Instruction

Human Resources

September 24, 2020

13023

e This job description is intended to convey information essential to understanding the scope of
the job and the general nature and level of work to be performed. This job description is not
intended to be an exhaustive list of qualifications, skills, efforts, duties, responsibilities, or
working conditions associated with this position.

e There are marginal tasks employees are required to perform that are incidental to the primary
duties and responsibilities.

e Positive personal characteristics required of all employees such as honesty, integrity,
sobriety, and communication skills are presumed qualities.

Primary Duties and Responsibilities:

e Provide coordination and delivery of training and support services in the assigned-areas of
mathematics and science

e Coordinate the planning, implementation, articulation, and evaluation of assigned curriculum
programs or services

heeded Actively seek opportunities to

bring fundlnq resources, and recoqnltlon to dlstrlct curriculum projects

e Demonstrate knowledge and understanding of assigned curriculums, programs or services area
e Assist in the evaluation and selection of materials, equipment or other products to provide
mathematics or science services to the District, schools, teachers, and/or parents

e Assist school personnel in implementing mathematics/science programs and initiatives
e Serve as a liaison to the Florida Department of Education as assigned

e Direct and coordinate project planning to involve District and school personnel, community
representatives, and others when appropriate

e Serve as a program services consultant to staff members and to District, school or
family/community members

¢ Maintain a close working relationship with District and school personnel to ensure information
exchange, coordination, and support for the decision-making process and the collection of
feedback concerning services
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Facilitate the development, implementation, and evaluation of staff development activities in

content,-service-orproject-area-mathematics and science
Keep well-informed about current trends and best practices in centent,-service-or-project-areas-

mathematics and science
Keep abreast of federal and state laws, rules and policies reIevant to assrgned area

Conduct needs assessments, provide awareness activities, and deliver or coordinate professional

development training to assist the District with eurrietium-revisior-er-program-tmplementation-

initiatives to improve student performance in the areas of mathematics and science

Attend training sessions, state & national curricular conferences, and workshops to keep abreast
of current practices, programs, and legal issues

Model principles of Iearnrng and effectrve teaching in mstructlonal theory

Prepare and submit required reports and maintain appropriate records
Assist in developing and implementing the department budget
Serve on District, state, or community councils or committees as appropriate or assigned

Supperttllelgeal_s and-profities ot the El |st||£et onal

Establish or assist in establishing goals and objectives for mathematics/science programs or
projects
Support and participate in the implementation of the District’s Strategic Curricular Plan

Demonstrate initiative in identifying potential problems or opportunities for improvement and take
appropriate action

Provide appropriate information to the Superintendent, Assistant Superintendent, or other district
personnel as requested

Supervision Received:

Assistant Superintendent, Curriculum and Instruction

Supervision Exercised:

Activities, instruction, and staff development of all District teachers in assigned curricular areas in
cooperation with site administrator

Minimum Qualifications & Skills:

o Masters degree or hlgher from an accredrted mstrtutron in the assigned area of specialization;-
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e Currently hold or eligible for Florida teaching certificate in assigned area(s) of specialization

e Successful completion of the Potential Candidate Training (PCT) or Potential School Leaders
(PSL) Program; or willingness to complete next available training

e Eight to ten years’ experience in public school education as a teacher

e Documentation of leadership experience at the school, district, or state level in the area of
specialization

Preferred Qualifications & Skills:
e Experience as a school administrator

Physical Demands

Exerting up to 20 Ibs. of force occasionally and/or up to 10 Ibs. of force as needed to move objects. While
performing the responsibilities of the job, the employee is required to talk and hear. The employee is often
required to sit and use their hands and fingers, to handle or feel. The employee is required to stand, walk, reach
with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl. Vision abilities required by this job
include close vision.

Reasonable accommodations may be made to enable individuals with disabilities to perform essential
functions.

Terms of Employment:
Approved Compensation Plan

Administrative Salary Schedule

Job Benefits:

Pension or Investment Plan provided by the Florida Retirement System (FRS)
Personal and family health care plans available include medical, dental and vision
Paid sick leave and optional personal leave

Generous paid holidays
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