
 

Durham Public Schools Curriculum and Instruction 
Job Description Executive Director 

 
JOB TITLE:  Executive Director of Curriculum and Instruction    

REPORTS TO:  Deputy Superintendent 

SALARY:  Based on State and Local Salary Schedules  

STATUS:  Permanent, 12 months, Salaried, Exempt  

SUMMARY:  
Under limited supervision, perform a variety of supervisory and administrative tasks in directing 
curricular and instructional programming K-12.  Collaborates regularly with district and school-based 
leadership to ensure implementation of instructional resources in all core content areas.  Develops 
district resources; such as pacing guides, curriculum maps, and tools to support learning in a 1:1 
technology environment.  
 
RESPONSIBILITIES & DUTIES  

1. Develops long- and short-range goals and objectives for the improvement of system-wide 
teaching and learning. 

2. Oversee professional development pertaining to K-12 curriculum and instruction’s teaching 
and learning framework.  

3. Assist individual schools and individuals with identifying teaching and learning strengths and 
opportunities for growth.  

4. Work with assistant superintendents (principal supervisors) to share information and 
determine the most effective means of meeting school and student needs. 

5. Assist schools in developing, implementing, and monitoring academic intervention plans to 
address academic concerns. 

6. Develops practices to ensure equitable access to instructional resources for all students.  
7. Collaborate within and across academic departments and operational services to support 

teaching and learning at all schools and ensure a whole learning experience for all students.  
8. Prepare and deliver written and oral presentations to the Board of Education, principals, 

teachers, parents, and community groups; attend regular meetings of the Board; conduct staff 
meetings; attend other related meetings. 

9. Maintain various records and create summary reports of progress in academic services 
10. Assist with long-range strategic planning; assist with developing system-wide budget, plans, 

policies, and activities;  
11. Monitors legislation affecting the school system as it pertains to curriculum and 

organizational development issues. 
12. Performs other related work as required. 
13. Directly supervise the curricular and instructional directors, coordinators, specialists, 

facilitators, and coaches. 
14. Supervise and conduct personnel administration duties for direct report subordinates, 

including hiring and terminations, evaluating, assigning special duties, monitoring attendance 
and travel reports, and granting leave. 

15. Perform other duties and responsibilities as assigned by the Superintendent and/or Deputy 
Superintendent. 

MINIMUM EDUCATION, EXPERIENCE, AND REQUIREMENTS:  
1. Minimum of Master’s degree in education (Doctorate preferred) 
2. School Administrator certification 
3. The combined minimum  total of ten years of educational experience:  
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o Preferred - at least five years of successful elementary and/or secondary teaching experience 
o Preferred -  at least three years of successful school principal experience. 
o Preferred - Instructional leadership experience at multiple levels 

4. Experience in curriculum development and implementation, as well as designing and implementing staff 
development 

5. Experience with managing large budgets including local, state, and federal dollars. 
 
KNOWLEDGE, SKILLS, AND ABILITIES:  
1. Ability and willingness to market and recruit. 
2. Ability to serve as the strong instructional leader and lead the district in fully implementing state standards. 
3. Adept at forging positive relationships between staff, the community, and business partners. 
4. Strong interpersonal and communication skills. 
5. Strong critical reading and writing skills to analyze reports, dis-aggregate data, and write reports 
and memorandums. 
6. Ability to analyze data to identify school and district strengths and challenges and plan accordingly. 
7. Ability to engage and motivate leaders; able to make decisions and manage time well. 
8. Skilled in evaluating and improving staffs performance; strong ability to coach staff for 
growth and continuous improvement. 
9. Ability to manage and monitor to ensure sound fiscal and budgetary practices. 
10. Ability to perform at a high level, as a team player, in a team environment. 
11. Ability to relate well to diverse groups of people. 
12. Ability to remain calm and professional in an environment with shifting proprieties. 
 

 
 PHYSICAL REQUIREMENTS:   
 Must be able to exert a negligible amount of force to move objects; classification consistent  
 with light work.    
                

 
 

DISCLAIMER:   
 

The statements of the job description are intended to describe the general nature and level of work performed 
by an employee in this category.  The description does not contain an exhaustive list of all responsibilities, 
duties, skills, and other requirements necessary of employees to perform in this position.  

 
 

 
               
                             Signature              Date 
 
 
 
 
 
 

  


