
BRANCHBURG TOWNSHIP PUBLIC SCHOOLS 

Branchburg, New Jersey 

 

Job Description 

Director of Curriculum   

 

I. Title: Director of Curriculum  
 

II. Qualifications: 1. Valid New Jersey School Administrator Certificate or Certificate of 

Eligibility 

2. Experience as Teacher Leader or Coach 

3. Minimum five years of successful teaching experience in the area of 

concentration related to the position. 

4. Demonstrated in-depth knowledge of research-based best practices in 

area of concentration related to this position. 

5. Masters’ Degree in Education preferred 

6. Demonstrated leadership skills in the areas of instruction, curriculum 

development, educational uses of technology, program evaluation, 

staff development, school improvement, and human relations 

7. Strong interpersonal, collaboration, and communication skills 

 

 

III. Primary 

Function: 

Work to achieve district educational goals and objectives by promoting 

active learning in the classroom using board-adopted curriculum and other 

appropriate learning activities: 

1. Work cooperatively and collectively with principals/assistant 

principals, supervisors, and staff to ensure that instructional programs 

and services are coordinated in the schools and are administered 

uniformly and equitably. 

2. Provide leadership in students’ development of 21
st
 century skills. 

3. Assist in the implementation of the district’s professional development 

program for the instructional staff and recommend teacher attendance 

at conferences and participation in other professional growth 

activities. 

4. Model effective teaching strategies within the classroom. 

5. Coordinate scheduling of in-service sessions and workshops that 

support district goals. 

6. Keep abreast of and interpret to the staff the current research in the 

areas of curriculum development, teaching and learning, assessment, 

differentiated instruction, and 21
st
 century skills 

7. Assume a leadership role in technology usage as applied to curriculum 

and assessment. 

 

 

Reports to:  Superintendent of Schools 

 

Supervises:  All certified teaching staff  

 

 



Major Duties and Responsibilities: 

1. Establish and promote high standards and expectations for students and staff for 

academic performance and responsibility for behavior. 

2. Work cooperatively and collectively with Principals, staff and other supervisors to ensure 

that all curriculum programs and services are coordinated in the schools and are 

administered uniformly and equitably. 

3. Ensure coordination of services and articulation between the secondary and elementary 

levels of by communicating frequently with the Superintendent, Director of Student 

Services and Principals on a regular basis. 

4. Provide supervisory and coordinating responsibility for the development and 

implementation of curriculum aligned to the New Jersey Student Learning Standards. 

5. Plan, organize, implement, supervise, coordinate and evaluate programs to ensure that 

each student meets and exceeds the New Jersey Student Learning Standards, consistent 

with the mission, philosophy, values, and instructional goals of the district, and meeting 

all laws, codes, Board policies and regulations.  Leadership of the program shall include: 

 

a. use of data to identify student and instructional needs;  

b. clear procedures for the operation and functioning of the various programs; 

c. curriculum development to meet the NJSLS 

d. vertical and horizontal articulation of skills and content sequence; 

e. coordination among the content areas; 

f. consistent and regular program evaluation; 

g. personnel supervision and evaluation; 

h. personnel recruitment and recommendations for selection when vacancies occur; 

i. orientation and assistance for new staff members; 

j. communications among staff; 

k. staff development to expand and improve skills; 

l. analysis of assessments to improve instruction; 

m. resources and personnel scheduling; 

n. coordination of services with community agencies and resources; 

o. coordination and close working relationships with State and county officials, and 

with colleagues in other school districts; 

p. evaluation and selection of instructional materials and equipment; 

q. budget development and implementation; 

r. application for grants and monitoring grants; and compliance with all State and 

federal mandates 

s. coordination and close working relationships with State and county officials, and 

with colleagues in other school districts; 

t. evaluation and selection of instructional materials and equipment; 

u. budget development and implementation; 

v. application for grants and monitoring grants; and 

w. compliance with all State and federal mandates. 

 

6.  Collect and analyze data, particularly state assessments, benchmark assessments, and 

formative assessments, regarding the achievement of students and other pertinent 

information affecting the design and implementation of services and science, technology, 

engineering, arts and mathematics programs, using the information to recommend new 



programs and modifications in existing programs.  Share with staff the results of State 

and other assessments. 

7. Provides oversight for the District Testing Calendar and the administration of 

State or District Mandated Assessments.Prepares comparative student 

achievement data analysis and reports and make them available to district 

administration and instructional staff, as well as: 
a. Prepares analysis of assessment data for each tested grade level across all 

schools within the district, comparable districts by district factor groups; 

and data with state averages 
b. Prepares analysis of demographic, achievement and performance data  
c. Ensures data is provided in an appropriate format and accompanied by an 

effective analysis 
d. Provides on-going trainings for staff on analyzing assessments and 

district/student achievement data 
8. Completes analyses and written summaries of data from formative and summative 

assessment/testing as well as evaluation projects. 
9. Provide leadership and coordination in the development of curriculum and the 

implementation of instructional programs of the district, evaluating programs and 

services on a regular basis to encourage the use of a variety of instructional strategies and 

materials consistent with research on learning and child growth and development.  

10. Ensure that all academic programs engage the learner in tasks that require analytical and 

critical thinking, problem solving, and creativity, that they address each student’s needs, 

interests, and skill levels, that they encourage the student to define individual goals and 

accept responsibility for learning, and that they provide a variety of methods for the 

student to demonstrate performance and achievement. 

11. Assumes responsibility for staff and programs for academic enrichment and academically 

gifted students.  

12. Organize and implement a system for the evaluation and selection of equipment and 

materials that are free of prejudice and stereotyping and designed to meet NJSLS, using 

staff identified criteria reflecting the needs of the program. 

13. Ensure that the library media services are effectively used and support the instructional 

program. 

14. Review instructional and grading policies, procedures, and standards to ensure 

consistency across the various grade levels. 

15. Supervise personnel assigned to ensure that all responsibilities are met and exceeded.  

Evaluate lesson plans and observe classes on a regular basis. 

16. Guide principals in developing individual staff members’ Professional Development 

Plans. 

17. Recommend to the Principal the renewal, dismissal, withholding of increment, promotion 

or other actions for all personnel assigned, following established procedures and 

timelines. 

18. Recommend staffing needs and assist with the recruitment and selection of new 

personnel.  Provide orientation and assistance and monitor the performance of new staff. 

19. Provide opportunities for effective staff development that address the needs of the 

mathematics, science and technology program, including, workshops, conferences, 



visitations, demonstration lessons and sessions in which the staff shares successful 

practices and strategies. 

20. Monitor instructional areas to ensure that the facilities support instruction and are 

attractive, organized, functional, healthy, clean, and safe, with proper attention to the 

visual, acoustic, and thermal environments. 

21. Establish a professional rapport with students and with staff that earns their respect, 

maintaining visibility with students, staff, parents, and the community. 

22. Display the highest ethical and professional behavior and standards when working with 

students, parents, school personnel, and agencies associated with the school. 

23. Keep the staff informed about the academic programs and services and seek ideas for the 

improvement of instruction.  

24. Conduct meetings as necessary for the proper functioning of the academic programs. 

25. Prepare grant and other applications as requested by the Superintendent. 

26. Recommend budgets to support the instructional program. 

27. Coordinate the purchasing of instructional materials and equipment under the supervision 

of the Superintendent. 

28. Communicate with the Superintendent and with the Principals regularly about the needs, 

successes, and general operation of the various programs and services. 

29. Summarize, interpret, and disseminate current developments in instruction, learning 

theory and cognitive research through reading of professional journals, participation in 

professional development, and involvement in professional organizations. 

30. Identify staff development activities outside of the district and share with appropriate 

staff. 

31. Assist in the coordination of the New Teacher Induction Program. 

32. Perform other duties as may be assigned by the Superintendent of Schools (especially 

related to teacher assistance with use of educational technology tools in the classroom).  

 

Terms of Employment: 

 

Work year is 12 months. 

Salary to be set by the Board of Education. 

 

Evaluation: 
 

Performance of this job will be evaluated annual in accordance with state law and the 

provisions of the Board’s policy on evaluation of certified personnel. 

 

Approved on:  August 18, 2016 


