
CAPISTRANO UNIFIED SCHOOL DISTRICT 
San Juan Capistrano, California 

 
ASSISTANT SUPERINTENDENT, 

CURRICULUM AND INSTRUCTION, 
EDUCATION AND SUPPORT SERVICES 

 
DEFINITION 

 
Under the direction of the Associate Superintendent, Education and Support Services, the Assistant 
Superintendent, Curriculum and Instruction, Education and Support Services, supports the educational programs 
and the Multi-tiered System of Supports (MTSS) programs of the District, by serving as a member of the 
Superintendent’s cabinet, providing leadership and assuming management responsibility to facilitate 
implementation of the mission, vision, values and goals in accordance with the balanced fundamental principles 
of a professional learning community. 
 
EXAMPLES OF DUTIES 
The omission of specific statements of duties does not exclude them from the position if the work is similar, 
related or a logical assignment to this classification. 

1. Develop, plan, collaborate, implement, direct and evaluate curriculum and instruction, health 
services, counseling programs, college and career planning structures and co-curricular and 
athletic programs, instructional goals and processes, designed to meet the unique needs of students 
and community in compliance with state and federal laws and regulations, Board policies, and 
collective bargaining agreements. 

2. Develop, implement and, when necessary, update General and Special Education instructional 
policies and procedures and administrative regulations ensuring compliance with state and federal 
laws and regulations and collective bargaining agreements. 

3. Assist the educational community in understanding the District, state and federal goals, District 
objectives, programs, support services for students, philosophy, and policies and the strategies 
utilized for achieving them. Expand public awareness and outreach to broaden support of public 
schools. 

4. Develop a system that regularly reviews and monitors policies, procedures, and practices to ensure 
all operational systems and academic endeavors are continuously aligned and improved. 

5. Present to the Board of Trustees, Superintendent and/or cabinet regarding educational related 
activities. 

6. Establish a results-based culture through the continuous collection, examination and use of data to 
develop long and short-range plans to improve systems and processes. 

7. Serve as an advisor to the Superintendent and Associate Superintendent on matters related to 
educational programs. 

8. Provide support to the Associate Superintendent with one-time, long-term or on-going special 
projects as needed. 

9. Develop a sound departmental fiscal management system to ensure resources are aligned to 
educational goals and objectives, including alignment and integration of categorical funds. 

10. Promote alignment and continuity of systems and processes and identify and encourage leadership 
potential. 

11. Evaluate, supervise and counsel members of staff to improve employee performance ensuring staff 
adheres to District, state, and federal educational and professional standards. 

12. Prepare and maintain a variety of reports, records and files related to assigned activities and 
personnel. 
 



13. Attend professional learning and conference opportunities regarding District business and other 
topics relevant to this position, and other professional meetings. 

14. Plan, develop, and implement a system of social emotional support for students by delegating 
responsibilities to direct reports credentialed in these areas, with support and accountability. 

15. Develop and implement proactive measures to build positive relationships with parents and 
minimize due process activity. 

16. Assist the educational community in understanding District, state and federal goals and 
objectives, and the strategies utilized for achieving them.  Expand public awareness and outreach 
to broaden support of public schools and special education. 

17. Establish a results-based culture through continuous collection, examination, and use of data to 
develop long and short-range plans to improve instructional processes providing assistance to 
school sites with on-going monitoring and analysis. 

18. Direct, supervise, observe, assess, and evaluate personnel performance ensuring all levels of staff 
adheres to District, state, and federal educational professional standards. 

19. Support the Superintendent and/or the Board of Education in the charter petitioning and 
renewal/non-renewal process. 

20. Broker relationships between charter schools and district departments that meet the financial 
needs of the district and meet the service needs of the charter schools. 

21. Manage all regulatory and compliance aspects of quality charter schools, and support their 
continued operation. 

 
QUALIFICATIONS 

 
Knowledge of: Applicable sections of State Education Code and other applicable laws and collective 
bargaining agreements; the State and Federal Framework in all subjects taught and District curriculum 
standards as appropriate; principles, theories, practices, methods and techniques used in curriculum 
development and classroom instruction; multi-tiered-systems of Support (MTSS), comprehensive assessment 
systems, data-based decision-making, and evidence based literacy strategies, including intervention and 
extension strategies; current trends and research concerning the growth and development of school-age 
students; practices and procedures of efficient organization and supervision; child guidance principles and 
practices; practices, procedures, techniques, and strategies for determining operational effectiveness; 
principles and practices of supervision and training; result and performance evaluation techniques pertaining 
to program and personnel performance effectiveness; human relations, conflict resolution strategies and team 
building principles and techniques; record-keeping and report preparation techniques; effective oral and 
written communication skills; instructional technology; student and program assessment systems; budget 
development and management. 
 
Ability to: Lead, plan and implement efforts in the area of elementary instruction; demonstrate effective, 
organizational, and administrative leadership; assist elementary schools in the implementation of the District 
Strategic Plan; read, interpret, apply, and explain rules, regulations, policies, and procedures; supervise, 
evaluate and discipline subordinates; establish and maintain professional relationships with pupils, parents, 
community members, colleagues and staff; analyze and evaluate data for specific use; demonstrate 
organizational, time management, analytical and problem solving skills; communicate effectively both orally 
and in writing using tact and diplomacy; train and instruct others in performance of their duties; understand 
and carry out oral and written instructions; use interpersonal skills with tact patience and courtesy; maintain 
confidentiality; prioritize workload and conflicting demands; establish and maintain records; comply with the 
District’s customer service standards, as outlined in Board Policy. 
 
Education: Master’s degree from an accredited college or university in a related field. 

 



Experience: Eight years of progressively responsible management experience in public education including 
five years of successful teaching experience, and three years Principal or District level administrator 
experience. 
 
Credential: Valid California Teaching Credential; Valid California Administrative Services Credential. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
03/21 


	ASSISTANT SUPERINTENDENT,
	CURRICULUM AND INSTRUCTION, EDUCATION AND SUPPORT SERVICES
	EXAMPLES OF DUTIES
	QUALIFICATIONS

