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ASSISTANT SUPERINTENDENT, EDUCATIONAL SERVICES 

Board Approved 02/02/2023 

DEFINITION: 

Under the supervision of the Superintendent, assumes responsibility for the instructional leadership and management of Preschool through Adult 
Education. Specific responsibilities include curriculum, instruction, assessment, communication, due process, safety, extra-curricular activities, 
professional staff development, and guidance services. Actively participates in the formulation and implementation of education code provisions and 
board policies; provides direction in establishing liaison with students, parents, community, higher education, County office of education, industry 
partners, and education consortiums. 

QUALIFICATIONS:  
Experience:  A minimum of five years teaching experience, five years school administrative experience and experience in K-12 curriculum 
development and instructional leadership 
Education:  An advanced degree from an approved institution is preferred 
Credential:  Must possess an appropriate administrative credential 
Other:  Valid California driver’s license 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Make recommendations to the Superintendent regarding programs, policies, and procedures

• Head and coordinate committees responsible for the development, implementation, and evaluation of educational goals

• Lead the effort to design state standards-based curriculum supplementary materials, courses of study, and best instructional practices,
inclusive of all ability levels and district programs

• Foster an environment that encourages principals and staff to be innovative with designated pathways, specialized programs, integrated
and relevant curricula, and effective assessments

• Design and implement professional staff development

• Create a safe and appropriate learning environment at each school for students and staff

• Oversee the continuity of grade level curricula and assessments, as well as articulation of courses and programs between elementary,
middle, high, and postsecondary

• Implement District and Board approved curriculum, instruction, and assessments

• Supervise, mentor, and evaluate principals and other personnel in accordance with the District’s adopted guidelines and procedures

• Assist principals in the development of the school master schedule and registration process

• Assist in the general planning, organization, and management of the District

• Communicate orally and electronically with superintendent, board members, staff, students, parents, industry partners, and community
members for purposes of conveying information, receiving feedback, and participating in thoughtful discussions

• Assist principals in managing school administrative functions (e.g., facilities, equipment, fiscal, technical, food services, student body
accounts, supervision schedules, negotiated agreements) to maintain safe and efficient school operations, following approved policies and
procedures

• Develop and monitor district-wide budgets and grants

• In collaboration with site and program administrators, develop and monitor advisory committees (e.g., Curriculum, Safety/SRO, Career
Technical Education, School Improvement) to coordinate activities, promote communication, and achieve District outcomes

• Oversee promotion/graduation, acceleration, retention, interventions, CTE, grants

• In collaboration with site and program administrators, administer and oversee C & I Specialists, counselors, school resource officers,
testing and assessment and, attendance and due process

• Provide and oversee due process for students on a case-by-case basis

• Assist in the development/writing of board policies and grants

• Serve as a member of the superintendent’s executive staff and attend all regular meetings of the Board of Education

• Title IX Coordinator (see Duty Statement)

• Perform other duties as assigned

KNOWLEDGE: 

• Curriculum State Standards and best instructional practices across subject areas

• Education Code, district policies, district goals, district procedures, federal regulations related to education

• Research based and successful program implementation, online coursework, at-risk student interventions, college articulation, transitional
IEPs

• Leadership and communication styles to address and meet the needs of various school and community stakeholders

• Effective management of school operations

• Technology applications relative to education and administration

• Personnel practices and interpersonal relations
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PHYSICAL REQUIREMENTS: 

Physical abilities include the usual and customary methods of performing the job’s functions and require the following physical demands: occasional 
lifting, carrying, pushing and/or pulling; some climbing and balancing, some stooping, kneeling, crouching; reaching, handling, touching and/or feeling; 
manual dexterity to operate a telephone and enter data into a computer, drive a vehicle. 

Significant physical abilities include ability to sit at a desk, conference table, or in meetings of various configurations for extended periods of time; 
see and read, with or without visual aids, laws and codes, rules, policies and other printed matter, computer screens and printouts; hear and understand 
speech at normal room levels and hear and understand speech on the telephone; speak in audible tones so that others may understand clearly in 
normal conversations. Speak in an understandable voice with sufficient volume to be heard at a normal conversational distance, on the telephone, and 
in addressing groups; physical, mental and emotional stamina to endure long hours sometimes under stressful conditions. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

WORK ENVIRONMENT: 

• The work environment characteristics described here are representative of those an employee encounters while performing the essential
functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

• The noise level in the work environment is usually moderate.

• Employees in this position will be required to work indoors in a standard office environment and come in direct contact with district staff and
the public.
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Title IX Coordinator – Duty Statement 

In coordination with the Equity Compliance Officer, the Title IX Coordinator is responsible for 

monitoring and implementing the district’s compliance with state and federal laws prohibiting 

sex discrimination, including Title IX, Code of Federal Regs., California Code of Regs., and Ed 

Code. The major responsibility is to prevent sex discrimination and sexual harassment of 

students, employees, and others. Particularly when indicated below, the Title IX Coordinator 

should coordinate closely with the district’s Equity Compliance Officer.  

The Title IX Coordinator’s duties include the following: 

Knowledge of Title IX Requirements 

• Develop a working knowledge of current laws, regulations, and guidelines related to sex

discrimination and sexual harassment in public schools, including Title IX, Code of Federal

Regs., California Code of Regs., Ed Code, as well as rules and guidelines adopted by the

California Department of Education (CDE) and U.S. Department of Education’s Office for

Civil Rights (OCR)

• Become familiar with resources and information available from OCR and CDE’s Equity

and Civil Rights Program Office.

• Attend trainings related to Title IX and sex discrimination, and share information with

district administrators and staff

Reporting 

• Serve as the district’s liaison to CDE and OCR for issues regarding Title IX, sex

discrimination, and sexual harassment

• Update Title IX Coordinator contact information, as needed

District Policies and Procedures  

In coordination with the district’s Equity Compliance Officer: 

• Facilitate the implementation of the district’s policies and procedures related to Title IX, sex

discrimination, and sexual harassment, and ensure that they are applied consistently across

the district and at each school site

• Coordinate revisions to district policies and procedures related to Title IX, sex discrimination,

and sexual harassment, as necessary, to ensure that they are up-to-date and consistent with

current requirements under state and federal laws, regulations, and guidelines

Nondiscrimination Notices 

In coordination with the district’s Equity Compliance Officer: 

• Regularly review district and school site publications to ensure that they include a consistent

nondiscrimination statement with all of the necessary protected classes and the name (or title),

phone number, and address of the district’s Section 504 Coordinator, Title IX Coordinator,

and Equity Compliance Officer. The Title IX Coordinator’s email address is required to be

included in the contact information.

• Ensure that the district uses effective methods to annually inform all students, parents, and

employees about the district’s discrimination complaint procedure, such as in staff and

student handbooks
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• Ensure that copies of the complaint procedure and any related forms are available in each 

school site to provide to students, parents, staff, and others who allege discrimination or 

discriminatory harassment  

 

Sexual Harassment Notices  

• Ensure that the district’s sexual harassment policy and sexual harassment poster are posted 

in each school site in locations as required by the Education Code  

• Ensure that the district’s sexual harassment policy is included in any publication that sets 

forth the rules and standards of conduct for the school district, such as in student and staff 

handbooks  

 

Training and Consultation  

In coordination with the district’s Equity Compliance Officer:  

• Provide ongoing support and training to administrators and district- and school site-level staff 

about requirements under state and federal sex discrimination laws (e.g., Title IX, Code of 

Federal Regs., California Code of Regs., and Ed Code), staff responsibilities, complaint 

procedures, and related district policies and procedures  

• Disseminate information and coordinate training for students and/or parents about their rights 

under state and federal sex discrimination laws, including sexual harassment and the district’s 

complaint procedures  

• Advise the superintendent and school board regarding the status of the district’s compliance 

with state and federal sex discrimination laws (e.g., Title IX, Code of Federal Regs., 

California Code of Regs., and Ed Code)  

• Receive and respond to inquiries from students, parents, staff, administrators, and others 

regarding Title IX, sex discrimination, and sexual harassment  

• Serve as a resource for administrators and district- and school-site-level staff about Title IX, 

state sex equity laws, and sexual harassment  

 

Complaints and Investigation  

In coordination with the district’s Equity Compliance Officer:  

• Respond to students, parents, staff, administrators, and others who report suspicion of Title 

IX violations, sex discrimination, or sexual harassment. The Title Coordinator should 

investigate these concerns, institute corrective actions when appropriate, inform the 

individual about the district’s complaint procedures, and assist individuals in filing 

complaints when needed  

• Implement the district’s complaint procedure with respect to allegations of Title IX 

violations, sex discrimination, and sexual harassment; receive and process complaints; and 

oversee the step-by-step process to be sure that timelines are met.  

• Conduct and/or coordinate investigations of sex discrimination and sexual harassment 

complaints in accordance with the district’s complaint procedures. This may involve 

interviewing complainants, respondents, and witnesses; reviewing documents and other 

relevant materials; and researching legal standards and requirements relevant to the 

complaint. If the Title IX Coordinator has identified a conflict of interest with respect to a 

particular complaint, the Title IX Coordinator should recommend that the district hire a 

neutral outside investigator to investigate a particular complaint • Upon completion of the 

investigation, provide the superintendent with a written report of the complaint and the results 

of the investigation in time for the superintendent to respond to the complainant within 30 

days after the district initially received the complaint  
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• Organize and maintain records of all complaints filed regarding Title IX, sex discrimination, 

and sexual harassment, including all formal and informal. At least annually, review complaint 

files to ensure that the district’s complaint procedures and timelines are consistently followed, 

and to identify any patterns and repeat offenders  

 

Athletic Program Compliance  

• Develop, implement, and document a process to ensure that each school site that offers an 

athletic program administers a student athletic interest survey at least once every three years. 

Disaggregate and analyze all survey results by sex and by school site to identify the top sports 

requested and the top reasons for non-participation, and to consider if the district should offer 

additional athletic opportunities for male or female students in order to comply with Title IX 

requirements  

• Annually collect and analyze data to determine whether each school within the district is 

providing equal opportunities for male and female students to participate in athletics under 

Title IX’s “three- part test.” If the data suggests that any school’s athletic program does not 

meet this test, develop and implement a plan to bring the school site into compliance  

• Develop, implement, and document an annual evaluation of the athletic programs at each 

school site to ensure that the overall benefits and treatment of the boys’ and girls’ athletic 

programs are comparable, considering the following factors: accommodation of interests and 

abilities, coaching and tutoring, equipment and supplies, scheduling, facilities, medical 

services and training, publicity and awards, and travel and per diem. The Title IX Coordinator 

may use the sample self-evaluation worksheets provided by OCR. If this annual evaluation 

identifies any disparities that favor one sex, develop a plan to address the disparity.  

 

Textbooks and Instructional Materials  

In coordination with the district’s Equity Compliance Officer:  

• Participate in the development and implementation of the school district’s instructional 

materials policy and bias review criteria with respect to bias pertaining to sex in textbooks 

and instructional materials  

• Ensure that the district evaluates all textbooks and instructional materials for bias, update bias 

review criteria when needed, and participate on the instructional materials committee when 

appropriate  

 

Reviewing Systemic Barriers 

In coordination with the district’s Equity Compliance Officer:  

• Participate in the development and implementation of the school district’s process to 

routinely review disaggregated student discipline data and course and program enrollment 

data to identify and address potential disparities and systemic barriers based on sex  

• Continually monitor school programs, activities, and services (including, but not limited to, 

Advanced Placement courses, Highly Capable Programs, Career and Technical Education 

courses, Alternative Learning Experiences, extra-curricular activities, etc.) to ensure that all 

students are given an equal opportunity to participate without discrimination based on sex  

• Coordinate with the district’s human resources office to evaluate employment criteria, 

recruitment, compensation, job classification, benefits, and advertising to ensure that they are 

not discriminatory on the basis of sex  
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