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FNSBSD JOB DESCRIPTION 

Job Title: Executive Director of Teaching and Learning 

Supervisor: Assistant Superintendent Classification: Salary, 
Non-Represented 

Days/Months: 261days/12 months Grade: 9 
 
Job Summary 
The executive director of teaching and learning is responsible for implementing and maintaining 
instructional programs that conform to district, state, and federal requirements. Serves as a 
resource to other school personnel, the school board, and other districts and maintains adequate 
staffing to ensure that students' program and service objectives are achieved within budget 
guidelines. The Teaching and Learning department consists of multiple support lanes, including 
library media services, instructional technology, and assessment. 
 
Works independently under broad organizational policies with supervision focusing on results to 
organizational objectives; manages major organizational components; and supervises the use of 
funds. Requires significant collaboration and coordination with other administrative departments to 
meet districtwide needs. There is a continual opportunity to significantly impact the organization’s 
services. 
 
Essential Job Functions 
Curriculum: 
Administers districtwide curriculum functions and manages curriculum content area tasks as 
specified by the curriculum revision cycle to conform to district and state instructional objectives. 
 
Publishes curriculum documents (e.g. curriculum guides, newsletters, parent information, 
course catalogs, etc.) to provide written support and/or convey information. 
 
Coordinates program components and instructional needs with the purchase of  
textbooks/materials to support district curriculum. 
 
Monitors and evaluates districtwide curriculum pilot programs and recommends revised 
curriculum programs to the school board. 
 
Instruction/Instructional Technology: 
Collaborates with district personnel to implement and maintain instructional programs. 
 
Assists other district personnel in evaluating the quality of the district's instructional programs in 
light of district priorities, program goals, projected student outcomes, performance objectives, 
and state standards. 
 
Serves as District Testing Coordinator and supervises staff to ensure compliance with testing 
mandates and implementation. 
 
Coordinates review, purchase, and implementation of instructional technology such as digital 
intervention programs, learning management systems, and online/digital curriculum content. 
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Evaluates and responds to instructional technology needs, including professional learning, 
training on adopted programs, and instructional best practices.  
 
Professional Learning: 
Supervises, conducts, and assists in the development of professional development programs for 
district staff. 
 
Library Media Services:  
Provides support to the FNSBSD school library programs and district Library Media Services. 
 
Advocates for information literacy and districtwide library media programs as outlined in the 
AASL National School Library Standards, including the principles of intellectual freedom and 
ethical use of library resources.  
 
Collaborates with other departments to identify and acquire library resources that support the 
curriculum and district initiatives. 
 
Other: 
Researches various information (e.g. current practices, instructional materials, methods, 
curriculum guidelines, etc.) to develop new programs and/or master plans. 
 
Develops and oversees program budgets to ensure the district’s resources are effectively 
utilized. 
 
Attends various meetings (e.g. school board, trainings, hearings, and various committees) to 
provide and/or receive information. 
 
Implements district initiatives and policies related to instruction and student learning, as 
appropriate. 
 
Serves as the district’s representative on committees to provide leadership and continuity for all 
instruction-related activities and as requested for state or federally funded programs to 
represent the district’s needs/interests.  
 
Supervises and evaluates personnel and programs related to teaching and learning (e.g. 
department staff, consultants, curriculum writers, specialists, professional development, 
elementary art teachers, content coaches, instructional technology teachers, etc.) as assigned 
by the superintendent. 
 
Manages grants, projects, and programs (e.g. Title II-A, Kids Voting, etc.) that support the 
district’s instructional goals. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
A variety of emerging and current technologies used for instruction in the classroom. 
Productivity technologies to include computers, printers, copy machines, and other equipment. 
Computer software and online resources including word processing, email, internet search 
engines, and district-approved educational software.  
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Independent Decisions 
Independent decision making expected. Manages Title II-A grant. Recommends supplemental 
curriculum materials to the superintendent and approves pilot courses and outside academic 
credit for students. Evaluates assigned classified, certified, and exempt staff.  
 
Primary Working Contacts 
Works closely with all building administrators, administrative center staff, certified staff, parents, 
and other community representatives.  
 
Responsibility for Cash, Equipment, Safety 
Annual budget for department and districtwide curriculum adoptions; UAF course 
revenue/expense accounts; Title II federal grant and other grants as assigned. 
 
Supervision Received and Exercised 
Works under the direction of the superintendent; supervises the work performed by curriculum, 
professional development, and other assigned staff and support personnel. 
 
Unusual Working Conditions 
Evening and weekend meetings will be required; workload may be stressful; frequent deadline 
and/or pressure situations.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Must have a Master’s degree in a relevant field.  
2. Must have successfully completed advanced coursework in curriculum and instruction.  
3. Must currently hold a valid State of Alaska Type A teaching certificate or be eilibile for 

Alaska certification. 
4. Minimum of five (5) years of teaching experience in a K-12 environment.  
5. Must demonstrate a strong knowledge of curriculum development, with excellent 

organizational skills and the ability to work effectively with administrators, teachers, and 
community members.  
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6. Knowledge is required to perform advanced math; review and interpret highly technical 
information, write technical materials and/or speak persuasively to implement desired 
actions; and analyze situations to define issues and draw conclusions.  

7. Specific knowledge required to satisfactorily perform job duties includes: state, federal, 
and district curriculum requirements. 

8. Excellent leadership, organization, and management skills.  
9. Excellent written and verbal communication skills in English.  
10. Proven skills in supervising, coordinating, and working with professional staff.  
11. Ability to communicate effectively, verbally and in writing, to include public presentations, 

to all levels of staff and management, expressing ideas and instructions clearly and 
concisely.  

12. Ability to exercise excellent judgment when making decisions independently. 
 

The following is preferred: 
1. Familiarity with state assessments, and various assessment systems.  
2. Working knowledge of transcripts, Alaska Performance Scholarship and NCAA 

requirements for secondary students. 
3. Grant development and management experience. 
4. State of Alaska Type B administrative certificate or be eilibile for Alaska certification. 

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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