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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION – 6429, 6430, 6517
November 1997

POSITION TITLE:
Curriculum Specialist

REPORTS TO:
Program Director for Curriculum Development

Objective: To provide full-performance level support for curriculum development activities, with an emphasis on ethnic studies.  To implement Goals 2000: Partnerships for Educating Colorado Students, “El Alma de la Raza Curriculum Development and Teacher Training Project.  To coordinate K-12 curriculum analysis including development of instructional topics relating to Hispanic contributions, history and culture.  To provide training, technical direction, and guidance for all curriculum development teacher training and processing of instructional units.

Essential Functions:

1.
Provides full-performance level support for curriculum development activities, with an emphasis on ethnic studies.

2.
Implements Goals 2000: Partnerships for Educating Colorado Students, “El Alma de la Raza Curriculum Development and Teacher Training Project.

3.
Coordinates K-12 curriculum analysis including development of instructional topics relating to Hispanic contributions, history and culture.

4.
Provides training, technical direction, and guidance for all curriculum development, teacher training, and processing of instructional units.

5.
Coordinates curriculum development and professional development efforts in collaboration with the Project Director, teachers, principals and schools.  Acts as a liaison to parents, students, faculty, staff, administrators, community agencies, cultural institutions, parent groups and others on curriculum development activities.

6.
Reviews, evaluates and assembles educational materials and training aids pertinent to teaching Hispanic studies, and other designated ethic studies, as directed.

7.
Develops the Hispanic Studies Resource Center, as directed.

8.
Seeks additional funding sources to support the Alma Project, as directed.

9.
Develops both curriculum and professional development in compliance with State of Colorado and District Content Standards.

10.
Develops a Resource Directory of Denver area cultural and educational institutions, and actively uses directory to foster participation and support in the Alma Project. 
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11.
Establishes criteria for evaluation of curriculum and Project activities in coordination with the Project Director. 

12.
Receives, examines, and ensures for the completeness and accuracy of all documentation to be distributed or received.

13.
Acts to consistently ensure for the accuracy, confidentiality and security of designated curriculum development records, as directed.

14.
Initiates or responds to inquiries from parents, students, faculty, staff, administrators and others on curriculum development activities, as directed.

15.
Composes correspondence, reports, memorandums, meeting agendas and other documents or publications, including newsletters, as directed.

16.
Collects and compiles information and data for reports, as directed.

17.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s Degree of equivalent, preferably with a focus in Education, with an emphasis in curriculum and ethnic studies.  Master’s degree is preferred.  Demonstrated knowledge and experience working with parents, students, teachers, administrators, community agencies, cultural institutions, parent groups and others in consensus building activities which directly support development of K-12 curriculum, with an emphasis on ethnic studies.  Demonstrated knowledge and experience in an urban public school system, and a demonstrated knowledge of diversity and ethnic studies.  Demonstrated proficiency with computer hardware and software, including PC and Mac OS platforms.  Two (2) or more years of related experience.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines, telephones, televisions/monitors, and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, lifting (up to 30 pounds to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
