
 

 

 

 

 

TITLE: CURRICULUM AND INSTRUCTION/INTERNATIONAL BACCALUAREATE COORDINATOR 

 

REPORTS TO: Chief Executive Officer 

SCOPE: To provide leadership and coordination in the ongoing development, assessment, and improvement of the 

curriculum utilized in the York Academy. 

 

QUALIFICATIONS: 

1. Bachelor’s Degree in Education 

2. Pennsylvania Teaching Certification Required 

3. Pennsylvania Certification in Curriculum and Instruction 

4. Pennsylvania Administrative Certification preferred 

5. Demonstrated experiences in teaching children. 

PRIMARY RESPONSIBILITIES: 

CURRICULUM AND INSTRUCTION 

1. Leads in the development of a well-articulated educational program that is current, comprehensive, and 

consistent with the philosophy and objectives of the York Academy and the International Baccalaureate 

Organization. 

2. Assures that the curriculum adopted by the Academy addresses all requirements of the Pennsylvania 

Department of Education. 

3. Implements instructional activities that contribute to a climate where students are actively engaged in 

meaningful learning experiences.  

4. Identifies, selects, and modifies instructional resources to meet the needs of the students with varying 

backgrounds, learning styles, and special needs. 

5. Assists in assessing changing curricular needs and offers plans for improvement. 

6. Leads curriculum vertical teams. Vertical teams will examine content taught in each grade level to assure 

that standards are being taught at the appropriate grade level. 

7. Ensures consistency and fidelity between the PA Core and Academic State Standards and the curriculum at 

each grade level.  

8. Plans, improves, oversees school curriculum and curriculum based assessments in all core subject areas.  

9. Member of the school-wide Data Team that collects and reports student performance data in useable forms.  

10. Researches and provides resources and curriculum materials to support staff in accomplishing program 

goals.  

11. Serves a consultant in the selection of textbooks and instructional supplies for each grade level. 

12. Develops a schedule to assure that a review of the curriculum is conducted in an effort to assure that the 

Academy is teaching to the expected standards. 

 

INTERNATIONAL BACCALAUREATE  

1. Member of the pedagogical Leadership Team 

2. Participates in training and presentations about teaching including fulfillment of the training necessary to 

remain qualified to teach in an accredited International Baccalaureate school. 

3. Maintains effective and efficient record keeping procedures. 

4. Serves as a liaison between the school and the International Baccalaureate Organization.  



 

 

5. Ensure fidelity of implementation of the Primary Years Program (PYP) and the Middle Years Program 

(MYP). 

6. Develops the budget to assure requirements if the International Baccalaureate Organization.  

7. Monitor and review the implementation of the PYP and MYP.  

8. Be familiar with and promote understanding and use of all IB related documents.  

9. Responsible authority for the PYP and MYP application process including the candidacy application, 

application for authorization, the authorization visit, and the re-verification visit.  

10. Meet weekly with grade level teams to develop significant, relevant, engaging, and challenging units of 

inquiry and document student inquiries and actions in the IB planners. 

11. Assist teams or individuals with units of inquiries.  

12. Register all participants for IB workshops.  

13. Support teachers   and students in preparing for the Exhibition (Grade 5) and the Personal Project (Grade 

10) 

14. Assist in organizing internal assessment according to MYP criteria 

 

SCHOOL-WIDE AND STATE ASSESSMENTS 

1. Oversee testing and all testing materials for Pennsylvania State Standards Assessments (PSSA).  

2. Work with the Leadership Team and instructional staff to create an assessment schedule for school-wide 

assessments: Fountas and Pinnell testing; Measures of Academic Progress testing; and PSSA.  

3. Maintain and update the school-wide assessment calendar.  

4. Assure that the school adheres to all testing deadlines.  

5. Provide training to instructional staff as necessary.  

6. Ensure the integrity of the administration of all assessments.  

7. Responsible for the security of all assessments. 

8. Continuously improve testing processes and procedures. 

9. Utilize collected data with grade level meetings to identify specific shortcomings in performance. 

 

GENERAL 

1. Provides a positive environment in which students are encouraged to be actively engaged in the learning 

process. 

2. Communicates effectively, both orally and in writing, with professionals on a regular basis. 

3. Collaborates with peers to enhance the instructional environment. 

4. Models professional and ethical standards when dealing with students, parents, peers, and community. 

5. Ensures that student growth and achievement is continuous and appropriate for age group, subject area, 

and/or program classification. 

6. Establishes and maintains cooperative working relationships with students, parents, and other members of 

the school staff. 

7. Meets professional obligations through efficient work habits such as: meeting deadlines, honoring 

schedules, coordinating.  

8. Performs other duties and responsibilities as assigned by their supervisor.  

9. All work responsibilities are subject to having performance goals and/or targets established as part of the 

annual performance planning process or as the result of organizational planning.  

10. Any other duties assigned by the Chief Executive Officer. 

 

KNOWLEDGE BASED EXPERIENCES: 

1. Certified in relevant subject areas. 

2. Knowledge of a variety of instructional strategies that will be utilized in academic presentations. 

3. Operational knowledge of the Internet and web-related technologies. 

 

TECHNICAL COMPETENCIES AND SKILLS: 

1. Possesses strong oral and written communication skills. 

2. Works independently with little direct supervision. 

3. Works as part of a team. 

4. Accepts responsibility and is self-motivated. 

5. Demonstrates strong work ethic to achieve academy goals. 

6. Displays effective multi-tasking and time management skills 

7. Utilizes the required instructional strategies recommended for International Baccalaureate schools. 



 

 

 

WORKING CONDITIONS: 

1. Physical Ability: Tasks may involve extended periods of time at a keyboard or workstation. 

2. Sensory Requirements: Some tasks require visual perception and discrimination.  

3. Some tasks require oral communications ability. 

4. York Academy Regional Charter School is an Equal Opportunity Employer. ADA requires the York 

Academy Regional Charter School to provide reasonable accommodations to qualified individuals with 

disabilities. Prospective and current employees are invited to discuss accommodations. 

 
TERMS OF EMPLOYMENT: 

 Twelve month position.  

Specific terms and conditions of employment relating to salary and working hours will be set forth in the 

Board’s policy on Administrative Compensation. 

 

SALARY/BENEFITS:   

Salary to be established by the Board of Education 

 

EVALUATIONS PROCESS: 

Performance of this job will be evaluated in accordance with the provisions of the Board’s policy on 

Administrative evaluation. 

 

York Academy Regional Charter School is an Equal Opportunity Employer. ADA requires the York Academy 

Regional Charter School to provide reasonable accommodations to qualified individuals with disabilities. 

Prospective and current employees are invited to discuss accommodations. 
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