
 
Job Description 

 
Job Title:  Director of Employee Expertise  Supervisor: Executive Director of Curriculum & Instruction 

Pay Grade:  48  

Job Classification:  Exempt    Contract Length:  245 Days 

      

Job Summary 

Position is responsible for supervising and assisting, as appropriate, the development, communication, implementation, 

and monitoring of the division’s licensed instructional employee development programs in coordination with multiple 

departments.  Position strategizes division-wide professional learning and leads multiple initiatives to meet strategic 

benchmarks and address identified needs. 

 

Essential Duties 

1. Determines current and anticipated professional development for licensed instructional personnel, school, district, 

and curricular needs and requirements.  

2. Establishes plans for the continuous improvement of employee expertise to include goals, strategic initiatives, and 

timelines.  

3. Works across departments to assist in the development and communication of licensed instructional employee 

development and evaluation process, including the identification of effective teaching.  

4. Leads and manages the professional development process, which includes scheduling, registration, site 

coordination, procedures, communication, and tracking.  

5. Prepares job-related reports, including state and federal auditing tools, to include records of professional 

development activities and others as requested.  

6. Serves as project manager and system owner for professional learning management system and provides 

appropriate response, training, and support. 

7. Supervises and leads teacher coach team to strategize coaching and teacher support efforts across the division. 

8. Collaborates to develop and lead new teacher support programs and institutes. 

9. Coordinates division-based learning structures, including Model Teacher program, University of Employee 

Development, IGNITE summer learning, Welcome Centers, and National Board Certification. 

10. Evaluates the effectiveness of professional learning and recommends improvements as needed. 

11. Initiates, leads, manages, and coordinates university partnerships to build capacity for division initiatives. 

12. Procures and manages grant funding for partnerships and to build expertise. 

13. Leads and supports learning structures to develop prospective teacher recruits, including teacher residents and 

student teachers. 

14. Coordinates process for internal administrative internship placements to strategize interns, mentors, and sites. 

15. Prepares and monitors the program’s budget. 

16. Collaborates on the recognition of employee expertise and innovation.  

17. Represents the school division at local, regional, state, and national levels through partnerships, membership, and 

participation.  

18. Models nondiscriminatory practices in all activities. 

(These are intended only as illustrations of the various types of work performed.  The omission of specific duties does 

not exclude them from the position if the work is similar, related, or a logical assignment to the position.) 

 

Job Specifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable accommodation 

may be made to enable individuals with disabilities, who are otherwise qualified, to perform the essential functions.  

 

Minimum Qualifications (Knowledge, Skills and/or Abilities Required) 

Must possess a Master’s degree in education and be eligible for a Virginia Postgraduate Professional License. Must 

possess experience as a teacher and instructional leader of students and adults. Must possess extensive knowledge of the 

principles, practices, and current issues involved with conducting professional development. Must demonstrate knowledge 

of instructional best practices, adult learning theory, and training design and development. Must possess demonstrated 



skills in contemporary MS Office software, workshop presentation, teambuilding techniques, and small/large group 

facilitation. Must possess excellent human relations, communication and organizational skills. Must possess the ability to 

establish and maintain effective working relationships with employees at all levels. 

  

Working Conditions & Physical Requirements 

The physical demands described here are representative of those that must be met by an employee to successfully perform 

the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to 

perform essential functions.  Must have the ability to sit and stand for extended periods of time; exhibit manual dexterity 

to dial a telephone, to enter data into a computer terminal; to see and read a computer screen and printed material with or 

without vision aids; hear and understand speech at normal levels; speak in audible tones so that others may understand; 

physical agility to lift up to 25 pounds to shoulder height; to bend, stoop, climb stairs, walk and reach overhead. 

 

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.  Duties are normally performed in an office environment.  The noise level in the work 

environment is usually moderate. 

 

Supervision Exercised: Instructional Coaches 

Supervision Received: Executive Director of Curriculum and Instruction 

 

This job description in no way states or implies that these are the only duties to be performed by this employee.  The 

Director of Employee Expertise will be required to follow any other instructions and to perform any other related 

duties as assigned by the supervisor or appropriate administrator.  Newport News Public Schools reserves the right to 

update, revise or change this job description and related duties at any time. 

 

Approvals: 

 

 

__________________________________________________________________________________________________ 

Supervisor            Date 

 

 

I acknowledge that I have received and read this job description.   

 

 

__________________________________________________________________________________________________ 

Employee Name (Print)   Signature       Date  
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