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1070 INSTRUCTIONAL SYSTEMS SPECIALIST (OPEN)
TP-1701

INTRODUCTION

The Department of Defense Education Activity (DoDEA) is a major Department of the Defense
(DoD) field activity with worldwide scope. DoDEA delivers, in military communities
worldwide, exemplary educational programs that inspire and prepare all students for success in a
global environment. The Domestic Dependent Elementary and Secondary Schools (DDESS),
located within the continental United States as well as Guam and Puerto Rico, and the
Department of Defense Dependents Schools (DoDDS), located in foreign areas, provide a
preschool through grade 12 educational program that inspires and prepares all students for
success in a global environment. DoDEA is one of the largest, most diverse and geographically
dispersed school jurisdictions. All schools in DoDEA are fully accredited and the DoDEA
educational program consistently rates at or near the top in comparison with other school
systems.

Incumbents of this position may be assigned to either a DoDDS area office or district office,
within the DoDEA educational system, serving as the principal technical advisor and expert on
the design and administration of unique or experimental educational programs and initiatives
within assigned area(s) of expertise. This position is unofficially titled Curriculum Coordinator.

SUPERVISORY CONTROLS

The incumbent works under the general supervision of the head of the assigned area or district
office, who defines work by assigning deadlines and goals. The employee independently plans
and carries out assignments, informing the supervisor of any unusual problems or difficulties
encountered, particularly when controversial actions are involved. The supervisor evaluates
completed work in terms of the final impact of program performance in effectively achieving
educational goals, technical adequacy and accuracy of plans and proposals, and overall
responsiveness and efficiency of support provided to the educational program.

MAJOR DUTIES AND RESPONSIBILITIES

Develops/supports educational curricula for assigned program(s) at either the district or area
level. Serves as the primary liaison for educational policies and practices between DoDEA, area
offices, district offices, and schools. Reviews commercially produced educational materials and
determines their applicability to assigned educational programs. Ensures distribution of funds
for the purchase and distribution of materials, supplies, and equipment for curriculum projects
and programs, including the technology to support them. Plans for implementing special
program area(s) and technology integration projects.

Participates in planning, developing, implementing, evaluating, and reporting on educational

programs and initiatives of a unique or experimental nature. Coordinates, supports, and
administers education-related accountability, assessment, research, and evaluation projects.
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Facilitates professional development activities required for effective and appropriate curriculum
implementation, classroom assessment, and instructional best practices. Plans and conducts
professional development training and conferences and/or identifies and makes arrangements for
expert presenters.

Monitors, reviews, and makes recommendations to ensure accreditation standards, DoDEA
curriculum performance and content standards, and educational policy are understood and
applied. Conducts on-site and telephonic staff support visits as appropriate to school-level
educators. Designs/implements comprehensive program improvement plans for assigned
program area(s).

Develops and publishes guidelines and procedures for assigned curriculum programs and
education-related services for grades K-12 covering services and/or program content; procedures
for services and/or methods for instruction; and materials, equipment, textbooks, reference
materials, and educational and technical aids.

Performs other duties as assigned.
OTHER SIGNIFICANT FACTS

Incumbent will be required to respect the privacy and sensitivities of students and parents by
controlling and restricting personal information to those with a need to know.

The incumbent may be required to travel by military and/or commercial aircraft, land, or sea
transportation to a variety of stateside and/or overseas locations for meetings and conferences.
The incumbent may be subject to a variety of environmental conditions to include the potential
for exposure to acts of terrorism.

20f2



