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 5/11 COORDINATOR, DISTRICT MUSIC AND DRAMA 3.10.2A 
 
Effective Date  Job Title Index 
 
 
1. Primary Function:  Plans and coordinates the development, implementation, and evaluation of 

 curriculum for the District's Music and Drama Program.  Assures curriculum meets the District's 
educational goals.  Supervises and evaluates assigned music teachers. 

 
2. Responsibilities: 
 2.01 Providing instructional leadership for the District music and drama programs, including 

writing, reviewing, and editing of program goals, objectives, and instructional guides. 
 2.02 Supervising and evaluating assigned music teachers; assisting principals in evaluating 

other music teachers upon request. 
 2.03 Advising teachers in the selection and use of instructional materials, including music 

method books, sheet music, recordings, films and other instructional materials. 
 2.04 Arranging for and carrying out in-services and demonstrations on the teaching of music. 
 2.05 Performing model teaching on musical instruments and group rehearsal procedures. 
 2.06 Coordinating all District-wide music performances.  
 2.07 Organizing and developing the District Music and Drama Adoptions. 
 2.08 Advising on the specifications for the purchase of music equipment and planning new and 

remodeled music facilities. 
 2.09 Conferring with music teachers on the condition of music equipment; recommends 

necessary repairs and maintenance.  Develops and implements the District Music 
Inventory procedures. 

 2.10 Participating in determining needs for additional music teaching personnel; recruits, 
screens, and interviews as necessary. 

 2.11 Assigning itinerant music teaching personnel to buildings and supervises scheduling of 
itinerant instrumental music staff. 

 2.12 Preparing and monitoring the music program budget. 
 2.13 Developing the District Music and Theater Arts Annual Calendar.  Arranges and schedules 

special music performances to strengthen the instructional program. 
 2.14 Performing other related duties as assigned. 
 
3. Major Planning Requirements: 
 3.01 Prepares short and long-range plans for the development of the music and drama program. 
 3.02 Develops the District music and drama calendar annually. 
 
4. Key Relationships: 
 4.01 Assistant Superintendent, Curriculum:  Reports to this position. 
 4.02 Itinerant Teachers including band, orchestra, and general and instrumental music teachers:  

Supervises these positions. 
 4.03 Full-time music and drama teachers:  Provides technical training including in-services, 

curriculum development, scheduling, program development, and problem solving. 
 4.04 Principals: Coordinates music and drama program operations. 
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5. Minimum Qualifications: 
 5.01 Master's degree or equivalent training in curriculum, instruction, and leadership. 
 5.02 Work Experience: Minimum of five years of successful classroom teaching and  
  five years of leadership experience in program area. 
 5.03 Certification: 
  5.03.01 Must have a valid Oregon Personnel Service Certificate Endorsed for 

Supervisor or a valid Oregon Administrators License. 
  5.03.02 Must possess or pass certification exam of Oregon Band Directors Association 

within the first year of employment. 
 
6. Term of Employment:  12 months. 
 
7. Salary Level:  Grade Level 6. 
 
8. Working Conditions:   
 The position generally works in an office environment with frequent travel to schools and evening 

meetings and concerts. 
 


