GREGORY-PORTLAND INDEPENDENT SCHOOL DISTRICT
JOB DESCRIPTION

Job Title: Coordinator of Multilingual and LOTE Programs Exemption Status/Test: Exempt
Reports to: Executive Director of Curriculum and Instruction Admin/Prof Pay Grade: 104 (226 Days)
Dept./School: Central Office Administration Date Revised: 05/14/2024

Primary Purpose:

Provide leadership in developing and implementing the district's bilingual, dual language, English as a
Second Language (ESL), Newcomer programs, and LOTE programs. Collaboratively support Dual
Language teachers, ESL teachers, other teachers of Emergent Bilingual students, and campus
administrators to increase Emergent Bilingual student achievement in core content areas and second
language learners’ proficiency in English. Monitor compliance associated with those identified as limited
English proficient (LEP). Collaborate with district staff and outside personnel to ensure educational
opportunities for bilingual students.

This is not a supervisory position and does not include evaluation of colleagues.
Qualifications:

Education/Certification:
Bachelor’s Degree
Master’s degree in education administration preferred
Valid Texas teaching certificate
Bilingual Certification or English as a Second Language (ESL) Certification
Mid-management certification required

Special Knowledge/Skills:

Ability to communicate effectively with bilingual parents and students

Knowledge and deep understanding of second language acquisition, second language program
models, sheltered instruction principles, practices and techniques used in second language
classroom instruction

Knowledge and experience in the alignment of assessment, curriculum and instruction
Knowledge of standardized based assessment practices

Skill in data analysis for the purpose of improving student achievement with campus and
department team members

Ability to communicate effectively verbally and written utilizing tact and diplomacy and maintain
effective working relationships with district personnel and campus administration

Ability to comprehend complex systems and technical information and explain effectively to a wide
variety of stakeholders

Ability to evaluate instructional programs and teaching effectiveness



Experience:

Three years experience as a classroom teacher, bilingual or ESL preferred
Three years experience in instructional leadership roles
Extensive experience in facilitating, implementing, and training teachers

Major Responsibilities and Duties:
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Provide staff development for teachers of Emergent Bilingual students and LOTE.

Evaluate dual language/bilingual/ESL program implementation and monitor effective
instructional strategies based on best practices.

Evaluate LOTE program implementation and monitor effective instructional strategies based on
best practices.

Ensure compliance with state and federal guidelines for Bilingual/ESL programs and students.
Assist campus leaders in analyzing accountability data for EB students.

Guide and implement school improvement efforts for EB students.

Create opportunities for parental involvement with EB families.

Oversee district/campus LPAC committees in conjunction with campus LPAC representatives.
Serve as the district contact person for testing for identification and reclassification of EB
students.

Attend coordinator/director meetings, trainings, and conferences for latest updates from TEA.
Oversee state Bilingual/ESL allotment fund as well as the Title 3 allocation.

Create and oversee Bilingual, Dual Language, ESL, Newcomer program, and LOTE guidelines and
procedures for the district.

Coordinate EB Summer School for K-1 students.

Ensure the development and delivery of the bilingual/dual language, ESL, LOTE, migrant and
newcomer curriculum and instructional program is effective and efficient, incorporates district
goals, and supports student achievement.

Support district and campus initiatives relative to language acquisition, including problem
solving with principals and teachers; visiting campuses to provide assistance in meeting
campus/district English language learner goals; and making instruction/assessment materials
easily accessible by campus staff.

Provide administrator/teacher training about compliance issues concerning services to LEP
students including LPAC training.

Collaborate on communication of PEIMS data entry.



Policy, Reports, and Law

18. Implement the policies established by federal and state law, State Board of Education rule, and
local board policy in curriculum and instruction area.

19. Compile, maintain, and present all physical and computerized reports, records, and other
documents required.

20. Administer the curriculum and instruction budget and ensure that programs are cost effective,
and funds are managed prudently.

21. Compile budgets and cost estimates based on documented program needs.

Communication

22. Provide collaborative communication with principals, teachers, staff, parents, and community.

23. Handles and communicates student data in a highly secure and confidential manner.

24. Demonstrate skill in conflict resolution with administrators, parents, teachers, staff, and
community.

25. Monitor professional research and disseminate ideas and information to other professionals.

Community Relations
26. Articulate the district’s mission, instructional philosophy, and curriculum implementation

strategies to the community and solicit its support in realizing district’s mission.

27. Demonstrate awareness of district-community needs and initiate activities to meet those
needs.

28. Demonstrate use of appropriate and effective techniques to encourage community and parent
involvement.

Other

29. Follow district safety protocol and emergency procedures.

30. Have regular in-person attendance and complies with notification procedures for absences.

31. Perform other duties as assigned.

Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Frequent districtwide and occasional statewide travel; occasional prolonged and irregular hours.



The foregoing statements describe the general purpose and responsibilities assigned to this job and are
not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be
required.

Employee Signature Date



