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JOB TITLE: Dual Language/Translator Specialist  STATUS: Exempt  

  

REPORTS TO: Chief Academic Officer   TERMS: 215/ Non-Contract 

 

DEPARTMENT: Curriculum and Instruction  PAY GRADE: AE104  
 
 

PRIMARY PURPOSE: 

Coordinate district dual language/bilingual program to ensure quality curriculum, instruction and 

assessment for dual language and bilingual students. Provide translation services for instructional materials, 

assessments, and other items needed by the Communications Department. 

 

QUALIFICATIONS: 

Education: 

Masters Degree, preferred 

Texas Teaching Certificate, preferred 

Bilingual Certification, preferred 

 

Special Knowledge/Skills: 

Strong organizational and interpersonal skills 

Strong written and oral communication skills in English and Spanish 

Strong knowledge base of "best practices" in dual language/bilingual curriculum, instruction, and 

assessment 

Ability to plan, coordinate, and staff development and curriculum development 

 Ability to model effective classroom strategies on research-based teaching practices 

 

Experience: 

 Five years successful teaching experience as a bilingual/ESL classroom teacher 

 Such alternatives to the above qualifications as the Board may find appropriate 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Coordinate the planning, implementation, evaluation, and revision of district curriculum, including 

overseeing the district curriculum management system with the district scope and sequence. 

2. Coordinate the planning, implementation, and evaluation of the vertical and horizontal alignment 

of TEKS to plan instruction and assessment. 

3. Assist department leadership in the development and monitoring of instructional plans and 

resources using federal and state funds. 

4. Develop model lessons that reflect rigor, relevance, and best practices, and share with teachers and 

staff in both English and Spanish.  

5. Coordinate and evaluate teacher learning of the TEKS and their implementation.  

6. Coordinate the planning, implementation, and evaluation of District Initiatives, such as World 

Class Schools, Mobile Learning, Secondary Classroom Initiative, Campus Accountability Plan, 

and Response to Intervention within the Dual Language/Bilingual Program. 

7. Plan, budget, coordinate, and deliver district staff development to achieve established Top 

Priorities and District Initiatives. 

8. Assist principals and teachers with the implementation of district instructional initiatives for Dual 

Language/Bilingual Programs. 



04232021 TJP 

9. Collaborate with principals and district administrators concerning campus instructional needs for 

Dual Language/Bilingual Programs. 

10. Conduct instructional coaching with teachers in the dual language/bilingual program to ensure 

fidelity in implementation of district expectations. 

11. Collaborate with teachers during content and team meetings on implementation of best teaching 

practices to improve student performance for upcoming TEKS in Spanish and English. 

12. Develop, translate, and coordinate the implementation of district benchmark and campus 

assessments in Spanish. 

13. Disaggregate data and lead data analysis meetings to determine campus strengths/weaknesses, and 

develop an instructional plan in preparation for state testing to improve scores in dual 

language/bilingual. 

14. Implement supplemental instructional resources (including technology) through systematic 

evaluation, budgeting, and training for dual language/bilingual. 

15. Collaborate with team members and campus staff to design tutorial programs and instructional 

interventions for dual language/bilingual. 

16. Mentor new and identified teachers in implementing best teaching practices for dual 

language/bilingual programs. 

17. Conduct regular walkthroughs to monitor instruction and provide support, including providing 

timely, specific walkthrough feedback regarding strengths and areas of needed growth dual 

language. 

18. Assist campus administration with the supervision of teachers through walkthroughs and the 

sharing of information.  

19. Work collaboratively with campus and district personnel to support instructional leadership at the 

campus level, including developing and mentoring teacher leaders in dual language/bilingual. 

20. Inform campus administration and the director of instruction of teaching staff experiencing job-

related difficulties including classroom management, course content, and other concerns that may 

affect the dual language/bilingual classroom environment.  

21. Develop and lead campus-based trainings tailored to individual campus needs in dual 

language/bilingual. 

22. Attend Curriculum and Instruction Department meetings for the purpose of collaboration and 

planning.  

23. Translate instructional and assessment materials in coordination with content area specialists. 

24. Utilize a variety of tools such as software, dictionaries, publications and web-based resources to 

assist in translation.  

25. Complete other duties as assigned. 

 

 

WORKING CONDITIONS: 

Mental Demands: 

Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; maintain 

emotional control under stress. 
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Physical Demands/Environmental Factors: 

Frequent district wide and statewide travel; frequent prolonged and irregular hours; moderate standing, 

walking, and bending; occasional lifting up to 35 lbs. 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. 

________________________________________________ 

Printed Name 

 

 

________________________________________________ 

Signature 

 

 

________________________________________________ 

Date 

 


