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POSITION DESCRIPTION 
Job Title: Instructional Coordinator
Job #: IC0307
Employer: Beijing Topzeal Education Development, LLC
Worksite: 4502 Riverstone Blvd., Unit 1001, Missouri City, TX 77459
Rate of Pay: $58,760 per year 


Responsibilities: 
· Make recommendations, place orders, or authorize the acquisition of instructional materials, supplies, equipment, and visual aids tailored to fulfill student educational requirements and adhere to district standards; 
· Organize training and professional development for teachers, evaluate information technology infrastructure regularly, engage parents and conduct student evaluations of courses and teachers along with parent satisfaction surveys;
· Conduct thorough analysis of performance data to assess the efficacy of instructional systems, courses, or educational materials;
· Develop and execute comprehensive teacher training initiatives and conferences focused on integrating new classroom methodologies, instructional tools, and cutting-edge teaching aids. 
· Continuously enhance educational curricula to align with the latest technological advancements, ensuring students receive training with up-to-date equipment and methodologies.


Requirements: 
· Master's degree in Education, Curriculum and Instruction, or related field;
· 12 months of working experience as an Instructional position, or Education Administration related position.


Apply: mail CV with Job# to Jinyun Chen, 4502 Riverstone Blvd., Unit 1001, Missouri City, TX 77459.
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Jinyun Chen
Manager of overseas
Jane@clearlakemontessori.com 
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