
 

 



 

 

• Develop and prepare the annual preliminary budget for certificated human resources and 
other assigned functions 

• Interview and select employees and recommend transfers, reassignment, termination and 
disciplinary actions; coordinate work assignments and review work to assure compliance 
with established standards, requirements, and procedures; assure employee understanding 
of established requirements 

• Supervise and evaluate the performance of assigned personnel, coordinate staff work 
assignments, and review work to assure compliance with established standards and 
requirements 

• Provide consultation and technical expertise to personnel, administrators, school districts, 
schools, outside agencies and others concerning Human Resources goals, programs, and 
services; respond to inquiries and provide detailed and technical information concerning 
related standards, requirements, projects, plans, strategies, objectives, issues, principles, 
practices, techniques, laws, codes, regulations, initiatives, policies, and procedures 

• Monitor and analyze Human Resources operations and services for educational and 
financial effectiveness and operational efficiency; respond to administrative, staff and 
public input concerning needs; direct the research, development, and implementation of 
programs, policies, and procedures to enhance the educational and financial effectiveness 
and operational efficiency of the organization 

• Maintain current knowledge of educational trends, innovations, and practices, and local, 
state, and federal programs, laws, codes, regulations, and pending legislature; direct the 
modification of programs, functions, policies



 

 

• Principles, techniques, guidelines, and strategies of labor relations and collective 
bargaining  

• Methods, procedures, and terminology used in benefits administration, credentialing, and 
payroll processing  

• State credential requirements and procedures    
• Principles, techniques, and procedures involved in the recruitment and selection of 

certificated staff, including building and sustaining a diverse workforce 
• Practices, procedures, and policies involved in the investigation of grievances, employee 

disciplinary matters, complaints, and other staff relations issues and conflicts 
• Operations, policies, and objectives relating to certificated Human Resource activities 
• Standards for credential programs that meet California Commission on Teacher 

Credentialing requirements (ability to write and mentor) 
• Adult learning theory 
• County Office organization, operations, policies, and objectives 
• Budget preparation and control  
• Principles and practices of administration, supervision, and training 
• Applicable laws, codes, regulations, policies, and procedures 

 
SKILLS AND ABILITY TO: 

• Communicate effectively orally and in writing 
• Collaborate successfully with diverse groups 
• Participate in and provide leadership to statewide professional organizations including 

through the California County Superintendents Education Association (CCSESA) and the 
California Commission on Teacher Credentialing (CTC) 

• Work effectively as part of a team 
• Exercise sound and independent judgment 
• Manage conflict positively and productively 
• Analyze situations and adopt an effective course of action 
• Plan and lead group meetings and collaborative decision processes 
• Establish and maintain collaborative and effective working relationships with a wide 

variety of individuals and interest groups 
• Supervise and evaluate the performance of assigned personnel 
• Operate a computer and assigned office equipment 
• Meet schedules and time lines 

 
LICENSES AND OTHER REQUIREMENTS: 

• Valid Administrative Services Credential 
• Valid California driver's license 

 
WORKING CONDITIONS: 

• Indoor office environment 
• Drive a vehicle to conduct work 

 
PHYSICAL DEMANDS: 

• Use and manipulate a computer keyboard and other office equipment 
• Read a variety of materials 



 

 

• Sit and stand for extended periods of time 
 


