SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: MANAGER - CAREER & WORK DEVELOPMENT PROGRAMS

BASIC FUNCTION:

Under the direction of the Director II-Regional Occupational Program, organize and direct the
Career and Work Development programs administered by the Regional Occupational Program
(ROP); supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Organize and direct the administrative and instructional support functions and services for career . =

preparation, occupatronal job training, work development programs and the Workablhty I
Program,; receive referrals and determine appropriate level of services necded. "

Assist with curriculum and course development recommend new courses; coordinate course
offerings with districts, community colleges, and other extemal agencies; coordinate and:
oversees.printing of schedules, catalogs, brochures, pubhcny and advertlsements for NEW COUTSEs.
.and activities. . T ST R s PP FTITS RENTS RS LS

‘-;-V;J:Supervise and evaluate the. performance of assigned staffy-interview. and ‘select employees and - -
;recommend transfers reass1gnment tezmmahon and- dlsmplmary actlons prov1de s:taff "tra1mng~ oL

" - Serve as Haison for and present career/work development mformatmn to community: colleges S

- local and business industry councils, commumty groups busmess agenc1es marketmg groups.' -
. and local, regional and nat1onal agencies. ST :

| ...ASSlSt with proetormg the natlonal credent1al assessment system coordmate outreach efforts and i

.. transitional serv1ces among ROP. staff district staff and- external transition programs. -

. Provide technical expertise infonnation and assistance to the Director regarding -assigned .©

- functions; assist in the formulation and development of pol1c1es procedures and programs
: 'recommend changes to program scrvices. o : -

Direct the preparation and maintenance of a variety of narrative and statistical reports, records
and files related to personnel and assigned activities; prepare various Department of
Rehabilitation coniracts, invoices, staff time certifications and quarterly reports.

Communicate with other administrators, personnel and outside organizations to coordinate
activities and programs, resolve issues and conflicts and exchange information; communicate
with others to develop networking, business contracts, community awareness, collaboration of
services, referrals and resources.

Develop and prepare the annual preliminary budget for contracts and grants; analyze and review

budgetary and financial data; control and authorize expenditures in accordance with established
limitations; research and prepare grant and contract application renewals including invoices.
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Manager — Career & Work Development Program - continued Page 2

Operate a computer and other office equipment as assigned; drive a vehicle to conduct work as
assigned.

Attend and conduct a variety of meetings as assigned; attend trade shows, job fairs, workshops
and other events related to assigned activities.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Management of the Career and Work Development Programs of the County Office.
Union contracts and merit system rules. : SR

Americans with Disabilities Act.

Federal Employment and Housing Act. -

Budget preparation and control.

Oral and: wnitten.communication skllls Lo

... Principles and practices of admrmstratron superv1s1on and trarmng . z i
. _Apphcable Iaws codes regulatlons poholes and procedures moludmg Iabor and educa,non :
codes.: bl ST e
elnterpersonal skrlls ‘using tact patlence and courtesy
Operation-of a:computer and assigned software.

Sy N

O Orgamze and dlrect the Career and Work Development programs admn:ustered by the ROP
~ Supervise and evaluate the performance of assigned staff,. =~~~ S
Serve as liaison for the Career and Work Development programs.

‘s Maintain-current knowledge of local community; State and national resources..
:Communicate effectively both orally and: in-writing. . : Trovrin
Interpret, apply and explain rules, regulations, p011c1es and procedures

...:: Establish-and maintain cooperative and effective workmg relatronships Wlth others
~..Operate-a computer and assigned office equipment. - £ N
-Analyze situations accurately and adopt an effective course of actlon
Meet schedules and time lines.
Work independently with little direction.
Plan and organize work.
Prepare comprehensive narrative and statisticai reports.
Direct the maintenance of a variety of reports, records and files related to assigned activities.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: bachelor's degree in business administration, career

development or related field and three years increasingly responsible career/work development,
occupational training or vocational education experience.
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Manager — Career & Work Development Program - continued Page 3
LICENSES AND OTHER REQUIREMENTS:

Valid California driver's license.

WORKING CONDITIONS:

ENVIRONMENT:
Oftice environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information and make presentations.
Dexterity of hands and fingers to operate a computer keyboard

Seeing to read a variety of materials. '

- Approved by Personnel Commission: June 23, 2011 .
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Executlve Dl cto Human Resources

Santa Ciara County —é— Office of Education





