SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: MANAGER - UNEMPLOYMENT INSURANCE
BASIC FUNCTION:

Under the direction of the Director I - Human Resources/Benefits & Compliance, organize and
direct the activities and operations of the Santa Clara County Office of Education’s
Unemployment Insurance unit; provide unemployment insurance claims administration services
to SCCOE, school districts and charter schools throughout Santa Clara and San Benito counties;
train and evaluate the performance of assigned personnel. _

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES: . _

Organize and direct the activities and operations .of the Santa Clara County Office of Education’s
Unemployment Insurance unit; review and analyze state unemployment insurance decisions for
application of law; provide in-service tralmng programs related to unemployment msurance .-
activities procedures and policies.. : o L ST

- . Direct and- coordinate the receipt, interpretation, and processing ‘of unemployment insurance.. . .

- claims; analyze basis for each claim; determine appropriate: action and prepare responses:in = =i

- ~accordance with applicable laws; policies; and regulations; investigate facts regardmg clalms 1n-:-f;-=
T response to Employment Development Department or school drstnet mqmrres R r

-.lnvestlgate analyze and prepare ev1dence and case documentatton for adrmmstrative heanngs LB g

-:~represent districts at: hearings; present evidence and examine wﬂnesses and rev1ew heanng:
demsrons and file appeals to State Board as necessary SRR AR RN 2

- Analyze clalms and supporting - factual data Wlthtn broad gutdehnes requlrmg mdependent:'

judgment, such as determining if a claim should be protested; what and:how:evidence:should be . i

o presented, and which claims should be appealed to the State Board

Train and evaluate the perfonnance of ass1gned staff 1nterv1ew and select employees and
: .:recommend transfers rea551gnment termmatton and d1s01pl1nary aetlons v ; =

Prepare and maintain a variety of reports records and ﬁles related to personnel and assigned
activities.

Prepare and maintain a wide variety of reports and records; adjusts quarterly wage reports for
districts as necessary; report wages to appropriate State agency; compute and pay unemployment
insurance taxes; review listings of benefit charges for accuracy and pay local experience charges.

Communicate with administrators, personnel and outside organizations to coordinate activities,
resolve issues and conflicts and exchange information; meet with SCCOE management to
discuss pending claims and school district issues as required; present critical information at
various meetings attended by employees, labor groups and management employees to discuss
unemployment insurance information.
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Manager — Unemployment Insurance - continued Page 2
Operate a computer and assigned software programs; operate other office equipment as assigned.

Develop and implement short and long-term plans; provide data for long-term planning;
participate in the development and implementation of departmental policies and procedures.

Attend a variety of meetings as assigned.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Unemployment insurance codes.

¢ Regulations of the Employment Development Department
.- Appeals Board-precedent decisions.

i:: Research methods and report writing techniques. -

. Interpersonal skills using tact, patience and: courtesy.- TSRt

Admimistrative hearing rules of conduct and ev1dence S S TI I :
Methods, procedures and terminology used in technical unemployment insurance adm1mstrat10n '
Financial and statistical record-keeping. techmques : oy

«:Preparation;.review and control of sensitive: 1nfonnat10n and data et ot
Standards; specifications and reqmremeats of the nnemploymen msu:rance pro gram
+-Oral and written communication skills.: T TR R S
. Principles and practices of supervision and trammg e
«Applieable laws; codes, regulations, policies and procedures. .= g

' !-Operatlon ofa computer and a351gned software:::

*-:zABILITYTO a R R Rt :
r{Jrganize: evidence, adwse Wltnesses .;ehcrr testlmony, cross-examine: w1tnesses and presen'
concise oral arguments during administrative-hearings.. . Dectain TR IR TR

Collect and assemble data, prepare reports, monitor progress, and analyze related data
-+ Serve as an informational resource to staff concerning unemployment insurance: prog,rams
Interpret, apply and explain rules, regulations, policies and. procedu:res P
Maintain accurate statistical records. s : Pl
~-Train and evaluate the performance of assigned staff.
Communicate effectively both orally and in writing.
Interpret, apply and explain rules, regulations, policies and procedures.
Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.
Analyze situations accurately and adopt an effective course of action.
Meet schedules and time lines.
Work independently with litile direction.
Plan and organize work.
Prepare records and reports related to assigned activities.
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Manager — Unemployment Insurance ~ continued Page 3
EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor's degree from an accredited college or university with
major course work in business administration, public administration, or a related field and three
years related experience including participation in unemployment insurance matters.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.
WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
-Driving a vehicle to conduct work.

: 'PHYSICAL DEMANDS L
::::Hearing and speaking to exchange mformailon ;

Dexterity of hands and fingers to operate a computer keyboard

: :.Seemg to read a Varlety of materlals o

Phlth Gor'r | Date g

- --Executlve D
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