SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISOR - FOSTER YOUTH SERVICES

BASIC FUNCTION:

Under the direction of the Chief Schoels Officer, organize and direct the day-to-day operations
of Foster Youth and Homeless student programs throughout the County; plan, coordinate,
implement and oversee programs and activities to facilitate communication and support for foster
youth and homeless students; train and evaluate the performance of assigned staff,

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

+ Organize and direct the day-to-day operations of Foster Youth and Homeless student programs

- throughout the County; provide leadership; coordination and oversight in the operation of the
FYS department; evaluate program effectiveness-and recommend methods of improvement.

Develop and manage - ‘program budgets-expenditures; monitor revenue receipts and projections
. prepare and submit VAFIOUS ﬁnanc1al and budget reports to the State prepare varlous grant-
O apph(;atlens S T R I L : : T :

.DeveIop, plan and: momtor programs events and pI'O_]CCtS that - address the needs and facﬂrtate:;
commumcatzon and support of foster and homeless youth. e T ERRED

Serve a-s-..;--c-ommunlty;-.relatrons' llalson. to-~ profess-lonal organizations: and community -groups:
- regarding provision:of.at-risk -youth: education, juvenile justice and-delinquency prevention:
‘. -programs; ' -coordinate trainings ~for- multi-agency -staff; participate in -the development of
“"collaboratlve prOJects w1th other departments and commumty agenmes , T

.'f:;"yf‘-TI‘am and evaluate the performance of ass1gned staff assign Work to support staff prov1de-5
: -leadershrp to staff} develop and 1mp1ement staff development programs. R nes

nDevelop and admnnster contracts for the cornmunn:y school referral process; mterpret a;nd apply
. _educatlonal and chlld welfare codes pohc1es and procedures TR

Operate a varrety of ofﬂce equrpment mcludlng a cornputer and ass1gncd software dnve a
vehicle to various sites to conduct work.

Communicate with other administrators, personnel and outside organizations to coordinate
activities and programs, resolve issues and conflicts and exchange information; communicate
with foster parents, group home providers, biological parents, youth and children to improve
service, provide resources and referrals, provide support, and assure successful educational
services and outcomes.

Prepare and maintain records and reports related to assigned programs, services and other
activities.

Attend and conduct meetings directed; participate on advisory or other committees as required.
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Supervisor — Foster Youth Services - continued Page 2

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Research and development techniques in the field of education pertaining to foster youth and at-

risk students.

Federal, State and local laws, regulations and policies affecting educational needs of foster

youth, student foster care and probation programs.

Current issues pertaining to foster youth in relation to the juvenile justice system, substltute care

providers and private group home operators. G
~Oral and written communication skills.

...+Correct English usage, grammar, spelling, punctuatmn and vocabulary.

- . Technical aspects of field-ofspecialty. i viraign oo .

= Interpersonal skills using tact, patience and courtesy

. ABILITY To

- throughout-the:County. » LT e

-zi:Communicate: effectivelyboth:orally-and in writing: -

W .Operatron of a computer and a551gned software

- Organize and- dlrect the: day to- day operatlons of Foster Youth and Homeless student programs

< »~Plan, coordinate;. 1mp1ement and oversee: programs and aot1v1tles 1:0 faoihtate commumcat1on and

- support for foster youth:and homeless students:.- S :

v+ -~ /Irain and evaluate the performance of assigned personnel: :- : - R
- Serve as community: relations.liaison to professional: orgamzatlons and commumty groups

Maintain confidentiality-of orgamzatlonal mformatlon

. -Prepare and delivery oral presentations. &« oe o oo

~+z-;Establish and:maintain cooperative and: effeotlve workmg relatlonshlps with others::
Meet schedules.and time lines. - .. e SR e
Maintain records and prepare reports. - :

- “Analyze situations accurately-and: adopt an:effective:course of action. GI L
Interpret, apply and: explam rules regulatlons pohc1es and- procedures related to ass;gned

activities. 5
- Operate a variety of ofﬁce equrpment 1ncIud1ng a computer and assigned softwa:re

EDUCATION AND EXPERIENCE:

Any combination equivalent to: master’s degree in education, criminal justice, social services or
related field and four years of increasingly responsible experience related to foster care and
youth services.

LICENSES AND OTHER REQUIREMENTS:

Valid Califormia driver's license.
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Supervisor — Foster Youth Services - continued Page 3
WORKING CONDITTIONS:

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

PHYSICAL DEMANDS:

Hearing and speaking to exchange information.

Seeing to read a variety of materials.

Dexterity of hands and fingers to operate a computer keyboard.

Approved by PersonnelQommission: June 23, 2011
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Philip J. Gordil
- Executive Dirg
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