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DIRECTOR IllI-CLASSIFIED PERSONNEL SERVICES

Classified management position

Basic Function

Under the direction of the Personnel
Commission, plan, organize,

control and direct the Merit System
program in accordance with the
Education Code, Government

Code and Personnel Commission
rules and regulations; administer
classification, compensation,
organization development, layoff

and reemployment activities for

the classified service; oversee
specific employment categories

for restricted, substitute and non-
regular employment; coordinate

the recruiting, interviewing, testing,
selecting and placement of classified
personnel; coordinate communications
between administrators and classified
personnel; train and supervise the
performance of assigned personnel.

REPRESENTATIVE
DUTIES

ESSENTIAL DUTIES

Plan, organize, control and direct the
Merit System program in accordance
with the Education Code, Government
Code and Personnel Commission rules
and regulations; interpret classified
labor contracts, Education Code,
Personnel Commission rules, County
Office policies and procedures, and
labor and employment laws and
codes.

Administer classification,
compensation, organization
development, layoff and
reemployment activities; oversee
specific employment categories for
restricted, substitute and non-regular
employment.

Coordinate the recruiting, interviewing,
testing, selecting and placement

of classified personnel; direct the
development and administration of
examinations, preparation of eligibility
lists, certification of job candidates
and other employee assignment
transactions for classified employees.

Authorize personnel actions for new
hire, rehire, class series advancement
or promotion to assure compliance
with Merit System rules; determine
salary placement for newly-hired
classified employees.

Supervise and evaluate the
performance of assigned staff;
interview and select employees and
recommend transfers, reassignment,
termination and disciplinary

actions; develop staff training
opportunities; monitor performance
evaluations according to established
guidelines and procedures.

Serve as ex-officio secretary to the
Personnel Commission; prepare
agenda items, attend meetings and
oversee the preparation of minutes;
organize employee disciplinary
hearings and procedural appeals for
the Personnel Commission.

Counsel employees and management
personnel on appropriate working
habits and conditions, classified
employee contract interpretation

for performance evaluations,

leaves, hours and overtime, pay and
allowances, holidays, vacation accrual
and other specific agreements relating
to certain job classifications.

Coordinate and participate in

legal communications between
administrators, classified personnel
and outside agencies to respond to
formal complaints, resolve issues or
concerns and exchange information.

Assist County Superintendent of
Schools, branch chiefs, department
heads, managers, site administrators,
employees and employee group
representatives to understand

the classified employment

testing, selection, classification,
compensation, transfer, seniority,
demotion, promotion, layoff and
reemployment practices and
procedures.

Provide technical expertise,
information and assistance to the
Personnel Commission and Chief
Human Resources Officer regarding
assigned functions; monitor, analyze
and disseminate proposed legislation
impacting the classified service.

Assist the Chief Human Resources
Officer in the formulation and
development of policies, procedures
and programs to assure an economical,
safe and efficient work environment;
advise the Chief of unusual trends or
problems and recommend appropriate
corrective action.

Plan, organize and implement long
and short-term programs to enhance
classified personnel programs and
services.

Oversee recruitment, testing,
selection, position system and salary
for substitute workers; assume
responsibility for the automated
substitute assignment systems and
provisions of the bargaining agreement
for substitute workers, and the County
Office-wide Livescan fingerprinting
operation.

Direct the administration of
classification and compensation plan;
conduct reclassification, compensation
and assignment studies and make
recommendations to the Personnel
Commission.



Develop and prepare the annual
preliminary budget for the Personnel
Commission; analyze and review
budgetary and financial data;
control and authorize expenditures
in accordance with established
limitations; prepare an annual report
for the Personnel Commission.

Direct the preparation and
maintenance of a variety of narrative
and statistical reports, records, charts
and files related to classified personnel
and assigned activities; provide
organizational statistics and analytical
findings; research related information.

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

Attend and conduct a variety of
meetings as assigned; participate in
professional development activities
pertaining to merit law, civil service
and public human resources
administration.

Participate and prepare contractual
and specific subject matter
agreements for the Chief Human
Resources Officer; work with
counsel on specific matters related
to assigned functions; assist the
negotiations process by providing
reports, data and statistics to the
County Office of Education and
employee organizations.

Perform related duties as assigned.

KNOWLEDGE AND
ABILITIES

KNOWLEDGE OF:

Planning, organization and direction of
classified personnel services.

Merit System rules and regulations.

State and federal laws, codes and
regulations concerning personnel
administration including civil service/
merit law, equal employment
opportunity, affirmative action, and
other assigned areas.

Principles, techniques and methods

of recruitment, selection, training,
classification and compensation.

Bargaining agreements, union
contracts and employee/labor
relations.

Employee and organizational
development, leadership, team
building, motivation and conflict
resolution techniques.

Pay compensation plans for classified
employees.

Budget preparation and control.
Oral and written communication skills.

Principles and practices of
administration, supervision and
training.

Interpersonal skills using tact, patience
and courtesy.

Operation of a computer and assigned
software.

ABILITY TO:

Plan, organize, control and direct the
Merit System program in accordance
with the Education Code, Government
Code and Personnel Commission rules
and regulations.

Direct the recruiting, interviewing,
testing, selecting and placement of
classified personnel.

Administer classification,
compensation, organization
development, layoff and reemployment
activities.

Organize and prepare for employee
disciplinary and procedural hearings
before the Personnel Commission.

Oversee specific employment
categories for restricted, substitute
and non-regular employment.

Coordinate communications between
administrators and classified
personnel.

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 little direction.
Plan and organize work.

Prepare comprehensive narrative and
statistical records and reports.

Direct the maintenance of a variety of
reports and files related to assigned
activities.

EDUCATION AND
EXPERIENCE

Any combination equivalent to:
master’s degree in human resources,
organizational development, public
administration or related field and

five years increasingly responsible
experience in the administration of
public personnel including at least two
years Supervisory experience.

LICENSES AND OTHER
REQUIREMENTS

Valid California driver’s license.

WORKING CONDITIONS
ENVIRONMENT

Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS

Hearing and speaking to exchange
information and make presentations.

Seeing to read a variety of materials.

Dexterity of hands and fingers to
operate a computer keyboard.

HAZARDS

Contact with dissatisfied or abusive
individuals.



BENEFITS

SCCOE provides management
employees with 22 vacation days, 12

illness days, and observes 15 holidays.

SCCOE contributes to and participates
in the 2% at 55 plan of the California
Public Retirement System (CALPERS)
for classic members and 2% at 62

for new members. Employees also
contribute to the retirement system.

Health welfare benefits include a
choice between Anthem Blue Cross
and Kaiser—with a variety of plan
types, Delta Dental Insurance,
MESVision coverage—for employees
and dependents, $50,000 term life
insurance, short term and long term
disability insurance, business travel
insurance, Employee Commuter, and
Employee Assistance Program (EAP).

The County Office of Education

The Santa Clara County Office of
Education is committed to serving,
inspiring and promoting student and
public school success. It serves as
an exemplary regional resource to
students, parents, districts, agencies
and businesses by working in tandem
with the county’s 36 public schools
and community college districts.

Mission Statement

The Santa Clara County Office of
Education is committed to serving,
inspiring and promoting student and
public school success.

Furthermore, the COE is committed to
being in the forefront of educational
reform.

The Santa Clara COE is looking for a
proven leader to join us in our effort
to become a model of excellence and
provide indispensible, value added
services to the student families,

Goals

e |mprove student equity and reduce
access discrepancies
to high quality education

e Provide support to districts,

SALARY RANGE

Annual salary of $117,725 - $150,249.
A 2% salary increase is scheduled for
September 1, 2015.

FINAL APPLICATION
FILING DEADLINE
5 p.m. Wednesday, June 17, 2015.

Online application, resume, letter of
interest and supplemental questionnaire
required. Incomplete application
packets will not be considered.

business, and governmental and
community-based organizations within
our county.

With a staff of 1,600 employees and
an annual budget of over $196 million,
the Santa Clara COE provides services
that reach more than 262,000 public
school students and their families.

e Be a premier employer

¢ |mprove organizational
effectiveness and efficiency

communities, schools and students

Santa Clara County Board of Education
Michael Chang - Joseph Di Salvo - Darcie Green
Rosemary Kamei - Grace H. Mah

Claudia Rossi - Anna Song

County Superintendent of Schools
Jon R. Gundry
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(left to right) Nicholas Gervase, Libby Spector,
Rodney W. Martin
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