o "_‘ Momtor audlt and 1 rev1ew dlstnct payroll—related servwes 1nclud1ng contract payroll processmg,

o -_'_:Jadmlmstratmn wage garmshment and central records retentlon -

SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DIRECTORIII - DISTRICT BUSINESS SERVICES

BASIC FUNCTION:

Under the direction of the Chief Business Officer, plan, organize, control, direct and provide
fiscal oversight of school districts as mandated by the California Education Code; direct and
supervise the preparation, monitoring, reviewing, auditing, and approval of fiscal and attendance
transactions for school districts within Santa Clara County Office of Education; superv1se and
evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES: o - - _

Plan, organize, control, direct and provide fiscal oversrght of school districts as mandated by the =i

--California Education Code; assure comphance thh generally accepted accounting practices and i:o
applicable regulatlons and pol1c1es . . i

" Plan, direct, coordinate and supervrse the preparatron monltorrng, rev1ew aud1t1ng, and approval:.f TR
- of ﬁnan01al a;nd attendance transactwns reports, and budgets ' SRR

o “payroll. aud1t1ng, retlrement processing, benef t plan ddmmlstratmn unemployment 1nsurance

Superv1sc and part1c1pate 111 ‘the preparatmn of mandated cost clanns for dlstncts and Oﬁice ':_
_ plan, direct, and coordmate of the audit, approval analys1s rece1pt and dlstnbutmn of major. .
 State and local revenues; conduct Special Education fiscal review; prepares revenue limits;

'f":.i_.:,._*COOIdlnate departmental act1v1tres w1th other departments school d1stncts ofﬁces of edwcauon Pty
* and agencies. ' TR

4-'_""Assrst with the desrgn, 1mplementat10n and rev1ew of d1stnct busmess systems design: and-
tmplement new and revised systems to assure effec_nve and efﬁcrent departmental operatlons
~develop program evaluation criteria and standards; IR

Direct and evaluate the performance of assigned staff; interview and select employees and
recommend transfers, reassignment, termination and disciplinary actions; direct the development
of training materials and the training of district staff; develop and implements, goals, objectives,
policies, and priorities related to departmental activities.

Provide technical advice and interpretation and coordinate direct fiscal management services to
County school districts; interpret and provide guidelines, applicable regulations, and policy
provisions; respond to concerns and requests for information, and provides solutions to related
problems.

Analyze proposed and enacted legislation and provides advice and guidance; provide guidance

on proper records management practices; represent SCCOE and school districts on appropriate
local and State committees; conduct research, analyzes data, and makes recommendations on
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Director ITI — District Business Services - continued Page 2

administrative, organizational, and operational problems, on the formulation of policies and
procedures, and on staffing and organizational changes.

Provide technical expertise, information and assistance to the Chief Business Officer regarding
district business services and operations; assist in the formulation and development of policies,
procedures and programs; recommend proper organization structure for assigned programs and
functions; communicate with other administrators, school boards, personnel and outside
organizations to coordinate activities and programs, resolve issues and conflicts and exchange
information; assure proper communication with the County Superintendent regarding pertinent
1ssues.

Plan, organize and implement long and short-term programs and activities designed to develop
programs and service; participate in the formulation of divisional, organizational, and school

district financial directions; forecast trends and sets direction for Office and participate 'in = =

. .planning for extemal agenc1es ‘recommend new or: rev1sed standards and pohcles o

'Rev1ew 1r1terpret and communicate leglslatlve laws State Educatron Code and other legal issues- oo

to school dlStI‘lCt admmlstrators and staff, and County. Ofﬁce administrators.

“-;Dn‘ect the preparatron and mamtenance of a vanety of narratlve and statlstlcal reports records
- and files related to a531g11ed activities. Uil e o kT T

&2 -Develop and prepare the annual prehmmary budget for the - Departrnent analyze and rev1ew

' budgetary and ﬁnanoral data control and authorrze expendrtures in accordance with: estabhshed
limitations. ' R _ : T

.. 'Operate a computer and a531gned soﬁware programs operate other ofﬁce eqmpment as assrgned,
h drlve a Vehrcle to conduot work as a551g11ed - AT _,

Att_end_ a'nd‘ co‘ndlict a Variety Of r'neetings‘as assi'grled."=. i

- OTHER DUTIES: :
k"Perform related duties as 3551gned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

School district budgeting, accounting, reporting, auditing, and business procedures and
operations.

Government Accounting Standards and Generally Accepted Accounting and Auditing Principles.
California Education Code related to fiscal operations.

Board policy and administrative regulations.

State and federal time lines and processes.

Budget preparation and control.
Oral and written communication skills.
Principles and practices of administration, supervision and training.
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iy Budget preparation: and control. :

Director I1X — District Business Services - continued Page 3

Applicable laws, codes, regulations, policies and procedures related to a variety of financial
areas.

Current banking laws rules and regulations.

Legal requirements of school districts related to budgeting and finance.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

ABILITY TO:
Provide advice, support and oversight to county districts in areas related to budgeting, internal
control procedures, payroll, accounting, legal issues and other finance-related matters.
Communicate effectively both orally and in writing,

Represent the County Superintendent to school districts.

Interpret, . apply and explain rules, regulations, policies and procedures

Interpret and maintain current knowledge of related legislation. -

.- Establish and maintain cooperative and effective workmg relatlonshlps with others..

Operate a computer and :assigned office equipment. - SEARE
‘Operate the financial software system and train others in the proper operations of the systern
Analyze situations accurately and adopt an effectwe course of action. G
Meet schedules and time lines.. L
o Work 1ndependently with ltttle d1rect10n

- Plan and organize worlk:. " R
.o Prepare comprehenszve narrative and statlstical reports :

.+ Direct the:maintenance of a vanety of reports and ﬁles related to assi gned actnnt;es i

Oral and written communication skﬂls :

.~ Principles and practices of administration, supervision and tralmng

. -Applicablelaws, codes; regulations pollc1es and procedures :
' Interpersonal SleS usmg tact patlence and courtesy R R Y RER T RO

' *"-EDUCATIONAND EXPERIENCE. ":‘-::“4" SRR ' C ORI REMY  E g

Any- combination equivalent to: master's degree. in: accountmg, finance, business or public..:. ..
administration or a related- field and: five years increasingly responsible experience:in:school .-
district audltmg, budgetlng and admmlstratlon 1nclud1ng at least three years in an admmlstratlve :

capacity

LICENSES AND OTHER REQUIREMENTS:
Valid Ca f ornia driver's license.

WORKING CONDITIONS:

ENVIRONMENT

Office environment.
Driving a vehicle to conduct work.
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Director III — District Business Services - continued Page 4

PHYSICAL DEMANDS:

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

Seeing to read a variety of materials.

Approved by Personnel, Commission: June 23, 2011

4«)& m | r)jm );;s

Philip J. Gordillo ﬂ Date
Executive Dizectos/ Human Resources .
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