
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
 
CLASS TITLE:  MANAGER – HUMAN RESOURCES/EMPLOYEE BENEFITS 
  
BASIC FUNCTION:   
 
Under the direction of the Director III – Human Resources/Certificated, plans, organizes and administers 
the SCCOE’s employee health and welfare benefit programs, disability plans, tax shelter and IRC 125 plans; 
provides unemployment insurance claims administration services to the SCCOE, school districts and 
charter schools throughout Santa Clara County; assures compliance with legislation and related laws, rules 
and regulations applicable to health and welfare benefits and unemployment insurance; supervises and 
evaluates the performance of assigned personnel. 
 
REPRESENTATIVE DUTIES: 

The following duties are examples of assignments performed by incumbents in this classification. It is not 
a totally comprehensive list of duties, nor is it restrictive regarding job assignments. 
 
ESSENTIAL DUTIES: 
Plans, organizes, and administers the employee health and welfare benefit programs, disability plans, tax 
shelter and IRC 125 plans; provides unemployment insurance claims administration services to SCCOE, 
school districts and charter schools throughout Santa Clara County. 
 
Plans, organizes, and administers the activities of employee/retiree COBRA benefit programs; 
communicates with brokers, consultants and medical plan providers to discuss plan participation, cost 
and trends; recommends program changes for employee, retiree and COBRA participants; approves 
payments to medical plan vendors according to established procedures.  
 
Directs and coordinates the receipt, interpretation, and processing of unemployment insurance claims; 
analyzes the basis for each claim; determines appropriate action and prepares responses in accordance 
with applicable laws, policies, and regulations; investigates facts regarding claims in response to 
Employment Development Department or school district inquiries. 
 
Analyzes and interprets applicable laws, codes, rules, policies, and procedures; assures compliance with 
legislation and related laws, rules and regulations applicable to health and welfare benefits and 
unemployment insurance; reviews and analyzes state unemployment insurance decisions for application 
of law; provides in-service training programs related to unemployment insurance activities procedures 
and policies. 
 
Investigates, analyzes, and prepares evidence and case documentation for administrative hearings; 
represents districts at hearings; presents evidence and examines witnesses and reviews hearing decisions 
and files appeals to State Board as necessary. 
 
Analyzes claims and supporting factual data within broad guidelines requiring independent judgment, 
such as determining if a claim should be protested, what and how evidence should be presented, and 
which claims should be appealed to the State Board. 
 
Prepares and maintains a wide variety of narrative and statistical reports and records; adjusts quarterly 
wage reports for districts as necessary; reports wages to appropriate State agency; computes and pays 
unemployment insurance taxes; reviews listings of benefit charges for accuracy, and pays local experience 
charges; prepares reports on employee benefit plan participation, costs, and industry trends in 
compliance with the Affordable Care Act and/or related laws. 
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Communicates with administrators, personnel and outside organizations to coordinate activities, resolves 
issues and conflicts and exchanges information; meets with SCCOE management to discuss pending claims 
and school district issues as required; presents critical information at various meetings attended by 
employees, labor groups and management employees to discuss unemployment insurance information. 
 
Develops and implements short and long-term plans; provides data for long-term planning; participates 
in the development and implementation of departmental policies and procedures. 
 
Provides technical expertise, information and assistance to the Chief Human Resources Officer regarding 
benefit plans and compliance with the Affordable Care Act and/or related laws; assists in the formulation 
and development of policies, procedures and programs; attends and chairs the SCCOE’s Health Care Cost 
Containment Committee; recommends proper organization structure for assigned programs and 
functions. 
 
Develops and prepares the annual preliminary budget for benefits costs; analyzes and reviews budgetary 
and financial data; controls and authorizes expenditures in accordance with established limitations. 
 
Supervises, trains and evaluates the performance of assigned staff; interviews and selects employees and 
recommends transfer, reassignment, termination and disciplinary actions. 
 
Operates a computer and assigned software programs; operates other office equipment as assigned; 
drives a vehicle to conduct work as assigned. 
 
OTHER DUTIES: 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Planning, organization and administration of employee benefits, disability plans, tax shelter and IRC 125 
plans, and unemployment insurance. 
Applicable sections of the State Education Code and other applicable laws, codes, regulations, policies 
and procedures related to health and welfare benefits administration and unemployment insurance. 
Regulations of the Employment Development Department. 
Appeals Board precedent decisions. 
Administrative hearing rules of conduct and evidence. 
Methods, procedures and terminology used in technical unemployment insurance administration. 
Research methods and report writing techniques. 
Preparation, review and control of sensitive information and data. 
Standards, specifications and requirements of the unemployment insurance program. 
County Office organization, operation, policies and objectives. 
Budget preparation and control. 
Financial and statistical record-keeping techniques. 
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. 
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ABILITY TO: 
Plan, develop, organize and administer the health and welfare benefits and unemployment insurance for 
the SCCOE. 
Organize evidence, advise witnesses, elicit testimony, cross-examine witnesses, and present concise oral 
arguments during administrative hearings. 
Communicate effectively both orally and in writing.  
Analyze, interpret, apply and explain rules, regulations, codes, laws, policies and procedures.  
Manage the maintenance of a variety of reports, records and files related to assigned activities. 
Prepare comprehensive narrative and statistical reports related to assigned activities. 
Analyze situations accurately and adopt an effective course of action. 
Plan, organize and implement long-term and short-term projects and activities designed to develop and 
augment benefits and compliance related to human resources programs and services. 
Collect and assemble data, prepare reports, monitor progress, and analyze related data. 
Establish and maintain cooperative and effective working relationships with others.  
Plan and organize work to meet schedules and timelines. 
Serve as an informational resource to staff concerning unemployment insurance programs. 
Work independently with little direction.  
Supervise and evaluate the performance of assigned staff. 
Train and evaluate the performance of assigned staff. 
Operate a computer and assigned office equipment. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination equivalent to:  Bachelor's degree in public administration, human resources 
management or a closely related field, and three years increasingly responsible experience in benefits 
management with a public school district or county office of education. 
 
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. 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of materials. 
 
Approved by the Personnel Commission:  3/14/18 
 

   03/14/18 
Jonathan Muñoz   Date 
Interim Director – HR/Classified Personnel Services    

 


