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
Eooal agrqeginbitof rohonl diakeata gp rrgrdatad John Calitrmi- Jaapdfi 1 s~ aul s gte—a—

—
—

i

&

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: S - - C

Plan, organize, control, direct and provide fiscal OVCI’SIght of school districts as mandated by the -«
--California Education Code; assure comphance thh generally accepted accounting practices and i

applicable regulatlons and p011c1es o :

o Plan, direct, coordinate and supervise the preparauon ‘monitoring, review, aud1tmg, and approval:.f p
of ﬁnanmal and attendance transactlons Teports, and budgets ' R
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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
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- Establish-and maintain cooperative and effective workmg relationships with others.
Operate a computer and assigned office equipment. - . SN T
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; Analyze situations accurately and :adopt an effective course of action. .
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Director III — District Business Services - continued Page 4

PHYSICAL DEMANDS:
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Seeing to read a variety of materials.

PRy (R g g 41 = Y






