SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISOR - ADMINISTRATIVE SERVICES/RESTRICTED

BASIC FUNCTION:

in support of an assigned department; coordinate and direct personnel functions and/or fiscal
activities to assure smooth and efficient running of office operations; train and evaluate the
performance of assigned personnel.
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ESSENTIAL DUTIES: - _ :
Organize and direct office operations and activities in support of an assigned department;
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Supervisor — Administrative Services/Restricted - continued Page 2

office operations and activities; respond to inquiries, resolve issues and conflicts and provide
detailed and technical information conceming related standards, requirements, policies and
procedures.

Plan, organize and direct financial record -keeping, reportmg and related audltmg functrons to
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assigned; review and analyze financial statements, records and reports to assure accuracy and
completeness.

Oversee and participate in the preparation and maintenance of a variety of narrative and
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activity, budgets and assigned duties; oversee the processing of forms and applications.

- Provide technical information and assistance to administrators concerning office activities, needs
and 1ssues; assist in the formulatron -and: development of pohcles procedures and programs

Operate a Va.rlety of office equrpment mcludrng a computer and assrgned soﬁware oversee: . i
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