
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
 
CLASS TITLE:  SELPA ADMINISTRATIVE SPECIALIST 
  
BASIC FUNCTION:   
 
Under the direction of the Director, SELPA, organize and direct office operations and activities 
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. 
 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 
Organize and direct office operations and activities in support of an assigned department; 
establish and maintain office time lines and priorities; assure office activities comply with 
established laws, codes, rules, regulations, ordinances, policies and procedures. 
 
Coordinate, direct and implement financial activities to assure efficient office operations; 
collaborate with administrators, personnel and outside agencies in the development and 
implementation of projects, goals, objectives, services and activities; monitor progress of 
projects 
 
Oversee the review, evaluation, maintenance and adjustment of related funds, budgets and 
accounts; assure accurate accounting of funds including income and expenditures; direct 
activities to assure proper collection of revenue and disbursement of payments. 
 
Identify, schedule, coordinate and facilitate staff development opportunities aligning the Special 
Education Eligibility Criteria categories and the unique needs of related service providers at the 
county and district level including, but not limited to, school psychologists, Speech Language 
Pathologists, and Occupational Therapists. 
 
Monitor and schedule SELPA sponsored workshops and trainings; design flyers, oversee 
registration processes, collect and deposit registration fees; coordinate workshop activities with 
catering and conference room staff. 
 
Identify specific areas of an Individualized Education Program (IEP); facilitates and coordinates 
the purchase of equipment for children with low incidence disabilities including the financial 
budgetary analysis and district financial implications. 
 
Identify and explain Federal and State special education policies and procedures to school 
district representatives and the general public. Mediate and facilitate information requests and 
intra-  with the community and parents to ensure coordination of services and communication 

with district representatives. 
 
Oversee work completed insuring accurate and timely minutes, telephone conference scheduling 
and responsive communication to all stakeholders. Schedules meetings, appointments and 
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conferences; reserves meeting sites; makes travel arrangements; contacts and confirms 
appointments, meetings and conferences; attends meetings and takes minutes as necessary. 
 
Develops contracts for the program ensuring timelines, payments and facilities are effectively 
managed. 
 
Receive process, facilitate and disseminate information between the department and other COE 
departments, school district representatives. Establishes and maintains records, filing systems, 
and logs; maintains staff calendars as assigned; monitors and maintains staff attendance; prepares 
department attendance reports for payroll. Coordinates and maintains local district and 
department calendars, rosters and countywide district directories. 
 
Coordinate and direct office operations to assure accurate and timely completion of clerical 
activities and meet department and office needs as assigned; oversee the preparation and 
distribution of correspondence, agenda items and informational materials related to assigned 
functions; review office documents to assure compliance with established standards and 
requirements. 
 
Supervise, train and evaluate the performance of assigned personnel; assign employee duties and 
review work to assure accuracy, completeness and compliance with established standards, 
requirements and procedures. 
 
Provide consultation to administrators, personnel, outside agencies and the public concerning 
office operations and activities; respond to inquiries, resolve issues and conflicts and provide 
detailed and technical information concerning related standards, requirements, policies and 
procedures. 
 
Plan, organize and direct financial record-keeping, reporting and related auditing functions to 
assure accurate and timely accounting and reporting of department funds and budgets as 
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 
statistical records, reports and files related to programs, projects, accounts, personnel, financial 
activity, budgets and assigned duties; oversee the processing of forms and applications. 
 
Provide technical information and assistance to administrators concerning office activities, needs 
and issues; assist in the formulation and development of policies, procedures and programs. 
 
Operate a variety of office equipment including a computer and assigned software; oversee 
automated record-keeping and reporting functions related to assigned office and functions. 
 
Attend and conduct a variety of meetings as assigned; prepare and present oral presentations 
concerning assigned office and department operations and activities. 
 
OTHER DUTIES: 
Perform related duties as assigned. 
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KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Organization and direction of office operations and activities in support of an assigned 
department. 
Applicable laws, codes, regulations, policies and procedures. 




