
 

 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
Personnel Commission 

CLASS TITLE:  ASSISTANT DIRECTOR - DISTRICT BUSINESS SERVICES 

BASIC FUNCTION: 

Under the direction of the Director III - District Business Services, assists in the administration of the 
District Business and Advisory Services Department (Department); assists in directing the oversight of 
school districts as mandated by the California Education Code; oversees the preparation, monitoring, 
reviewing, auditing, and approval of fiscal and attendance transactions for school districts within Santa 
Clara County; 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: 
Assists in directing the oversight of school districts as mandated by the California Education Code; 
assures compliance with generally accepted accounting practices and applicable regulations and 
policies. 

Oversees the preparation, monitoring, reviewing, auditing, and approval of financial and attendance 
transactions, reports, and budgets. 

Monitors, audits and reviews district payroll-related services including contract payroll processing, 
payroll auditing, retirement processing, benefit plan administration, unemployment insurance 
administration, wage garnishment, and central records retention. 

Supervises and participates in the preparation of mandated cost claims for districts and the Santa Clara 
County Office of Education (SCCOE); conducts fiscal review of programs; prepares revenue limits; 
coordinates departmental activities with other departments, school districts, offices of education, and 
agencies. 

Assists with the design, implementation, and review of district business systems; designs and 
implements new and revised systems to assure effective and efficient departmental operations; 
develops program evaluation criteria and standards. 

Directs and evaluates the performance of assigned staff; interviews and selects employees and 
recommends transfers, reassignments, terminations and disciplinary actions. 

Provides technical advice and interpretation and coordinates direct fiscal management services to 
County school districts; interprets and provides guidelines, applicable regulations, and policy provisions; 
responds to concerns and requests for information, and provides solutions to related problems. 

Analyzes proposed and enacted legislation and provides advice and guidance; provides guidance on 
proper records management practices; represents the SCCOE and school districts on appropriate local 
and State committees; conducts research, analyzes data, and makes recommendations on 
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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 issues. 

Assists in planning and implementing long and short-term projects 
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Establish and maintain cooperative and effective working relationships with others.  
Operate a computer and assigned office equipment. 


