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Communicates with other administrators, personnel, and outside organizations to coordinate activities and 

programs, resolves issues and conflicts and exchanges information.  

Attends and conducts a variety of meetings as assigned; represents the department at a variety of meetings, 

conferences, hearings, presentations, and workshops; serves as the liaison for the supervisor for the array of 

services and functions assigned to the department. 

Maintains current knowledge of laws, codes, regulations and pending legislature related to certificated and 
classified personnel activities. 
 
Develops partnerships with agencies and non-profits to identify services and resources they provide, with the 
goal of enhancing opportunities for SCCOE employees to access resources. 
 
Identifies resources and referral agencies in the county for employee needs. 
 
Develops a directory of resources and contacts for assisting employees; provides referrals to service providers 
within the community that can assist in the areas of health and safety, financial and legal topics, relationship, 
and family matters. 
 
Helps employees and their family members resolve personal problems; provides outreach and crisis 
intervention for employees by connecting them with community-based resources; applies Incident Stress 
Management (ISM) techn
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