} Under the direction of the Director Il - LCAP Advisory Services, synnorts Jhe nlanaine _preanizafion .

coordination and implementation of the Santa Clara County Office of Education’s Local Control
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Assists in the development and preparation of annual preliminary budgets for assigned projects and
programs;

Attends and participates in a variety of meetings, task forces, seminars, in-services and conferences.

OTHER DUTIES:
Performs related duties as assigned.

KNOWLEDGE AND ABILTIES:

KNOWLEDGE OF:
Comnonents of LCAPs. anoroval criteria_and the nracess of cantinnqus imovement:

Implementation of Improvement Science;

Use of data for continuous improvement at the district and sitelevel;
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Meet schedules and timelines;
Work mdependently wnth little dlrectlon
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Prepare and maintain various records, reports and files;

‘ Qoerate g yauety ofoffice.equipreat includingadyagredse of romoutecs godassignad saftware ‘

copiers, fax machines, projectors, and audio-visual equipment.

EDUCATION AND EXPERIENCE:

Minimum of three years administrative experlence (school site and district office preferred);
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