
SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DIRECTOR — HUMAN RESOURCES

BASIC FUNCTION: 

Under the direction of the Assistant Superintendent- Personnel Services, plans, organizes, controls, 

directs and participates in formal and informal negotiations governing the terms and conditions of
certificated and classified employee bargaining unit agreements; directs the recruitment, selection and
layoff of certificated staff and the assignment of certificated employees; oversees employee health care
and disability benefits plans; oversees certificated and classified employee relations, performance

management, leaves, and unemployment insurance programs; oversees the processing and approval of
credentials for certificated employees of the schools throughout the county; oversees the registration of
credentials and State mandated assignment monitoring; coordinates and provides support to employees
and their supervisors; serves as the Office' s Affirmative Action Officer; formulates and articulates

policies, procedures and goals for the Human Resources Branch; monitors and supports Every Student
Succeeds Act ( ESSA); credentialing compliance; supervises and evaluates the performance of assigned
personnel. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 

Plans, organizes, controls, directs and participates in formal and informal negotiations governing the
terms and conditions of certificated employee bargaining unit agreements; directs the recruitment, 
selection and layoff of certificated staff and the assignment of certificated employees. 

Plans, organizes, controls and directs formal and informal negotiations governing the terms and
conditions of classified employee bargaining unit agreements and employee health care and disability
plans and tax deferred plans. 

Plans, organizes and conducts negotiations with representatives of
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ensure candidates meet minimum qualifications; directs the preparation, 
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Maintains current knowledge of laws, codes, regulations and pending legislature related to certificated
and classified personnel activities; modifies programs, functions and procedures to ensure compliance

with local, state and federal requirements as appropriate; 
OTHER DUTIES: 

Performs related duties as assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 

Planning, organization and direction of Human Resources operations and activities for certificated

personnel, including employee relations, staff development, credentialing, recordkeeping, recruitment, 
selection, compensation and evaluation functions; 

Planning, organization and direction of employee benefits and disability plans; 
Principles, techniques, procedures and terminology involved in the recruitment, selection, processing, 
orientation and compensation of certificated employees; 

Operations, policies and objectives relating to human resources activities; 
State credential requirements and procedures; 

Practices and procedures related to certificated personnel; 

Principles and techniques of labor relations and collective bargaining; 
Certificated and classified bargaining unit contracts and salary schedules; 
Principles and practices of administration, supervision and training; 
Policies and objectives of assigned programs and activities; 

County Office organization, operations, policies and objectives; 
Budget preparation and control; 

Oral and written communication skills; 

Principles and practices of administration, supervision and training; 
Applicable laws, codes, regulations, policies and procedures; 

Interpersonal skills using tact, patience and courtesy; 
Operation of a computer and assigned software

ABILITY TO: 

Plan, organize, control and direct the Human Resources operations and activities for certificated and

classified personnel, including employee relations, staff development, credentialing, recordkeeping, 
recruitment, selection, classification, compensation and evaluation functions; 

Coordinate and direct communications, information, personnel and resources to meet County Office
Human Resources needs and ensure smooth and efficient
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Work independently with little direction; 
Plan and organize work; 

Prepare comprehensive narrative and statistical reports

Direct the maintenance of a variety of reports, records and files related to assigned activities. 
EDUCATION AND EXPERIENCE: 
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Any combination equivalent to: master' s degree and five ( 5) years of successful administrative and

supervisory management experience at the school site level; school personnel administration experience in

the areas of labor relations, employ.ee relations, negotiations


