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processes; coaches and mentors staff to build leadership skills and leadership capacity of the Innovation and
Instructional Support team.

Attends and participates at meetings held at school districts, outside agencies, and various organizations in

orderto manage and supervise areas of responsibility; prepares and presents staff reports and other necessary

correspondence to a variety of educational, business, and other governmental agencies; serves as an effective

member of the leadership team;  participates on a variety of committees, commissions;  attends and
participates in professional development; remains abreast of new trends and innovations in the field of

education; directs the development and implementation of financial funding and grants to support the
programs of the team.

Maintains awareness and ensures compliance with relevant State and Federal laws and regulations, Santa Clara

County Office of Education Board Policies, Superintendent Policies and Administrative Regulations.

OTHER DUTIES

Performs related duties similar to the above in scope and function as required.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization, control and direction ofthe operations and activities ofthe Innovation and Instructional
Support team;

Practices and procedures related to program implementation;

Applicable sections of the State Education Code and other applicable laws, codes, regulations and procedures;

Correct English usage, grammar, spelling, punctuation and vocabulary;
Operations, policies and objectives relating to program activities;
Financial analysis and projection techniques;

Curriculum development, enhancement and implementation;

State legislation relating to program and education objectives and goals;
Principles, practices and trends of public education;

Fiscal regulations for grant-funded programs;

Budget preparation and control;

Oral and written communication skills;

Principles and practices of administration, supervision and training;

Interpersonal skills using tact, patience and courtesy;
Operation
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Operate a computer and assigned office equipment;

Analyze situations accurately and adopt an effective course of action;
Meet schedules and timelines;

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:

Any combination equivalent to: master' s degree in education or related field and five( 5) years of increasingly
responsible experience in administration, with experience in the administration of


