SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DIRECTOR Il - GENERAL SERVICES

BASIC FUNCTION:

Under the direction of the Chief Business Officer, plans, organizes, controls and directs the General
Services Department including, facilities,
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Plans, organizes, controls direct and monitor the bidding process for supplies, equipment and
construction and maintenance projects; prepare related bidding documents; approve purchase orders
as appropriate.

Estimates and assures adequate personnel, materials, contractors, and equipment needed for planning,
construction, maintenance, repair, and custodial functions; compiles and prepares cost estimates;
monitors and assures adequate inventory levels of equipment and supplies.

Plans, organizes, controls, and directs activities to assure facilities are cleaned and maintained in a safe
and orderly condition; coordinates, directs and participates in the inspection of County Office buildings,
grounds and facilities to identify maintenance and repair needs; directs preventative maintenance
functions; coordinates and directs response to emergency custodial and maintenance needs.

Coordinates and directs cleaning and installation, maintenance and repair projects in areas such as
electrical work, plumbing, carpentry, HVAC, and painting;
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State School Construction Programs and State Contract Compliance laws and regulations.

California Environmental Quality Act.

Health and safety regulations and procedures.

California Uniform Public Construction Cost Accounting Act Policies and Procedures

California Education Code and other applicable laws, codes, rules, regulations, policies, and procedures
related to construction, maintenance, and related activities.

Architectural and engineering plans and specifications.

Applicable building codes, ordinances, requirements, regulations, and safety precautions.

Requirements of maintaining County Office buildings, facilities, grounds, and equipment in a safe, clean
and orderly condition.

Health and safety regulations and procedures.

Methods, practices, and procedures of pupil transportation, purchasing, bid processes, contract
administration

Management and leadership techniques.

Budget preparation and
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Prepare comprehensive narrative and statistical reports and presentations.
Direct the maintenance of a variety of reports, records and files related to assigned activities.

LEADERSHIP TEAM COMPETENCIES:

Develops and fosters effective individuals and teams.

Operationalizes the organizational vision, mission, goals, shared values, and guiding principles.
Demonstrates emotional intelligence.

Models inclusive, effective, and authentic communication.

Applies knowledge of the intersectionality of race, equity, and inclusion.

Builds and sustains positive, trusting relationships.

Conducts SCCOE operations with the highest moral, legal, and ethical principles.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Master’s degree in business administration or related field and eight
years increasingly responsible procurement processes, maintenance and operations, real property
negotiations, construction and modernization experience including five years in a supervisory capacity.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.
WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information and make presentations.
Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.
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