
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
Personnel Commission 

CLASS TITLE: MANAGER - PROGRAM SUPPORT SERVICES 

BASIC FUNCTION: 

Under the direction of the Director - Human Resources, organizes and directs the processing and oversight 

of contract personnel programs for interns, student teachers, and volunteers; oversees the development 

of contract personnel with access to students, administration, recruitment, screening, selection, on-

boarding, and credential review. 

REPRESENTATIVE DUTIES: 

The following duties are examples of assignments performed by incumbents in this classification. It is not 

a comprehensive list of duties, nor is it restrictive regarding job assignments.  

ESSENTIAL DUTIES: 

Oversees and coordinates administrative duties in the areas of contract personnel with access to students, 

interns, student teachers and volunteers for student programs of the County Office of Education; ensures 

compliance with applicable laws, codes, rules, regulations, and related policies and procedures. 



Manager - Program Support Services ʹ continued   Page 2 

 

Manages the interns and volunteers through the onboarding process; monitors, reviews and analyzes 

credentials, permits and licenses for eligibility; monitors and assures TB and immunization records are 

current as required by SCCOE policy and state law; notifies contractor or intern whose credential, TB and 

immunization records or licenses are near expiring; updates file accordingly. 

Prepares and disseminates information to appropriate Office staff regarding the status of contractors, 

interns or volunteers; communicates outcomes to external agencies; manages relations with contractors 

and partner organizations. 

Develops and presents reports and summaries; maintains a variety of reports, records, and files related 

to assigned activities; develops and updates forms, handbooks, proposals, training materials, and 

contractor and volunteer communications; develops and manages related web pages for contractor and 

volunteer information. 

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

programs, resolves varied and complex issues and conflicts and exchanges information. 

Operates a computer and assigned software programs; operates other office and media equipment as 

assigned; drives a vehicle to conduct work as assigned; develops, implements and monitors non-staff 

information system. 

Attends and conducts a variety of meetings as assigned; serves on assigned internal and external 

committees; prepares and makes presentations. 

Trains and evaluates the performance of assigned staff; interviews and selects employees and 

recommends transfers, reassignments, terminations, and disciplinary actions; coordinates staff work 

assignments and schedules, and reviews work to ensure compliance with established standards, 

requirements, and procedures; ensu



Manager - Program Support Services ʹ continued   Page 3 

 

Prepare records, reports and various materials in support of assigned volunteer and staff development 

activities. 

Administer programs and projects. 

Train and evaluate the performance of assigned staff. 

Communicate effectively both orally and in writing. 

Interpret, apply and explain rules, regulations, policies, and procedures. 

Establish and maintain cooperative and effective working relationships with others.  

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. 

Maintain records and files. 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: Bachelor's degree in business administration, organization development, 

human resources, education or a related field and four years increasingly responsible related experience 

in education. 

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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