SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SELPA FINANCIAL ANALYST
BASIC FUNCTION:

Under the direction of the Director - SELPA, administers
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SELPA Financial Analyst - continued Page 2

Prepares, audits and files Special Education funding and administrative reports with the Department of
Education and other regulatory agencies; prepares, distributes, and monitors budgets, revenue
projections, and allocation plans and advises school districts of financial implications..

Researches, and analyzes special education funding data, resolves problems, and develops worksheets
and reports as needed; reviews special education certification documents; determines County Excess
Tax distribution for the County Office and district programs.

Develops and implements short-term and long-term plans; provides data for long-term planning;
participates in decisions that frequently have major impact across Office Branches and school districts.

Plans, directs and monitors special projects; confers with auditors; advises and answers financial
questions for school districts related to Special Education funding; leads and facilitates discussions
between districts related to Special Education funding.

Maintains current knowledge of laws, rules, regulations and policies related to special education
finance; monitors school business legislation; interprets and analyzes policies and regulations; directs
and participates in the analysis of legislation and disseminates information on the impact of legislation;
provides districts with periodic information regarding Special Education funding.

Establishes and maintains a variety of correspondence, records, and files related to assigned activities;
responds to telephone and email questions regarding SELPA fiscal questions; meets with administrators
and program managers as needed to provide direction and technical and procedural assistance.

Develops complex spreadsheets for revenue projections; serves as information source regarding fiscal
procedures, policies, requirements, and standards for Special Education.

OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
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Oral and written communication skills.
Interpersonal skills including tact, patience and courtesy.

ABILITY TO:

Provide financial analysis and develop financial models based on historical and projected trends for
educational organizations.

Perform specialized and technical services requiring application and interpretation of data, facts,
procedures and policies.

Interpret, analyze, and apply laws, codes, regulations and court decisions affecting schools and special
education.

Provide functional and technical guidance in obtaining, preparing, sharing and exchanging data with outside
agencies and administrative, technical, clerical personnel.
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Approved by Personnel Commission: June 23, 2011; Revised Approval: February 10, 2016
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Kristin Olson Date: 02/04/16
Director-Classified Personnel Services

C
Santa Clara County % Office of Education



