SANTA CLARA COUNTY OFFICE OF EDUCATION
CLASS TITLE: SCHOOL OFFICE COORDINATOR - SPECIAL EDUCATION

BASIC FUNCTION:

Under the supervision of the Principal — Special Education, performs a variety of highly responsible
administrative and operational support functions for an assigned special education cluster of
student/instructional programs; coordinates the day-to-day operations of an assigned cluster office and
sites; relieves the Principal of routine administrative matters; prepares and maintains various records and
reports; assures accuracy of data and compliance with state and federal requirements.

DISTINGUISHING CHARACTERISTICS:

Incumbents in this classification work directly with a special education cluster Principal, responsible for
multiple special education sites with are expected to exercise
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EDUCATIONNDEXPERIENCE:

Anycombinatiorequivalento: Graduatiorfrom highschoolandsupplementedyoneyearof collegetevel

courseworkin arelatedareaof study,andthree yearsof clericalor secretariakxperiencenvolvingfrequent

publiccontact,supplementedyy successfutompletionof anadministrativeassistantpffice management,
or secretarialrainingprogram.

LICENSESNDOTHEREQUIREMENTS:
ValidCaliforniaClas<Cdriver'slicense.
WORKINGONDITIONS:

ENVIRONMENT:
Officeenvironment.
Constantinterruptions.

Drivinga vehicleto conductwork.

PHYSICADEMANDS:

Dexterityof handsandfingersto operatea computerkeyboardandother office equipment.

Sittingfor extendedperiodsof time.

Kneelingbendingat the waistandreachingoverheadabovethe shouldersandhorizontallyto retrieveand
storefilesandsupplies.

Hearingand speakingo exchanganformationin personor on the telephone.

Seeingo read, prepareandassurethe accuracyof documents.

Movingandtransportingoffice materialsandlifting light objects.

Approvedby PersonnelCommissionDecemberi4,2016

KristinOlson Date:12/14/16
DirectorClassifiedPersonneBervices



