SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISORVMAN RESOURCESUBSTITUTE SERVICES
BASIC FUNCTION:

Under the direction of the Director HHuman Resourcé Classified Personnel Services, organizes and
manageghe activities and operations of tHeanta Clara County Office of Educatid®GCOR Substitute
ServicesUnit; manages the operations of the Frontline Education system applications; coordinates
assigned functions of payroll and human resources as applicable to substitute staff; plans and manages
the substitute recruiting process; oversees substitute classificagiod compensation; supervises the
LiveScan fingerprint unit and related processes; trains and evaluh&e performance of assigned
personnel.

REPRESENTATIVE DUTIES:

The following duties are examples of assignments performed by incumbents in thiaztes. It is not
a totally comprehensive list of duties, nor is it restrictive regarding job assignments.

ESSENTIAL DUTIES:
Organize andmanageghe activities and operations of the SCCCHtibstitute Services Unparticipates
in the development ad implementation of departmental policies and procedures.

Superviss and coordinats the automation of theFrontline Educatiorsystemapplicationsincluding
working with system vendors on operatioriabuesand improvement of system capabilities and other
enhancements; condustorientation and enroliment sessions for new substitute classified employees;
explairs substitute staff and sulgalling system procedures; asssireew substitute employment files are
properly completed.

| LiveScan processiajns employees on LiveScan operations and
can services to school districts and external agencies; nsonitor
approve changes as necessary; devedgpersonnel policies and
nctions; overse procurement of LiveScan equipment; wovkish

led.

Jloyees in lonerm assignments work within establishedidglines;
1 assignments and substitute staff with performance or attendance
2nt problems and reassiga necessary.
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