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Skills to: 
• analyze practices and facilitate continuous improvement cycles; 
• communicate effectively, orally, in writing and on virtual platforms; 
• develop and build relationships with all stakeholders; 
• develop, coordinate, promote, and evaluate program and resources;  
• collaborate with different divisions within the county office; 
• develop policy supporting regulations and policies; 
• manage personnel and programs; 
• operate a computer and related software. 

 
 Knowledge of: 

• personnel issues, risk management, labor relations, and legal trends;  
• county office board and superintendent policies and regulations; 
• California Education Code, federal education policies and regulations, federal and state laws, regulations, 

and requirements; 
• maintain complete and accurate records regarding all county office employees; 
• current methods of personnel management and supervision; 
• recruitment, selection and employment of certificated and classified employees; 
• county office evaluations for certificated, classified and management staff; 
• county office salary schedules and salary provisions; 
• interpersonal skills using tact, patience and courtesy; 

 
 Ability to:  

• provide training for employees of the county office; 
• make presentations and speak comfortably in front of groups; 
• prepare and submit reports and other documents; 
• establish and maintain cooperative and professional working relationships with individuals, bargaining 

units, diverse groups, and employees from public and private agencies; 
• maintain consistent, punctual and regular attendance; 
• utilize technology to maximize staff and personal productivity; 
• communicate effectively, orally and in writing; 
• interpret, apply and explain rules, regulations, policies and procedures; 
• analyze situations accurately and adopt an effective course of action; 
• meet timelines and schedules; 
• train, coach, supervise and evaluate assigned staff; 
• travel and drive an automobile. 

 
 Experience Required: 

• Five years of experience in a certificated administrative position required. 
• Experience in risk management, safety management, employee benefits, or related field is preferred. 

 Education Required: 
• Bachelor’s Degree required;  
• Master’s Degree preferred ; 
• Valid California Administrative Credential required;  

 
Other Requirements: 

• California Driver's License and proof of automobile insurance: 
• Department of Justice and FBI Fingerprint clearance upon hire: 

 
 FLSA Status:   Exempt August 2023 
 
This organization is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, 
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