SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DIRECTOR III - CLASSIFIED PERSONNEL SERVICES

BASIC FUNCTION:

Under the direction of the Personnel Commission, plan, organize, control and direct the Merit
System program in accordance with the Education Code, Government Code and Personnel
Commission rules and regulations; administer classification, compensation, organization
development, layoff and reemployment activities for the classified service; oversee specific
employment categories for restricted, substitute and non-regular employment; coordinate the
recruiting, interviewing, testing, sclecting and placement of classified personnel; coordinate
communications between administrators and  classified personnel train and supervise the.
performance of assigned personnel. :

REPRESENTATIVE DUTIES:

- 'ESSENTIAL DUTIES: - . S e i
-.»-Plan, organize, control and direct the Merit System program in accordance w1th the Education
. .Code, Government Code and Personnel Commission rules:and:regulations; interpret-classified
.. -labor contracts, Education :Code,; Personnel Commission: mles County Ofﬁce pohc1es andx
:-procedures and labor and employment laws and codes L o, e

3 Admmlster classification, compensaﬂon orgamzatlon development layoff and reemployment- :
- -activities; oversee spec1ﬁc employment categories ~for. restncted, substitute. and.- non—regular-
'employment . . e

Coordmate the recruiting, interviewing, testing; selecting and placement of classified pérsonnel; = -

direct the development and administration of examinations, 'preparation of eligibility: lists;

- certification -of -job . candidates . and other employee:- a531gnment ‘transactions . for: class1ﬁed.u-

employees

Authorize personnel actions for new hire, rehire, class series advancement or promotionto assure
compliance with Merit System rules;. determme salary placement for . newly- h1red classﬁled ¥
: employees oo by

Supervise and evaluate the performance of assigned staff; interview and select employees and -
recommend transfers, reassignment, termination and disciplinary actions; develop staff training
opportunities; monitor performance evaluations according to established guidelines and
procedures.

Serve as ex-officio secretary to the Personnel Commission; prepare agenda items, attend
meetings and oversee the preparation of minutes; organize employee disciplinary hearings and

procedural appeals for the Personnel Commission.

Counsel employees and management personnel on appropriate working habits and conditions,
classified employee contract interpretation for performance evaluations, leaves, hours and
overtime, pay and allowances, holidays, vacation accrual and other specific agreements relating
to certain job classifications.
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Director III — Classified Personnel Services - continued Page 2

Coordinate and participate in legal communications between administrators, classified personnel
and outside agencies to respond to formal complaints, resolve issues or concerns and exchange
mformation.

Assist County Superintendent of Schools, branch chiefs, department heads, managers, site
administrators, employees and employee group representatives to understand the classified
employment testing, selection, classification, compensation, transfer, seniority, demotion,
promotion, layoff and reemployment practices and procedures.

Provide technical expertise, information and assistance to the Personnel Commission and Chief
Human Resources Officer regarding assigned functions; monitor, analyze and disseminate
proposed legislation impacting the classified service. :

Assist the Chief Human Resources Officer in the formulation and development of policies,
procedures -and programs to assure an economical, safe and efficient work env1ronment" adv1se i
the Chief of unusual trends or problems and recommend appropnate corrective action: : A

P}an orgamze and 1mp1ement long and short—term programs to. enhance clasmﬁed‘personnel

: .Oversee -r.ecr-mtr-nent,: testing, selection; position system:and:salary for substitute workers;assume:.i..:
- responsibility for the automated substitute assignment systems:and provisions of the;bargaining?.- ..
T f.'agreement for: substltute Workers and the: County Ofﬁce—wrde Lwescan ﬁngerpnntmgnperaﬁon SR

Dlrect the admmrstratlon of cla551ﬁcat10n and cornpensatlon pian conduct reclass1ﬁcat10n o
compensatlon and assi gmnent studles and make recommendatrons to the Personnel Commrssmn- ST

Develop and prepare the annuai prehmmary budget for the Personnel Comrmssmn* analyze and
«reviewrbudgetary-and -financial data; control and authorize :expenditures: in: accordancé: with
established limitations; prepare an annual report for the Personnel Commission. STOANEE S E R R EA R O

.. Direct:the preparation and maintenance of a. vanety of narratlve and statistical reports, récords; .
v -charts -and.files related. to classified personnel: and assugned activities; provide orgamzatlonal. SRS
statistics-and analytrcal findings; research related information: - et i

Operate a computer assigned software and other ofﬁce equlprnent as a551gned drive a vehlcle to-
various sites conduct work. ' :

Attend and conduct a variety of meetings as assigned; participate in professional deveiopment
activities pertaining to merit law, civil service and public human resources administration.

Participate and prepare contractual and specific subject matter agreements for the Chief Human
Rescurces Officer; work with counsel on specific matiers related to assigned functions; assist the
negotiations process by providing reports, data and statistics to the County Office of Education
and employee organizations.

Perform related duties as assigned.
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~ 4 getivitiesi

-+ Interpret, apply and explain rules, regulations, policies and procedures.
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KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Planning, organization and direction of classified personnel services.

Merit System rules and regulations.

State and federal laws, codes and regulations concerning personnel administration including civil
service/merit law, equal employment opportunity, affirmative action, and other assigned areas.
Principles, techniques and methods of recruitment, selection, training, classification and
.. compensation.

Bargaining agreements, union contracts and emponee/Iabor relations.

Employee and organizational development, leadership, team building, motivation and conﬂlct
resolution techniques.

Pay compensation plans for classificd emponees

Budget preparation and control.

Oral and written communication skills. : :
Principles and practices of admimstratlon supervision and trammg
Interpersonal skills using tact, patience and courtesy. . :
. Operatlon ofa: computer and ass1gned software

. ¢Plan; organize, :control and dlrect the Merlt System program in- accordance Wlth the Eclucation
~+:iCode; Government Code and Personnel Commission rules and regulations. -+ - e fos ssmrogr s
©. Direct the recruiting, interviewing; testing, selecting and placement of classified personnel: o+ .
- Administer: class1ﬁcat10n compensanon orgamzatlon development Iayoff and- reemployment:e TR

-Organize: and prepare for employee dlselphnary and procedural hearmgs before the Personnel
-oHCommission:. . ‘ . ; D e I

= Qverseespecific employment categones for resmcted substltute and non—regular employmen
Coordinate communications between administrators and classified personnel: i
Communicate effectively both orally and in writing.

+ 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 time lines. '
Work independently with little direction.
Plan and organize work.
Prepare comprehensive narrative and statistical records and reports.
Direct the maintenance of a variety of reports and files related to assigned activities.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: master’s degree in human resources, organizational
development, public administration or related field and five years increasingly responsible
experience in the administration of public personnel including at least two years supervisory
experience.
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Director III — Classified Personnel Services - continued Page 4

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.
WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Dniving a vehicle to conduct work.

- PHYSICAL DEMANDS: : Co
Hearing and speaking to exchange information and make presentations.
Seeing to read a variety of materials. o
Dexterlty of hands and ﬁngers to operate a cornputer keyboard

HAZARDS _ ‘ oo
Contact w1th dlSS&tlSﬁed or abusive 1nd1v1duals
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