Sonoma County Office of Education

Certificated Management Revised: February 2025

ASSISTANT SUPERINTENDENT
Human Resources

Definition:

This is a Cabinet level position responsible for the operation and general management of the
Certificated and Classified Human Resource functions and the Sonoma County Office of
Education Credentialing Office. The incumbent leads the certificated and classified recruitment
activities for the County Office and provides assistance to schools in recruiting and retaining
highly qualified teachers, administrators and specialized certificated staff, including conducting
recruitments for district top level administrators. The incumbent plans, coordinates and assists
with the implementation of strategies to assist schools in implementing exemplary teacher
recruitment activities, and assists with staff development activities. The incumbent provides
assistance and leadership to local districts on credentialing and assignment issues. The
incumbent also manages the Human Resources classified functions and performs related duties
as assigned.

Distinguishing Characteristics:

e Under the general direction of the Superintendent, the Assistant Superintendent of
Human Resources, plans, organizes and directs Sonoma County Office of Education
certificated and classified recruitment activities as well as provides support to local
districts on the recruitment of certificated staff.

e Supervises the Sonoma County Office of Education Credentialing Office.

e Directs and supervises staff.

e Develops and administers program budgets.

e Serves as liaison to the California Department of Education (CDE), other county offices,
school districts, schools, institutions of higher education and other agencies.

Supervision Received and Exercised:
General direction is provided by the Superintendent. Responsibilities include providing
direction to and supervising certificated and classified staff.

Examples of Duties and Responsibilities:
Duties and Responsibilities may include, but are not limited to, the following:

e Develops strategic plans to operationalize Sonoma County Office of Education’s mission
and vision and implements appropriate coaching and/or corrective practices to align
personnel and all services with the organizational goals.

e Serves as a resource to local districts and county offices on human resources issues,
credentialing issues, negotiation techniques, and other related items.

e Supervises all aspects of credentialing and the annual review of
assignment/misassignment and certification of all certificated staff in Sonoma County
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and responds to procedural and requirement inquires, including compliance with state
laws on certificated assignments; advises the Superintendent of County Schools of
misassignment issues not resolved in a timely manner; periodically meets with district
superintendents and appropriate district staff regarding assignment monitoring;
arranges training and support as needed.

e Upon request, assists local districts with recruitment of school administrators,
specialized certificated staff, and superintendents, including preparing and distributing
recruiting information, meeting with district stakeholders and the selection and training
of interview panels.

e Acts as Sonoma County Office of Education’s designee for statewide activities designed
to assist superintendents, principals, administrators and school boards with enhancing
the quality of their instructional staff; facilitates related meetings as appropriate.

e Develops and administers annual program budgets; identifies and secures new funding
sources for assigned activities.

e Participates in negotiations with various certificated bargaining units as assigned, and
assists with the development of management proposals; is responsible for the
implementation of contract changes; provides training on bargaining techniques to local
districts upon request; and works cooperatively with department managers to respond
to grievances and complaints from certificated staff.

e Directs the evaluation process for all certificated and classified employees and provides
necessary training to supervisors on effective supervision and evaluation.

e Assists managers with a variety of other certificated employee issues, such as
assignments, transfers, worker’s compensation, reasonable accommodation, return
from leave, benefits and certification options.

e Ensures that non-renewals and layoffs are conducted consistent with the Education
Code and collective bargaining agreements.

e Coordinates staff program transfers, ensuring the accuracy of seniority lists, working
cooperatively with districts to follow required Education Code and contract procedures,
application of skipping criteria, reinstatement from layoff, and monitoring return rights.

e Supervises the Sonoma County Office of Education Central Substitute system to ensure
the appropriate placement of substitute teacher; supervises the placement of
substitutes in SCOE-operated programs, including recruitment activities, reviewing new
employee packets for completeness (fingerprint and background checks, etc.), resolving
problems, investigating complaints, removing substitutes from active service for cause,
reviewing and signing supplemental payroll, and overseeing certificated employee
leaves.

e Collects data, completes and writes reports, surveys and evaluation documents, as
specified by state guidelines and as directed; directs, supervises and evaluates program
staff and the work product of consultants.

e Negotiates and monitors contracts with other county offices and private consultants;
maintains positive, collaborative working relationships with county, regional consortia
and CDE projects; develops, implements and monitors program outcomes.

e Develops personal goals and objectives which support and are consistent with the
mission and goals of the Sonoma County Office of Education.
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Responsible for maintaining and administering effective personnel practices in
accordance with the provisions of the California Education Code, Administrative
Regulations, County Board of Education policies, procedures, regulations, and personnel
laws.

Oversees the training and professional development opportunities that transform
district and county office cultures, behaviors, and practices to create and promote a
more inclusive culture in which differences are valued and celebrated and ensures
academic and social success for all students

Directs the reduction in force and non-reemployment processes

Maintains an effective working liaison with Sonoma County Office of Educations legal
counsel

Conducts meetings, workshops and seminars for the purpose of training staff and/or
gathering information required to perform functions

Develops long and short-range plans, annual budget, and staffing projections for the
purpose of ensuring that county resources are effectively utilized

Responsible for maintaining and administering an effective recruitment, selection, and
retention program in accordance with the provisions of the California Education Code,
Administrative Regulations, County Board Of Education policies, procedures,
regulations, and laws related to certificated, classified and substitute personnel
Collaborates with other agencies such as districts, institutions of higher education,
recruiting agencies for the purpose of recruitment and selection of employees, through
job fairs, job boards and advertising of positions

Responsible for the managing of the certificated employee seniority lists and “tie-
breaker” processes.

Performs related duties as assigned.

Employment Standards:

Knowledge of:

Education code, administrative and board policy, federal and state laws, codes,
regulations and requirements pertaining to areas of assigned responsibility and
bargaining unit contracts, including employee benefits administration, COBRA,
procedures for hiring discipline and dismissal, merit or civil service systems, employee
evaluation procedures, program transfer laws and requirements.

Principles and practices of modern management, including administrative planning,
organizational development, budgeting, collective bargaining, purchasing and
information processing.

Principles and practices of public administration and public human resources
administration, including personnel recruitment, examination, classification, pay,
training and supervision.

Principles, practices, methods and strategies applicable to certificated staff recruitment,
credentialing, assignment monitoring, beginning teacher programs, administrative
training and curriculum implementation.
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Organizational theory, supervision and management practices, techniques and
principles.

Current research and practice on school improvement and student learning.
Issues of importance to increasing student achievement in bay area counties and
schools.

Budget development and administration.

Ability to:

Plan, develop, implement and administer assigned programs.

Establish and maintain credibility with administrators at district and county level.
Respond promptly to requests of internal and external clients; provide needed direction,
assistance, training, materials and resources.

Express ideas and concepts clearly and concisely in both oral and written form.

Make effective presentations to a variety of audiences.

Establish and maintain cooperative and professional working relationships with
individuals, groups, public and private agency personnel.

Motivate, challenge and guide others in the improvement of programs and services.
Relate to the personnel associated with a wide range of educational programs; set high
standards for self and others and support the achievement of those standards.
Effectively administer multiple programs and meet deadlines.

Deal with the challenges inherent in a multi-agency consortium.

Analyze data and situation(s); render judgment; make decisions and solve problems
efficiently and effectively.

Initiate cost effective programs and services.

Maintain and improve professional abilities and knowledge.

Develop and administer budget(s) related to area(s) of responsibility; anticipate revenue
and expenditure needs and changes.

Plan, organize and conduct training, in-service and staff development activities;
coordinate projects, events conferences and activities.

Select, train, supervise and evaluate staff relative to the mission of Sonoma County
Office of Education; observe and document performance; design data-based
improvement process.

Be flexible and receptive to change.

Prepare and present program data; provide dependable data on organizational
performance as appropriate.

Interpret and apply applicable laws, codes, regulations and ordinances.

Learn grant writing and fund development.

Computer Skills:

Basic Word Processing skills, such as the ability to format, save files for cross-platform
use and in different versions, work with toolbars, menus, and rulers, insert graphics,
use borders, and print labels and envelopes.

Basic Database skills, such as the ability to sort and retrieve records; create layouts,

Certificated Management, Asst. Superintendent, HR Page 4 of 6 Revised: February 2025



reports, create and print mailing labels; perform mail merge for form letters; add,
edit, delete fields and records.

e Basic spreadsheet skills, including the ability to open, modify, save, and print a new
or existing spreadsheet, and enter text and numbers.

e Basic email skills, including the ability to send and open a file attachment.

e Basic Internet usage including the ability to utilize its resources for instructional
purposes, use a search engine, bookmark a site, download a file, copy text, edit
bookmarks and observe copyright regulations.

Required Education and Experience:

Education:
e Masters Degree from an accredited institution of higher education is required.

Experience:
e Five (5) years of successful educational experience, including three (3) years of
experience as a site or district administrator or equivalent.
e Previous district experience in recruitment, staff development, or human resources is
highly desirable.
e Participation in ACSA Personnel Academy is recommended.

Credentials:
e Avalid California Administrative Services Credential is required.

Physical Abilities:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.
e Positions in this classification work indoors and sit for long periods of time.
e The position requires daily oral communication in person and on the telephone,
and frequent written communication.
e Requires speaking and hearing ability sufficient to hear over phone and carry
on routine conversations.
e The work involves operating a computer, calculator, copier, and other equipment,
and involves repetitive arm and hand movement.
e Requires hand-eye-arm and finger dexterity to use a personal computer keyboard,
ten-key, and other common office equipment.
e Entering data by touch requires the ability to hear computer alarms for errors.
e Forms and copies are color coded, requiring the ability to distinguish among colors.
e Requires visual acuity sufficient to recognize people, words, and numbers.
e May need to occasionally lift up to twenty (20) pounds and in excess of twenty (20)
pounds with assistance.
e Visual acuity sufficient to read manuals, video display screens, and other related
material and work at a computer screen frequently and throughout the day.
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Work Environment:
The following conditions may be present:

Walking on uneven ground when outdoors;

Exposure to student illnesses, injuries, infections, and bodily fluids;
May be exposed to chemicals contained in cleaning products;

May be required to maneuver into awkward positions.

Other Requirements:

Must be fingerprinted and a satisfactory Department of Justice and Federal Bureau of
Investigation records check must be received by the Sonoma County Office of Education,
prior to employment.

TB testing will be required upon employment.

Must pass a pre-employment physical (if applicable).

May be required to obtain first aid and CPR certificates within the first 6-12 months of
employment.

May be required to drive with or without students; some positions may require a current
California driver license, proof of insurance, and possible participation in the DMV Pull
Notice Program once employed.
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