
YUBA COUNTY OFFICE OF EDUCATION  
Certificated Management Job Description 
 

DEPUTY SUPERINTENDENT 
 
DEFINITION: 
Under the direction of the County Superintendent, the Deputy Superintendent of Instruction is 
responsible for the overall management and leadership of the Yuba County System of Support, 
Prevention Support and Services, Curriculum and Instruction, Career Technical Education, Adult 
Education, Social Emotional Learning, and Alternative Education. 
 
DIRECTLY RESPONSIBLE TO:   
County Superintendent 
 
SUPERVISION OVER:   

• Prevention Support and Services Coordinator 
• Curriculum and Instruction Director 
• CTE/Adult Ed Administrator (or under Superintendent) 
• Social Emotional Learning Coordinator 
• Youth Advocate Coordinator 
• Secretary to the Assistant Superintendent 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  

• Formulates and develops educational systems, policies, standards and procedures in 
compliance with a variety of Federal, State and local laws, rules and regulations. 

• Coordinates Department management and personnel, information and resources to assure 
educational events, services, organizations and departments run smoothly and efficiently.  

• Oversees and coordinates the training, supervision and evaluation of assigned personnel. 
• Provides technical assistance and serves as advisor to the Superintendent regarding 

assigned Departments and activities; serves as liaison between the County Office, school 
districts, governmental agencies, California Department of Education and others to 
communicate information and develop departmental programs.  

• Represents the County Office of Education at various meetings, conferences and public 
events; makes presentations and speak to groups and audiences regarding Department 
activities and operations; serves on committees and represent the Superintendent as 
needed.  

• Develops and writes all required state and federal compliance plans. 
• Collaborates with Department supervisors to provide support and monitor Department 

activities for compliance with County Office goals and missions.  
• Directs the development and preparation of the annual budget for the Department; 

analyzes and reviews budgetary and financial data; controls and authorizes expenditures 
in accordance with established limitations.  

• Facilitates a variety of public events to encourages participation in Department activities 
and to increase County Office involvement in student activities. 

• Coordinates activities with internal County Office departments and personnel as required; 
collaborates with administrators, directors, coordinators and teachers as needed to 
complete Department activities.  
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• Prepares and maintains a variety of reports and documentation related to Department 

activities.  
• Reviews and recommends approval for District’s Local Control and Accountability Plans 

(LCAPs). 
• Develops, writes and completes the County Office’s annual Local Control and 

Accountability Plan (LCAP). 
• Attends and conduct a variety of meetings as assigned. 
• Performs other duties as assigned by supervisor. 

  
MINIMUM QUALIFICATIONS: 
 
Education, Training and Experience: 

• Master’s Degree from an accredited college or university 
• Increasingly responsible experience managing educational programs and functions 

including progressive experience in activities related to curriculum, instruction, 
assessment and evaluation. 

  
Knowledge of: 

• Planning, organization and direction of the operations, activities and services of the 
Education Department. 

• Curriculum standards, interpretation and application. 
• Local, State and federal standards and requirements governing assigned programs. 
• Principles, practices and procedures involved in the development and implementation of 

Department programs, plans, projects, standards, services, strategies, goals and objectives. 
• Instructional techniques and strategies related to assigned programs. 
• Technical aspects, services, operations and activities of assigned programs. 
• County Office organization, operations, policies and objectives. 
• Budget preparation and control. 
• Principles and practices of administration, supervision and training. 
• Applicable laws, codes, regulations, policies and procedures. 
• Interpersonal skills using tact, patience and courtesy.  
• Operation of a variety of office equipment and software, including but not limited to 

Microsoft Office Suite and Google Suite. 
 

Skills and Abilities: 
• Represent the County Office of Education at various meetings, conferences and public 

events.  
• Accept and carry out responsibility for direction, control and planning.  
• Communicate effectively both orally and in writing.  
• Analyze, evaluate and assimilate complex technical data and administrative problems and 

prepare sound policy and procedural recommendations based on such information. Interpret 
and administer statutes, regulations and policies and analyze and evaluate administrative 
and technical literature.  

• Develop and maintain sound personal and professional relationships with a wide range of 
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people.  

• Interpret, apply and explain rules, regulations, policies and procedures.  
• Establish and maintain cooperative and effective working relationships with others.  
• Work independently with little direction.  
• Plan and organize work.  
• Prepare comprehensive narrative and statistical reports.  

 
• Direct the maintenance of a variety of reports and files related to assigned activities.  

 
Physical Requirements: 

• Bending at the waist, sitting on the floor, kneeling or crouching; climbing or balancing.  
• Eyesight corrected or uncorrected sufficient to read a variety of materials including but 

not limited to fine print.  
• Hearing with or without use of hearing aid(s) sufficient to hear any conversation with 

others.  
• Understandable voice and speech patterns.  
• Manual dexterity and coordination sufficient to operate office and/or classroom 

equipment.  
• Sitting, standing and/or walking for extended periods of time.  
• Use hands to handle and/or feel; reach with hands and arms.  
• Lift, push, pull or carry up to ten (10) pounds and occasionally lift and/or move at least 

twenty-five (25) pounds. 
 
Work Environment: 
Employees in this position will be required to work in an office and/or school facility 
environment with regular interruptions and participate in small and large group meetings. 
 
Licenses and Certificates: 

• Valid California Driver’s License 
• Valid California Administrative Services Credential 
• The availability of an automobile with liability coverage 

 
Clearances: 

• Criminal Justice Fingerprint Clearance 
• TB Clearance 

 
Employee Classification:  Certificated Management 
Salary Range:   Deputy Superintendent 
Approval Date:  04.18.2022 
 
 

The job description is not intended to be an exhaustive list of all the duties, knowledge, or 
abilities associated with this classification, but it is intended to accurately reflect the principal 

job elements. 


