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COUNTY FLSA: Exempt
OFFICE OF

EDUCATION

Excellence and Equity in Education

DIRECTOR HUMAN RESOURCES

DEFINITION

Under direction, support the planning, coordination, implementation and delivery of services within a
comprehensive human resources program for certificated and classified employees as well as districts in
compliance with laws, California Education Code, Board policies and administrative regulations,
collective bargaining agreements and established personnel practices and procedures. Coordinate,
implement and support programs and initiatives to address the teacher and administrator shortage in San
Mateo County.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Superintendent of Human Resources. Exercises direct
supervision over supervisory, professional, technical, and administrative support staff through subordinate
levels of supervision.

CLASS CHARACTERISTICS

This is a management classification responsible for planning, organizing, reviewing, and evaluating
business and payroll services. Incumbents are responsible for performing diverse, specialized, and complex
work involving significant accountability and decision-making responsibilities, which include developing
and implementing fiscal policies and procedures for assigned programs and ensuring compliance with
regulatory requirements. Incumbents serve as a professional-level resource for organizational, managerial,
and operational analyses and studies. Performance of the work requires the use of considerable
independence, initiative, and discretion within broad guidelines.

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
functions of the job.

»Manage the recruitment, screening, interviewing, selection, and processing for certificated positions.

» Coordinate and provide support in the area of certificated and classified employee evaluations.

» Coordinate, implement and support programs and initiatives to create a teacher pipeline including the
development of alternative teacher credential programs to increase the number of available credentialed
teachers.

» Assist with special projects, grants and initiatives with a particular focus on activities related to addressing
the teacher and administrator shortage.

» Advise site supervisors and program administrators with personnel issues including interpretation of
collective bargaining agreements, evaluation, and performance management.

» Assist in the design, planning and implementation of training programs for certificated personnel.

» Direct the orientation and processing of new certificated personnel assuring proper verification and
completion of required paperwork.
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» Oversee recruitment, placement, monitoring and training of substitute teachers.

» Coordinate the certificated employee layoff process in collaboration with County Counsel including
updating and maintenance of the certificated and classified seniority lists.

» Assist in the management and resolution of personnel issues including interactive process meetings,
complaints, grievances, investigations and employee discipline.

» Serve as a principal member of the management negotiations team in employer/employee relations and
assist with preparation for negotiations.

» Participate in formal and informal meetings with bargaining unit leadership to address issues, resolve
conflicts, promote open communication and support positive labor relations.

» Assist business office to track attendance and resolve issues related to pay and benefits.

» Coordinate and oversee employee absences, including management of the employee absence system.

» Work with credentials staff to resolve issues related to assignment monitoring, employment, waivers,
payroll and substitutes.

» Assist with development and maintenance of accurate records including personnel files, staffing
allocation, staffing needs, leaves of absences, resignations, retirements and transfers.

» Develop and maintain current job descriptions for certificated positions.

» Coordinate, attend, and conduct a variety of meetings and committees

» Oversee data collection for CALPADS and assist with other personnel reports and surveys.

» Oversee school program staffing and prepare certificated employment contracts, including summer
employment.

» Establish and implement appropriate and effective communications processes and strategies.

» Supervise, train and evaluate performance of assigned personnel.

» Assist with budget preparation and control.

» Performs related duties as required.

QUALIFICATIONS

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and abilities
is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to a master’s degree from an accredited college or university with major coursework in, or a closely related
field; and

Three (3) years of increasingly responsible experience as a site administrator with experience supervising and
managing certificated personnel.

Successful completion of ACSA Personnel Academy.

Experience as a Human Resources Administrator.

Experience participating on a negotiations team.

Licenses and Certifications:

» Valid Administrative Services Credential.

» Some positions may require possession of a valid California Driver’s License and a satisfactory driving record to
be maintained throughout employment.

Knowledge of:

» Principles, objectives, operations, practices and trends related to human resources in an educational
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environment.

» Principles techniques, and procedures involved in the recruitment and selection of certificated staff,
including building and sustaining a diverse workforce.

» Principles, techniques, guidelines and strategies of labor relations and collective bargaining.

» Practices, procedures and policies involved in the investigation of grievances, employee disciplinary
matters, complaints and other personnel issues.

»Employee data systems and workflow automation processes.

» Methods, procedures and terminology used in benefits administration, credentialing and payroll
processing.

» Principles and practices of evaluation, administration, supervision and training.

»Budget preparation and control.

» Principles and practices of administration, supervision, and training.

» Applicable laws, codes, regulations, policies and procedures.

Ability to:

Establish and maintain effective working relationships with a wide variety of individuals and interest
groups.

Plan and lead group meetings and collaborative decision processes.

Investigate and resolve issues, conflicts and complaints in a timely manner with positive results.
Analyze situations accurately and adopt an effective course of action.

Provide consultation and technical expertise concerning programs and services.

Supervise, evaluate and develop staff.

Exercise sound judgement, flexibility, creativity and sensitivity in response to changing situations and
needs.

Demonstrate tact, patience and courtesy at all times.

Multi-task, meet deadlines and establish priorities in a fast-paced work environment.

Effectively manage a project with multiple participants.

Work independently with little direction.

Work under pressure to meet schedules and time lines.

Communicate effectively orally and in writing.
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PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate
in person and over the telephone. This is primarily a sedentary office classification although standing in
work areas and walking between work areas may be required. Finger dexterity is needed to access, enter,
and retrieve data using a computer keyboard or calculator and to operate standard office equipment.
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and
closed to retrieve and file information.

ENVIRONMENTAL CONDITIONS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing divisional policies and procedures.



