
HANFORD ELEMENTARY SCHOOL DISTRICT 

Job Description: 

CERTIFICATED PERSONNEL MANAGER 

 

PURPOSE 

 

The Certificated Personnel Manager plans, coordinates and supervises the 

District’s personnel management functions related to certificated recruitment, 

employment, assignment, credentialing, evaluation, leaves, benefit coordination, 

and separation from service. The Manager oversees the compilation of personnel 

data, preparation of reports and records, and maintenance of personnel 

information systems.  In addition, the Manager maintains a working knowledge of 

classified personnel practices and provides support to the Classified Personnel 

Manager on matters such as recruitment, contract administration, benefits 

coordination, and compliance with collective bargaining agreements. 

 

SUPERVISION RECEIVED AND EXERCISED 

 

The Certificated Personnel Manager receives general direction and supervision 

from the Assistant Superintendent of Human Resources.  The Manager directly 

supervises assigned Human Resources support staff; and exercises functional 

supervision over other district staff involved in personnel data collection,  

monitoring, and implementation of personnel policies, regulations, and collective-

bargaining provisions. The Manager collaborates closely with the Classified 

Personnel Manager and provides assistance on classified personnel matters when 

needed.  

 

ESSENTIAL FUNCTIONS 

 

• Coordinates and supervises the District’s annual certificated staff planning 

process and documentation. 

 

• Directs certificated recruitment, selection, and assignment process in 

accordance with collective bargaining agreements;  attends teacher 

recruitment fairs;  screens applications and assists with the interview process. 

 

• Supervises certificated substitute services, including the County-wide system, 

and coordinates the long-term substitute assignments. 

 

• Oversees the preparation of certificated employment contracts in accordance 

with salary schedules, placement criteria, and work-year standards. 
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• Conducts reference checks, prepares hiring documentation, and secures 

approval to hire prior to extending employment offers. 

 

• Monitors pre-employment background checks; in accordance with legal and 

contractual requirements. 

 

• Serves as the District’s credential analyst.  Monitors the certification of 

credentialed staff in accordance with Commission on Teacher Credentialing 

regulations; assists with problems; and supervises the preparation of standard 

rosters and reports.  Acts as liaison with the County Office of Education on 

matters concerning credentialing of district employees.  

 

• Supports interns and non-credentialed teaching staff in planning and meeting 

credential requirements.   

 

• Monitors certificated staff assignments and files declaration of need and/or 

local board resolution in accordance with state law, verifying credential 

requirements and obtaining teacher consent. 

 

• Coordinates student teacher placement with colleges/universities.  

 

• Conducts new certificated employee orientation and monitors site level 

onboarding compliance. 

 

• Coordinates certificated transfers, reassignments, leaves, and separations; 

including related correspondence and records. 

 

• Interacts and coordinates with schools and District departments on all matters 

involving shared responsibility or joint interest. 

 

• Leads CALSAAS data reporting and addresses credential misassignments in 

coordination with the Department of Education requirements. 

 

• Manages and responds to all communications received through the CalSTRS 

Secure Employer Website Management System. 

 

• Monitors assignment of certificated staff to co-curricular activities and 

oversees related contract preparation; monitors background checks and 

competency certification of walk-on coaches. 
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• Supervises certificated evaluation timelines; ensures compliance and reviews 

final evaluations for accuracy and required documentation and signatures. 

Compiles data related to unsatisfactory employee ratings. 

 

• Oversees the preparation of required reports, lists, and records including 

seniority lists, reemployment rights lists, personnel rosters, and Board agenda 

items.  

 

• Works with the Assistant Superintendent of Curriculum, Instruction, and 

Professional Development to ensure new teachers are advised of their 

responsibility to participate in the District’s Induction Program.   

 

• Serves on the District Induction Advisory Committee, supports accreditation 

activities for the Teacher Induction Program, monitors staff eligibility for 

program enrollment, and recommends program completers to the CTC for 

clear credential issuance. 

 

• Works with Program Evaluation and IT staff to ensure accurate certificated data 

entry into the District’s Student Information System (SIS) for purposes of 

CALPADS and State reporting.   

 

• Provides data and support for certificated collective-bargaining and serves on 

the District Negotiations Team. 

 

• Assists with development and revision of Board policies and administrative 

regulations related to certificated personnel. 

 

• Assists with development of the Human Resources budget for certificated 

recruitment and related costs. 

 

• Regularly communicates with Human Resources Assistant Superintendent 

about status of assignments, problems, and procedures, and refers to Human 

Resources Assistant Superintendent matters outside the scope of authority or 

responsibility. 

 

• Represents the District at local, regional, and state personnel meetings as 

assigned. 

 

• Represents Human Resources at Board meetings and District events in the 

absence of the Assistant Superintendent of Human Resources. 
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• Maintains effective communications and work relationships with all staff and 

others contacted in the course of work. 

 

• Trains, supervises and evaluates assigned support staff, and maintains 

appropriate public relations, professional appearance and conduct, and orderly 

work stations of all employees assigned to the Human Resources Office. 

 

Cross-Functional Classified Personnel Support 

 

• Collaborates with the Classified Personnel Manager to ensure consistent 

application of personnel policies across both certificated and classified 

services. 

• Maintains working knowledge of classified personnel policies, procedures, 

and collective bargaining provisions. 

• Assists the Classified Personnel Manager with classified recruitment, 

screening, and selection processes during peak periods or as assigned. 

• Provides support in the preparation and review of classified employment 

contracts and salary placements. 

• Assists with monitoring classified employee evaluations and ensuring 

compliance with timelines and documentation requirements. 

• Supervises and supports the administration of District health and welfare 

benefits programs, including coordination with providers, preparation of 

cost analyses, and communication with employees. 

• Supervises and assists with workers’ compensation and unemployment 

insurance documentation, data collection, and hearing preparation as 

needed. 

• Provides support in classification studies, job audits, and salary surveys for 

classified positions. 

• Assists with classified staff reductions, substitute personnel processes, and 

compliance with collective bargaining agreements. 
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NECESSARY EMPLOYMENT STANDARDS 

 

Knowledge of: 

 

State and federal personnel laws and labor regulations applicable to 

certificated and classified employees. 

  

Board Policies and Administrative Regulations 

 

HETA and CSEA collective bargaining agreements. 

 

Recruitment, and selection, and assignment strategies. 

 

Credentialing regulations and certificated personnel requirements. 

 

Basic principles of classified personnel administration, including benefits, 

worker’s compensation, and unemployment process 

 

Recordkeeping, data management systems, and personnel information 

systems 

 

Skill and Ability to: 

 

Plan and coordinate a comprehensive personnel management system. 

 

 Assist with classified personnel functions as needed. 

 

 Develop and maintain accurate personnel records and information. 

 

Correctly interpret and apply laws, rules, regulations and collective bargaining 

provisions. 

 

Prepare accurate reports, rosters, charts, and lists from multiple data sources. 

 

Analyze information and develop sound recommendations. 

 

Communicate clearly and professionally verbally and in writing. 

 

 Train, supervise, and evaluate support staff. 

 

 Promote productivity, collaboration, and positive staff morale. 
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EDUCATION AND EXPERIENCE:  Any combination of education and experience 

that could likely provide the required knowledge, skills and abilities.  A typical way 

would be: 

 

Education: Bachelor's Degree in personnel management, business 

administration, or related field. 

 

Experience:  Three years of successful experience in human resources or 

personnel management, preferably in a public school district.  

Experience with both certificated and classified personnel 

functions is highly desirable.  

 

 

WORKING CONDITIONS 

 

Environment:    Office environment. 

 

Physical Abilities:  Hearing and speaking to exchange information and to make 

presentations; sitting for extended periods; and vision 

sufficient to read complex documents, regulations, and 

computer screens. 

 

Hazards:    Possible exposure to contact with dissatisfied or abusive 

individuals. 

 

 

 

Adopted: 08/23/06  

Revised:  06/24/26 

 


