SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DIRECTORII - INTERNAL BUSINESS SERVICES

BASIC FUNCTION:

Under the direction of the Chief Business Officer, plan, organize, control and direct the budget,
accounting, payroll and student attendance functions for the Santa Clara County Office of
Education,; serve as a resource to administrators regarding State and federal regulations related to
accounting programs; supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

- ESSENTIAL DUTIES:

- Plan, organize, control and direct the budget;. aceounting, payroll and student attendance
functions for the Santa Clara- County Office of Education; research; monitor, and recommend
- standards, procedures and methods that have s1gn1ﬁcant nnpact at departmental divisional and
organizational levels. e : : - ‘

Direct the- preparation of Board of Education: transmittals for ‘budget. revisions; direct the .o

- preparation of Gann:limit calculations in-collaboration with appropriate staff; prepare and :ﬁle
+“state revenue and-budget reports; prov1de Board with financial status of reports. ' [T

Provide analysu; a331stance for executrve management by researching and .reporting on-any.: ...
~financial questions; -analyze proposed: and. chaptered.school- finance legislation: to determing v ot
‘impact on Office programs; pr0v1de ﬁnanmal data and: analyze cost fac:tors in Iabor co:ntracts for'a SRS AL

' .umon negonanons -

' j':Estlrnate revenues “and expendltures develop bu

et gmdehnes and instrictions; tram managers‘ o

.in budget and account control; review and assess 1mpact of proposed budget revisions; review o

| _and approve grant proposals and budgets W1th1n preset gu1dehnes and momtor and analyze- ‘
budgets on a contmumg basis. R

Direct and evaluate the performance of ass1gned staff; 1nterv1ew and select employees and s
recommend transfers rea551gnment termlnat]on and drsmphnary act1ons : -

Guide budget development process; assure compliance of budget and budget revisions to master
criteria; initiate, analyze, and review systems development efforts in budget, accounting and
payroll functions; recommend new or revised standards and policies.

Plan, organize and implement long and short-term programs and activities designed to enhance
assigned budgets, accounting systems and programs; assure compliance with State Education
Code budget and accounting requirements.

Provide technical expertise, information and assistance to the Chief Business Officer regarding
internal business services; assist in the formulation and development of policies, procedures and
programs; recommend proper organization structure for assigned programs and functions.

Direct the preparation and maintenance of a variety of narrative and statistical reports, records
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Director IIT — Internal Business Services - continued Page 2
and files related to assigned activities.

Communicate with other administrators, personnel and outside organizations to coordinate
activities and programs, resolve issues and conflicts and exchange information; address program
problems with program managers; document problems and confers with division heads.

Develop and prepare the annual preliminary budget for the Internal Business Services
Department analyze and review budgetary and financial data control and authorize expenditures

in accordance with established limitations.

Operate a computer and assigned software programs; operate other office equipment as assigned;
drive a vehicle to conduct work as assigned.

Attend and conduct a varlety of meetlngs as assi gned

. -OTHER DUTIES: - . i O
:Perform related duties as assigned. T gt o i

LrE KNOWLEDGE AND ABILITIES

KNOWLEDGEOF : S

“Planning, organlzatlon and managernent of the Internal Busmess Serv1ces Departxnent

«r Legislative process and how school laws are. deveioped.»;-: SRS Lot

i Educational budgeting -and accounting. -

- .. Aspects of school:and governmental ﬁnance. RN
-+ Generally accepted accounting prln(:lples e

Statistical and analytical research. G

- Budget preparation and control..

""" Oral and $writtén communication: SleS

) 'Prlnc1p1es and practlces of admm1strat10n superv131on and ’tramlng

:'Apphcable laws, codes, regulations, p011c1es and procedures

- Interpersonal skills using tact, patience and courtesy.

) Operation of a computer and assigned software.

Plan orgamze and direct the daﬂy operatlons of the Internal Busmess Servwes Department
Interpret aspects of school law and applicable government and administrative codes.
Understand and interpret applicable laws, codes, court rulings, policies and regulations.
Serve as a resource to administrators regarding State and federal regulations.

Prepare State reports, audit and approve State and federal expenditure reports, and calculate
revenues for State aid and Special Education entitlements.

Prepare and update current and future budgets

Supervise and evaluate the performance of assigned staff.

Communicate effectively both orally and in writing.

Interpret, apply and explain codes, rules, regulations, policies and procedures.

Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.
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Director I — Internal Business Services - continued Page 3

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 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 from an accredited college or university with
major course work in public accounting, finance, business or public administration, or a related -

field and five years increasingly responsible experience in the administration of budgets or
accounting including at least three years in an administrative position.

. LICENSES AND OTHER REQUIREMENTS:

Valid California driver's license.

. WORKING CONDITIONS:

" ENVIRONMENT:

| Driving a Vehlcle to conduct Work

~ Office. env1r0nment

" PHYSICAL DEMANDS:

~ Hearing and speaking to exchange 1nformat10n and make presentatlons
Dexterity of hands and ﬁngers to operate a computer keyboard B
Seeing to read a Varlety of matenals _ o - :

Approv‘ed.by'Perso' : lCoMissiOil:_ June23=2011 S

. Date ' 1

Philip J. Gordil é{
Executive Dire(;tor, uman Resources
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