WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

FACGHAHES-ASSISTANT MAINTENANCE COORDINATOR-MANAGER

PRIMARY FUNCTIONS:

The Assistant Maintenance Coordinator reports to the Director of Maintenance and
Operations and supports the Director of Facilities Planning and Construction. Under general
direction, plans, organizes, directs, administers and oversees assigned the maintenance personnel,
rehabilitation and alteration functions of district facilities; ensures efficient and cost effective
departmental operations; plans, organizes, directs and oversees assigned maintenance projeets
repairs and state mandated programs; supervises and evaluates performance of assigned
personnel; provides after hours support for emergencies and safety; and performs other related
duties as assigned. Incumbents in this position are responsible for the supervision of the trade
personnel and insure that district facilities are maintained in good repair through the
Routine Restricted Maintenance Program.

MAJOR DUTIES AND RESPONSIBILITIES:

e Provide 24-hour coverage and monitoring of district security and fire alarms.

e As assigned, ————and oversee the comprehensive facility
maintenance program for the district in compliance with federal, state, county, and local
laws, rules and regulations.

e Within assigned trades, organize, coordinate and direct activities related to facility
maintenance and security functions as related to economic capacity, safety, effective
communications, efficient use of district equipment and supplies.

e Continually screen and monitor appropriate appearance and condition of district buidings;
grounds-and-vehicles-facilities.

e Oversee policy and procedure regarding work flows, work orders, supplies, equipment
requirements, operational challenges and conflicts of assigned personnel.

e Supervise Assists supervisors-and-ether department personnel to solve existing problems
and identify potential challenges as well as helping to determine future requirements of
personnel, procurement of maintenance materials and other department supplies.

e Work with site administrators and contractors on school projects. which-nreludesreviewing

| assisting | Kina.c! i ol | Fioations.

e Communicate effectively and regularly with district officials, site administrators and
department personnel. regarding-district-projects—facHitiesstaffingete-

e Ensure that work orders are prioritized and effectively closed and documented and
communicate back to the initiator regarding the completion of the work order.

e When necessary, communicate effectively with regulatory ag



» ldentify, develop and implement short and long-term plans to meet departmental needs and



e Working cooperatively, efficiently and effectively with internal district departments and
outside organizations.

e Applicable sections of California Education Code and other applicable laws, cases and
precedents as it relates to contracts, construction, Williams Act and other related fields.

e Methods of project and process control, budgeting, and cost analysis and prediction.

e Computer skills in preparing letters, emails, presentations, memos and spreadsheets,
as well as online meetings and online collaboration products.

e Techniques of supervision, training, coaching, conflict resolution and motivation of
employees.

e Effective oral and written communication skills.

e School and district policies, rules and regulations.

Ability to:

e Develop and implement comprehensive maintenance projects and repairs.



EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:

e A Bachelor's Degree from an accredited college or university in Engineering, Business
Management, Public Administration, Construction Management or a closely related field
may substitute years of experience within applicable trades in lieu of formal degrees
at the District discretion and collaboration with representing union.

Experience:

» Five years of increasingly responsible experience in facility maintenance or experience in
superwsory capauty in a faC|I|ty malntenance envwonment At-—district’s—diseretion;

e Demonstrated project management skills and abilities.
e Demonstrated high level of successful customer service with the public.

Licenses or Certificates Needed:

e Possession of a valid California Driver’s License. Candidates must provide (and maintain)
an official motor vehicle driving record, and proof of compliance with district safe driving
standards.
e Completion of a Facilities Management Program is highly desired
e Ability to obtain and EPA, Hazardous Materials Inspector/Supervisor Certification
e Ability to obtain and EPA Lead abatement Certification.
e Ability to obtain a Playgroup Safety Inspector Certification.
e Ability to obtain OSHA approved Aerial and Forklifp(rjBrdénC (F¥ (coAZXRENEOSHEEEAR)RR(



Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

Hear and understand speech at normal levels and on the telephone with/without assistive
devices.

See, hear and speak with/without assistive devices sufficient to communicate effectively
with others.

Bend at the waist.

Work with hazard or chemical based materials.

Reach overhead, above the shoulders and horizontally; grasp.

Sit for extended periods of time with intermittent walking.

Dexterity of hands and fingers to use keyboard and office equipment.

Drive and travel to various work and school sites.

Occasionally lift and carry up to fifty (50) pounds for short



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
ASSISTANT OPERATIONS COORDINATOR

PRIMARY FUNCTIONS:

The Assistant Operations Coordinator reports to the Director of Maintenance and Operations.
Under general direction, plans, organizes, directs, administers and oversees the assigned Custodial
and Grounds, functions of district facilities; ensures efficient and cost-effective departmental
operations; plans, organizes, directs and oversees Grounds and Custodial projects and state






Ability to:

e Devise and implement strategic plans to improve the custodial services to district sites.

e Develop and implement comprehensive Custodial and Grounds projects.

e Analyze work methods, schedules, equipment and staffing levels to increase department
efficiency and effectiveness.

e Plan and organize the work involved in the custodial care and grounds upkeep of school
buildings, landscaping and sports complexes.

e Prepare, monitor, adjust and control the department budget.

e Complete multiple priorities with short deadlines.



Licenses or Certificates Needed:



SALARY:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
ASSISTANT SUPERINTENDENT, HUMAN RESOURCES

PRIMARY FUNCTION:

Under the direction of the Superintendent the Assistant Superintendent of Human Resources is
responsible for the development and the administration of the personnel, employee relations, and human
resources functions of the district including the recruitment and retention of employees. This position
monitors the expenditure of funds assigned to the Human Resources Division to ensure maximum
effectiveness and achievement of defined District objectives; maintains and ensures a continuous
personnel appraisal and evaluation system and acts on findings. The position oversees the
implementation of Position control and the District’s Worker’s Compensation Program and consults
Resources and Business Servicesfor the District.

Insure compliance with all state and federal laws, rules and regulations relating to personnel matters.
Administer the program of recruitment and selection of all district employees; recommends to the
Superintendent appointments, placements, transfers, reassignments, leave of absence, and terminations

of employees.

Maintain positive working relationships and meet regularly with association leadership to resolve

issues prior to grievance level.

Administer the development and implementation of procedures for employee performance evaluation.
Supervise the employee Position Control System and ensure that active employees are assigned

only into an approved and budgeted position control number.

Advise administrators regarding appropriate action and procedure in cases of unsatisfactory
performance of personnel.

Advise administrators regarding appropriate procedures involving employee discipline and related
disciplinary actions.

Maintain accurate staffing reports in respect to employee status, seniority, evaluation and
assignment.

Administer personnel accounting, personnel budgets, and staffing allocations.

Administer employee relations program, including participation on district negotiations teams and in
employee grievance processing.

Provide leadership to the management of the negotiated Agreements and provide in-service
sessions necessary to manage such agreements.

Administer all personnel record keeping, processing of new employees’ issuance of contracts, and
interfacing with the Payroll and Budget Departments.

Conduct wage and salary studies and surveys periodically; recommend certificated and classified

wage and salary levels and classifications; maintain a classification system; recommend
personnel for reclassification as appropriate.

May administer the development and implementation of the employee health and welfare benefit
programs.



e Attend and represent the Human Resources Division at Board of Education meetings and other
special meetings as assigned and advise the Board of Education, Superintendent and cabinet
members on division policies.

» Facilitate organizational development strategies and implementation.

« Serve on the Superintendent’s cabinet in analyzing, developing, coordinating, and implementing
state laws, Board of Education policies, and administrative regulations.

e Perform other related duties as assigned.

QUALIFICATIONS:

Knowledge of:

e Principles of organization and management.

e State and federal laws regarding certificated and classified personnel.

e Current educational administration principles and practices, including site-based management,
supervision, evaluation and training.

e Policies and regulations of the state and the Board of Education.

e Human Resources Division operations, functions and responsibilities and the appropriate
supportive services required to ensure operational effectiveness.

e District personnel practices and procedures.

= Personnel evaluation procedures.

« Negotiating techniques and labor laws.

» Budgeting and fiscal controls procedures.

Ability to:

e Supervise and evaluate all subordinate personnel.

e Work effectively with all segments of the school community and general public.

e Develop new policies and procedures in accordance with the needs of the district.

e Use sound judgment and remain objective in matters requiring the utmost discretion and sensitivity.

e Assemble and analyze data, and make appropriate recommendations for action.

e Speak and write effectively.

e Maintain positive working environments and open communication with District unions and
administration.



Experience:

e At least 5 years experience as an administrator, including progressively responsible experience in a
district office administrative position, in human resources or related area.

e Demonstrated positive working relationships with employee unions.

e Demonstrated high level of successful customer service with public and internal stakeholders.

Licenses or Certificates Needed:

Any combination of the following qualifications is highly desired:

e Appropriate school administration credential as required.

e Completion of School focused personnel academy program highly desired

e Possession of a valid California driver’s license and be able to provide own transportation in
conduct of work assignments; willingness to travel as needed.

PHYSICAL EFFORT /WORK ENVIRONMENT:

Environment:

e Primarily indoor office.
e Frequently driving and visiting various district sites.

e Office setting with phones, computer work, customer contact, drop-ins and other
communications.

Physical Abilities:
Employees in this position must have/be able to:

e Observe safe lifting and carrying practices.

e Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

e Hear and understand speech at normal levels and on the telephone with/without assistive devices.

e See, hear and speak with/without assistive devices sufficient to communicate effectively with
others.

e Bend at the waist.

e Reach overhead, above the shoulders and horizontally; grasp.

» Sit for extended periods of time with intermittent walking.

» Dexterity of hands and fingers to use keyboard and office equipment.

e Drive and travel to various work and school sites, when necessary.

e Occasionally lift and carry up to thirty (30) pounds for short distances.

SALARY:
Schedule: Management
Salary Range: Index 1.63

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

ASSOCIATE SUPERINTENDENT EDUCATIONAL SERVICES
CHIEF ACADEMIC OFFICER

PRIMARY FUNCTION:

Under the Direction of the Superintendent, serve as the executive head of, and be responsible
for, the Educational Operations of the District including the supervision of Educational
Services and other offices as assigned by the Superintendent. The Associate Superintendent
of Educational Services / Chief Academic Officer (CAO) is charged with providing clear and
effective leadership to ensure district goals, beliefs and policies are clearly communicated and
implemented. The CAO is accountable for increasing student achievement, working directly with
the Superintendent to conceptualize, develop, research, and implement programs/services to meet
the learning needs of all students from Transitional Kindergarten through Adult Education.
Additionally, the CAO is responsible to ensure all instructional programs meet state and federal
guidelines. The Chief Academic Officer serves on the Superintendent’s Cabinet and assists
the Superintendent in the overall operation of and management of the District.

MAJOR DUTIES AND RESPONSIBILITIES:

e Serve as head of the Educational Services Division and as Chief Academic Officer.
Responsible for leading the improvement of student academic achievement for all students.



Develop, implement, and monitor processes for compliance, quality and fiscal
accountability.

Supervise and evaluate the performance of assigned personnel on a regular basis and
provide constructive feedback to improve staff effectiveness.

Serve on the Superintendent’s Cabinet in analyzing, developing, coordinating, and
implementing state laws, Board of Education policies, and administrative regulations.
Visit school sites and classrooms on a regular basis and provide written progress
monitoring to Superintendent. Supervise, evalua



e Current educational administration principles and practices, including site-based
management, supervision, evaluation and training. Human Resources, operations,



EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:
e Master’s degree in Education related fields (Education, Counseling, Public
Administration, etc.)
e Doctoral degree desired.

Experience:
e Seven (7) years of progressive management educational experience.
e Site Leadership experience.
e Prior experience as a classroom instructor.
e Demonstrated public speaking experience.
e Demonstrated community leadership.
e Demonstrated leadership of large teams in a complex system.
e Fluent Spanish preferred.
e Demonstrated positive working relationships with employee unions.

e Demonstrated high level of successful customer service with public and internal
stakeholders.

Licenses or Certificates Needed:

Any combination of the following qualifications is required:

= California Administrative Credential

e Single or Multiple Subject Credential

e Possession of a valid California Driver’s license and to be able to provide own
transportation in conduct of work assignments; willingness to travel as needed.

PHYSICAL EFFORT /WORK ENVIRONMENT:

Environment:

e Primarily indoor office.
e Frequently driving and visiting various district sites.

e Office setting with phones, computer work, customer contact, drop-ins and other
communications.

Physical Abilities:
Employees in this position must have/be able to:

e Observe safe lifting and carrying practices.
e Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

e Hear and understand speech at normal levels and on the telephone with/without assistive
devices.






WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

ASSOCIATE SUPERINTENDENT OF BUSINESS SERVICES

PRIMARY FUNCTION:

Under the Direction of the Superintendent, serve as the executive head of, and be responsible
for, the Operations of the District including General Counsel, Internal Audit and the
Business Services and other offices as assigned by the Superintendent. Responsible for
planning, organizing, and administering the Business Division. The Associate Superintendent
of Business Services / Chief Business Official (CBO) serves on the Superintendent’s Cabinet
and assist the Superintendent in the overall operation of and management of the District.

MAJOR RESPONSIBILITIES:

e Serve as head of Business Services Division and Chief Business Official (CBO).

e Develop, evaluate, and make recommendations to the superintendent regarding the
administrative policy governing the operation of the District and in planning for needed
change. ef-all-business-serviees.

e Provide direction and supervision over the preparation and administration of the district
budget and ancillary state and federal financial reports.

e Interpret District programs and policies to staff and community.

e Provide direction and supervision over the District’s accounting, budget, payroll,
purchasing, benefits, printing, warehousing and equipment repair, nutrition services,
general counsel, internal audit, charter school monitoring, risk management and
district student services operation support for sites and department functions.

e Administer the establishment and maintenance of abundant and significant avenues
of communication with the communities that schools serve, encouraging feedback
providing for its assessment.

» Responsible for coordinating and managing all matters related to the external auditing of
all fiscal aspects of programs and offices in the district. Directs the district’s internal audit
activities.

e Assist the Superintendent in the coordination and preparation of the Board agenda
and attend Board of Education meetings.

e Serve on the Superintendent’s Cabinet in analyzing, developing, coordinating, and
implementing state laws, Board of Education policies and administrative regulations.

e Represent the Superintendent and the District with business, industrial and
community groups.

e Evaluate management personnel reporting to him/her regarding their effectiveness
in carrying out their responsibilities and their capacity for growth and development,
and counsels with them regarding such evaluations.

e Assist the Superintendent in the evaluation of building principals.

e Counsels with employees and parents regarding concerns which cannot be resolved
by the appropriate responsible administrator.

e Direct and facilitate District-wide strategic planning efforts.



QUALIFICATIONS:

Knowledge of:

e School finance and school district organization including the goals, objectives and
operating techniques of a large school district.

e Current principles, trends, development and methods of public-school district business
and management.

e Budgeting, accounting, payroll, and purchasing, school nutrition, bond accounting, risk
management, and human resources applications as they pertain to a large school
district.

» Business law and district, state, and federal codes affecting school districts.

e Problems involved in the maintenance and operation of school district buildings,



EDUCATION, QUALIFICATIONS AND EXPERIENCE:



e Drive and travel to various work and school sites, when necessary.
e Occasionally lift and carry up to thirty (30) pounds for short distances.

SALARY:
Schedule: Management
Salary Range: Index 1.74

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
ASSOCIATE SUPERINTENDENT OF OPERATIONS

PRIMARY FUNCTIONS:

Under the direction of the Superintendent the Associate Superintendent of Operations
provides administrative leadership and assumes responsibility for the efficient and effective
conduct and operation of facility planning and construction, real property, and maintenance and
operations (including grounds), transpertation—services—food-services,—technolegy & and risk
management. This position maintains relationships with federal, State and local agencies,
contractors, community groups and residents, District administrators and consultants. The
position oversees and coordinates consultation and col



e Supervise and evaluate the performance of assigned staff; interview and recommend
hiring, transfers, reassignment, termination and disciplinary actions.



e Speak and write effectively.

e Ensure safety and security on all work sites and projects.

e Work effectively with all members of the school and community.
e Collect, interpret, and analyze complex technical data.

e Make difficult decisions.

» Establish and maintain effective working relationships with others.
e Communicate clearly and concisely, both orally and in writing.

EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:

e Advaneced Bachelor’s degree in public administration, educational administration,
engineer, public planning, construction management, er-business administration or
related field with advanced studies highly desired.

e A comparable combination of training and experience may be considered at District
discretion in lieu of required education.

Experience:

e At least seven (7) years of progressively responsible experience in school operations,
facilities maintenance, planning, construction, contract administration and/or public-
school administration of institutional facilities including five (5) years in a supervisory
capacity.

e Demonstrated positive working relationships with employee unions.

e Demonstrated high level of successful customer service with public and internal

stakeholders.
Licenses or Certificates Needed:

Any combination of the following qualifications is highly desired:






WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

CHARTER AND DISTRICT SCHOOLS’ FINANCIAL COORDINATOR

PRIMARY FUNCTIONS:

Under the general direction of the Director of District Operations, serve as a technical resource to
charter schools and the general public on charter school business administration and operations;
performs complex and difficult assignments related to the maintenance of records and reporting
for charter schools. This position ensures all Charter school attendance, enroliment, financi-1 (ur)3 (ed)-Ze)4 (ntt



- Maintain information and filing systems on relevant charter school data.
- Perform related duties as assigned.

QUALIFICATIONS:

Knowledge of:



e Communicate positively and effectively, orally and in writing, with district staff and
various community partners.

EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:

- Bachelor’s Degree from an accredited college or university in Accounting, Finance or a
closely related field.

- Master's degree preferred.

- Prior experience may be considered in lieu of required degree at District discretion with
collaboration from the representative union.

Experience:

- Three or more years of increasingly responsible technical accounting or business services
experience using accounting and spreadsheet software in a public education environment.

- Experience working with charter school finance and accounting or reporting of information
regarding to charter schools.

- Demonstrated experience in supervisory or managerial experience in financial
accounting/administration.

- Demonstrated supervisory project management skills and abilities.



Physical Abilities:

Employees in this position must have/be able to:

Observe safe lifting and carrying practices.

Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

Hear and understand speech at normal levels and on the telephone with/without assistive
devices.

See, hear and speak with/without assistive devices sufficient to communicate effectively
with others.

Bend at the waist.

Reach overhead, above the shoulders and horizontally; grasp.

Sit for extended periods of time with intermittent walking.

Dexterity of hands and fingers to use keyboard and office equipment.

Drive and travel to various work and school sites, when necessary.

Occasionally lift and carry up to thirty (30) pounds for short distances.

SALARY:
Schedule: SSA
Salary Range: 4B Range 15

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
COORDINATOR OF BUSINESSHSEGAL SERVICES

PRIMARY FUNCTIONS:

Under direction of the Director of Business Services and/or Director of District Operations
and dependent on the area of responsibility, perform complex professional coordination, analysis,
planning and guidance in the areas of accounting, budgeting, purchasing, compliance oversight
and reporting for various departments within business/fiscal services. This position is responsible
for business/fiscal components of governmental funds, grants, benefits, ehartersehools, Local
Control Accountability Plan (LCAP), district payroll, procurement, contracts, cash flow
analysis, fund reconciliation, annual audit documentation and requirements, and support for
various district programs. Incumbents in this position coordinates, trains, leads, supervises,



Establish, develop, monitor and enforce standards, expectations, policies, work procedures
and practices for business/fiscal services personnel.

Communicate with internal/external customers, vendors and clients via drop-ins,
phones, emails, letters and other communications to answer all questions and
anticipate potential problems or issues regarding procurement systems. Establishes,
maintains and fosters strong, professional relationships with vendors and
inside/outside stakeholders.

Develop efficient and effective solutions to complex business/fiscal services processes,
reporting and systems.

Interpret and implements district and state approved financial reporting requirements, and
maintains the District Chart of Accounts.

Design, develop and create complex reports for business/fiscal services, district
departments, programs and staff.

Supervise and insures that all accounts payable, receivable and employee expense
claims and reimbursements are processed and vendors are appropriately paid within
required timelines.

Develop end user support learning media, which may include manuals, videos, checklists
and other tools, including the creation of desk manuals documenting business
procedures.

Supervise, trains, directs, guides, coaches, evaluates, supports and disciplines assigned
staff.

Ensure that all journal entries are reconciled and reviewed for each required interim
report and updates budgets and actuals based upon timely information.

Attend training workshops, meetings, public meetings, committee meetings, board
meetings and professional development as directed.

Perform related duties as assigned.

QUALIFICATIONS:

Knowledge of:

Public education funding, budgeting, accounting and payroll.

GASB and generally accepted auditing/accounting standards/principles.

Analysis and audit processes and procedures.

Legal and procedural guidelines for accounting, financial, purchasing and payroll
transactions.

Effective management and project management skills.

Organization and management principles.

Strong analytical and problem-solving skills.

Recordkeeping and interpretation of contract provisions and agreements.

Data collection and comparative analysis techniques.

Microsoft Suite (Word, Excel, Project, Outlook and PowerPoint) and other productivity
tools.

State Education Code and other federal, state and local laws, rules and regulations.









e See, hear and speak with/without assistive devices sufficient to communicate effectively
with others.
Bend at the waist.

[ ]

e Reach overhead, above the shoulders and horizontally; grasp.

o Sit for extended periods of time with intermittent walking.

e Dexterity of hands and fingers to use keyboard and office equipment.

e Drive and travel to various work and school sites, when necessary.

e Occasionally lift and carry up to twenty (20) pounds for short distances.
SALARY:
Schedule: SSA
Salary Range: 4B range 15

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
COORDINATOR OF HUMAN RESOURCES DATA SYSTEMS

JOB FUNCTION:

Under the direction of the Assistant Superintendent of Human Resources perform a variety of specialized
duties in support of assigned Human Resources and Business Services



o ldentify, recommends, and programs custom functions and documentation such as automated
queries, filters, macros, and reports.

o Collaborate with other staff to plan, modify, and customize the MUNIS (or current MIS software)
and to test new modules and features.

e Prepare training materials, guides, and documentation. Interface with management regarding
project status and user needs to promote an environment of customer cooperation and satisfaction.

e Prepare reports as needed.

« Provide user training and hands-on support.

« Maintain knowledge of trends and developments in HRIS providers, vendors, and technology

« Perform complex data queries in areas related to budgeting, benefits, census, SUI, payroll, personnel
and other mandated reporting goals and objectives; perform upgrades and changes as requested,;
coordinate database back-ups.

e Collaborate with vendors in the design and modification of current systems and new procedures;
coordinate the testing of new and updated program enhancements.

o Performs related duties as assigned.

QUALIFICATIONS

Knowledge of:

« MUNIS (or current MIS software) Business Software and Power Bl (Business Intelligence).

« Dashboard best practices for reporting data to internal and external stakeholders.

e Principles of report, screen and form design.

« Information technology concepts and capabilities.

e Systems analysis and design and data techniques.

e Legal and procedural rules and regulations as they relate to school districts, budgeting, accounting,
human resources and organizational skills.

e Principles, procedures, and methods used in data acquisition, storage, structuring, and retrieval

e Stay abreast of current trends and technical advancements as it pertains to our Enterprise
HR/Financial



e Work effectively and cooperatively with District personnel.

e Learn and apply new concepts in information technology.

e Learn the characteristics of new systems and update skills to adapt to changing technology.
« Communicate effectively orally and in writing.

EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:

o Bachelor’s degree in a related field (computer science, management information systems, or closely
related field).

e Prior experience may be considered in lieu of required degree at District discretion with
collaboration from the representative union.

Experience:

e Five (5) or more years of successful and progressive experience in human resources or business
services reporting and data analysis within a large entity (preferably a public agency), which
includes utilization of reporting systems within the Management Information System.

o Experience with project/personnel management supervision in a team environment and distributed
systems are desirable.

« Demonstrated project management skills and abilities within a Human Resources or Business
environment.

o Demonstrated high level of successful customer service with the public.

Licenses or Certificates Needed:

Any combination of the following qualifications is highly desired:

e School Business Management (CBO) Certification.

e Technical Certification or advanced coursework in Business Intelligence.

e Possession of a valid California Driver’s License. Candidates must provide (and maintain) an
official motor vehicle driving record, and proof of compliance with district safe driving standards.

PHYSICAL EFFORT / WORK ENVIRONMENT:

Environment:

e Primarily indoor office.
e Frequently driving and visiting various district sites.
« Office setting with phones, computer work, customer contact, drop-ins and other communications.

Physical Abilities:

o Observe safe lifting and carrying practices.

e Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

e Hear and understand speech at normal levels and on the telephone with/without assistive devices.
« See, hear and speak with/without assistive devices sufficient to communicate effectively with others.
- Bend at the waist.



Reach overhead, above the shoulders and horizontally; grasp.

Set up training assistive equipment and devices.

Sit for extended periods of time with intermittent walking.

Dexterity of hands and fingers to use keyboard and office equipment.
Drive and travel to various work and school sites.

Occasionally lift and carry up to thirty (30) pounds for short distances.

SALARY:
Schedule: SSA
Salary Range: 4B range 15

Approved by the Human Resources Department
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

COORDINATOR OF PAYROLL AND BENEFITS ACCOUNTING



Supervise the coordination of the payroll deduction vendors the miscellaneous payroll
deduction functions; process the voluntary after-tax payroll deductions, such as association
dues, disability insurance, life insurance.

Process tax shelter deductions, 403B and 457. Monitor PERS, STRS, and other retirement
deductions. Process all direct deposit authorizations.

Prepare monthly deposits for Federal and State withholding tax.

Prepare quarterly and year-end withholding tax reports.

Balance monthly deposits to actual taxes deducted for employee W2 preparation.

Prepare quarterly State Unemployment Contribution Return (DE9423) and process check
for amount due.

Prepare quarterly State Multiple Worksite Report.

Prepare annual government salary survey requests.

Prepare quarterly State Unemployment Benefit Audit employee reports based on what the
employee was paid weekly.

Work closely with the payroll supervisor and other staff as necessary to resolve questions
and issues and in processing calendar year end and fiscal year end payrolls.

Prepare special payroll reports and data as requested by various departments.

Train and assist departmental and school personnel in the areas of Payroll and Benefits to
ensure proper data entry and payroll deadlines are met in the District Management
Information Systems (MIS) including, but not limited to: Substitute Calling System,
Employee Self Assistance Modules and Time and Attendance reporting.

Assist in coordinating fiscal year end processes with Human Resources, Business Services
and Information Technology Department.

Administer and Coordinate with the Collection Agency any Human Resource and Payroll
salary overpayments.

Perform related duties as assigned.

QUALIFICATIONS:

Knowledge of:

Generally accepted accounting principles, practices and procedures, and auditing
standards.

Applicable sections of the California Education Code, Government Code, and other
federal, state, and local laws and regulations.

Accurate and reliable record-keeping procedures.

Advanced knowledge of Excel

Payroll functions, including preparation of tax, retirement, and benefits reports.

District contracts with classified and certificated personnel as applicable to compensation,
benefits, and personnel matters.

Technical aspects of payroll transactions.

Group health, vision and dental programs and operating procedures.

Conflict management and problem-solving techniques and decision-making methods and
processes.

Preparation of comprehensive financial and budget reports.

Principles of effective management and evaluation practices.



e School district and site operations, policies, procedures, and goals.

e Position control systems.

e Computer applications and systems, including proficiency in Excel, PowerPoint, Word and
MUNIS experience preferred.

e Strong oral and written communication skills.

Ability to:

e Plan, organize, and supervise school district budget preparation and other financial and
statistical record-keeping activities.

e Atrticulate District policy to staff.

e Explain complex and detailed information and train staff in budget processes.

e Develop goals and objectives and position resources to meet established goals and
deadlines in a timely manner.

e Prepare complex analyses of systems and write reports that adequately communicate
problems and solutions.

e Analyze situations accurately and adopt an effective course of action.

e Lead group discussions, maintain records and make group presentations to various
stakeholder groups including site Office Managers and timekeepers.

e Interpret, explain, and apply rules, regulations, and District policies to employees and
others.

e Interpret complex legal information and comply with legal requirements.

e Establish and maintain effective working relationships with management, employees, and
other public agencies.

e Plan, organize, and prioritize work and work independently and initiate action as needed.

e Use good judgment.

e Follow written and oral instructions.

e Read and understand complex financial and technical materials.

e Meet rigid schedules and timelines.

e Operate a personal computer and other technical office machines.

e Prepare complex financial and statistical computer spreadsheets and public presentations.

e Manage time effectively.

e Effectively interpret and analyze data and/or assessments.

e Communicate effectively and work with a wide range of contacts, including administrators,
Board members, state and county officials, managers and staff, community members, and
peers.

e Work in a busy, noisy environment under pressure in a fast-paced-environment.

e Manage multiple projects simultaneously.

e Train and supervise professional, certificated, technical, paraprofessional, and clerical

staff.



EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:
e Bachelor’s degree from an accredited college or university in Accounting, Finance,
Business administration or closely related field.
e Master’s degree preferred.
e Prior experience may be considered in lieu of required degree at District discretion with
collaboration from the representative union.
Experience:
e Five (5) or more years of successful and progressive experience in Payroll or Benefits
Accounting within a large entity (preferable a public agency), which includes PERS and/or
STRS accounting preferably in an Education environment.
e Demonstrated experience in supervisory or managerial experience in financial accounting,
payroll, benefits accounting or business services.
e Demonstrated project management skills and abilities.
e Demonstrated high level of successful customer service with the public.
e years’ responsible experience in technical and supervisory payroll work.
e Experience with MUNIS (or current MIS software) preferred but not required.

Licenses or Certificates Needed:

Any combination of the following qualifications is highly desired:

Current Certified Public Accountant (CPA) License.

School Business Management (CBO) Certification.

Possession of a valid California Driver’s License. Candidates must provide (and maintain)
an official motor vehicle driving record, and proof of compliance with district safe driving
standards.

PHYSICAL EFFORT /WORK ENVIRONMENT:

Environment:

Primarily indoor office.

Frequently driving and visiting various district sites.

Office setting with phones, computer work, customer contact, drop-ins and other
communications.

Physical Abilities:

Employees in this position must have/be able to:

Observe safe lifting and carrying practices.
Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.






WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

COORDINATOR OF POSITION CONTROL



Participate in the budget process; ensures that all positions budgeted are also appropriately
entered in the position control system; ensures changes made to positions during the budget
process are updated in the budget system; generates reports to verify employees and
positions are assigned to the appropriate school site or department in the position control
system.

Review and validate all requests for new positions, changes in hours/FTE, and changes in
account codes within the position control system and calculate the cost of the change.
Ensures all appropriate approvals are received; notifies schools/departments of approvals.
Monitor vacancies and coordinates with the Business Services



Classified and certificated bargaining agreements.

Microsoft suite (Excel, Word, PowerPoint, Outlook, etc.) and other software applications
Applicable sections of State Education Code.

District administrative procedures and practices.

Principles & practices of administration, supervision and training.

Governmental Accounting standards and budgeting functions.

Principles and practices of sound business communication; correct English usage,
grammar, spelling, punctuation and vocabulary.

Strong planning and organizational skills.

Interpersonal skills using tact, patience, and courtesy.

School and district policies, rules and regulations

Ability to:

Understand and follow oral and written directions.

Manage and supervise staff.

Establish and maintain effective working relationships with others.

Work cooperatively with departments and organizations to validate the integrity of the data
and information gathered and reported.

Meet schedules and timelines.

Be flexible to plan and organize work to perform with changing priorities.

Make sound, independent decisions with established policy and procedural guidelines.
Work confidentially with discretion.

Use tact and diplomacy in dealing with sensitive situations and concerned people and
customers.

Lift moderately heavy objects.

Train and supervise business and management personnel.

Initiate and check records with accuracy and speed.

Prepare clear, concise and accurate correspondence, reports and other written materials.
Communicate effectively both orally and in writing.

Perform the essential functions of the job.

EDUCATION, QUALIFICATIONS AND EXPERIENCE:

Education:

Bachelor’s degree from a recognized four-year college or university with a major in
business administration, accounting, finance, public administration or closely related field.
Coursework in computer science and computer applications is highly desirable.



e Prior experience may be considered in lieu of required degree at District discretion with

collaboration from the representative union.

Experience:

At least three years of experience in Human Resources or Business Services ideally in a
governmental or school district setting.

Experience in application of software programs in word processing, spreadsheets is
required with experience in MUNIS (or current MIS software) highly desired.
Demonstrated project management skills and abilities.

Demonstrated high level of successful customer service with public and internal
stakeholders.

Licenses of Certificates Needed:

Any combination of the following qualifications is highly desired:

Possession of a valid California Driver’s License. Candidates must provide (and maintain)
official motor vehicle driving record, and proof of compliance with district safe driving
standards.

Certified Public Account (CPA) License.

School Business Management (CBO) Certification.

PHYSICAL EFFORT /WORK ENVIRONMENT:

Environment:

Primarily indoor office environment.

Frequent interruptions.

Frequently driving and visiting various district sites.

Office setting with phones, computer work, customer contact, drop-ins and other
communications.

Physical Abilities:

Observe safe lifting and carrying practices.

Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

Hear and understand speech at normal levels and on the telephone with/without assistive
devices.

See, hear and speak with/without assistive devices sufficient to communicate effectively
with others.

Sitting or standing for extended periods of time with intermittent walking.

Dexterity of hands and fingers to operate a computer keyboard.



e Bending at the waist, kneeling or crouching.
e Occasionally lift and carry up to thirty (30) pounds for short distances.

SALARY:
Schedule: SSA
Salary Range: 4B range 15

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

DIRECTOR OF BUSINESS SERVICES

PRIMARY FUNCTIONS:

Under the general direction of the Associate Superintendent, Business and-Administrative Services, acts-as
controler—and—internalauditor; plans, organizes, implements and administers the District's fiscal services,



information. Attend board, community meetings and municipal meetings as necessary while
representing the district.

e Perform various duties related to payroll, financial accounting, student—attendance—acecounting

purchasing, District’s instructional and operational supply logistics, property/asset tracking and

disposal, text book procurement and logistics, student body accounting, eharter-schoel-accounting
and administration of the financial computer system as assigned; prepare and present financial

information.
e Perform related duties as assigned.

QUALIFICATIONS OF:

Knowledge of:

e Principles and practices of governmental accounting or fund accounting, statistics, and data analysis.

« School finance, school district organizations as well as current principles and methods of public-
school district business and management functions.

e General principles of supervision, administration, organizational planning, training and leadership.

e Provisions of applicable laws and regulations and procedures related to the functions of the business
services department of a public-school system.



Experience:

e Five years of progressively responsible experience in a school district financial administration with at
least three years in an administrative or supervisory capacity.

Licenses or Certificates Needed:

Any of the following qualifications are highly desired:

e Current Certified Public Accountant (CPA) License preferred.

e Certified Management Accountant (CMA), preferred.

e School Business Management (CBO) Certification preferred.

e Possession of a valid California Driver’s License. Candidates must provide (and maintain) official
motor vehicle driving record, and proof of compliance with district safe driving standards.

PHYSICAL EFFORT /WORK ENVIRONMENT:

Environment:

e Primarily indoor office.
e Frequently driving and visiting various district sites.
« Office setting with phones, computer work, customer contact, drop-ins and other communications.

Physical Abilities:
Employees in this position must have/be able to:

e Observe safe lifting and carrying practices.

e Walk, climb, stand, stoop, lift and carry sufficient to perform tasks.

e Hear and understand speech at normal levels and on the telephone with/without assistive devices.

e See, hear and speak with/without assistive devices sufficient to communicate effectively with others.
e Bend at the waist.

e Reach overhead, above the shoulders and horizontally; grasp.

« Sit for extended periods of time with intermittent walking.

e Dexterity of hands and fingers to use keyboard and office equipment.

e Drive and travel to various work and school sites, when necessary.

e Occasionally lift and carry up to twenty thirty (2030) pounds for short distances.

SALARY:
Schedule: Management
Salary Range: Index 1.13

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
DIRECTOR OF CURRICULUM, INSTRUCTION AND ASSESSMENT

PRIMARY FUNCTIONS:

Under the general guidance of the Associate Superintendent, Chief Academic Officer, plan, direct,
organize, supervise, and manage the Office of Curriculum, Instruction and Assessment and lead
the development of District instructional systems, including curriculum, assessment, intervention,
and instructional standards. The goal of these systems is to provide powerful tools to support
leaders, teachers, parents, and other staff in engaging students in rigorous, developmentally
appropriate, and culturally-responsive learning so that all scholars achieve success in college,
career and life. The Director of Curriculum, Instruction and Assessment is charged with
developing and extending these tools to support both content-based and cross-content learning;
Direct and supervise the Elementary and Secondary education programs and related services and
Pre-School through High School curriculum, instruction and assessment initiatives; Responsible
for the management and supervision of personnel in the Office of Curriculum, Instruction and
Assessment, including coordinators, technicians, clerks, and coaches and works closely with
designated site and district level administrators, Board, staff, parents, community, and other
representative groups; Support and manage the instruction-related responsibilities of the District’s
site principals and is liaison with other District departments to provide accurate and timely
guidance related to teaching and learning; and Provide leadership in the administration of the
Office of Curriculum, Instruction and Assessment as required by the law.



Demonstrate knowledge of national and state standards and assessments; school-
turnaround instructional models; pedagogical models and strategies to improve
instructional delivery.

Design, communicate, deliver, monitor and support high quality professional learning for
teachers and staff

Provide necessary assistance to site leaders and staff in implementing the approved
curriculum and lead the implementation of all new curriculum to support student learning.
Craft a system for instructional observations, feedback, and professional development
Work closely with site leaders and District teams to establish and monitor all assessment
and testing programs and administration.

Organize and coordinate district summer school programs.

Develop, support and supervise alternative instructional programs and services for
students.

Provide leadership and direction in developing courses of study and innovative
assessment/grading methods.

Prepare training and hold meetings for district site leaders to ensure they are up to date and
proficient in the instructional aspects of their roles.

Effectively and efficiently collaborate with central staff, school leaders and leadership
teams.

Perform other administrative duties and responsibilities as required and assigned.

QUALIFICATIONS:

Knowledge of:

Instructional theory and practice, including the assessment of instruction

Preschool-12 curriculums, school-centered decision-making and the change process in
organizations

Applicable sections of the California Education Code, Government Code, and other
federal, state, and local laws and regulations that apply to areas of responsibility
Principles of effective management and evaluation practices.

Conflict management and problem-solving strategies.

District operations, policies, procedures, and goals related to elementary and secondary
education.

Computer applications and systems, including proficiency in Excel, Power Point, Word,
and MUNIS (or current MIS software) experience.

Categorical program budgeting and reporting requirements.

Strong oral and written communication skills.

Diversity in the workplace.

Ability To:

Communicate and function effectively with all levels of management within and across
district departments and external stakeholders and work with a wide range of contacts,
including administrators, Board members, state and county officials, managers and staff,
community members, and peers.



Effectively present information and respond to questions from groups of managers, district
staff, government agency staff, and the general public.

Write reports and plan documents requiring technical precision, accuracy, readability and
editorial correctness.

Interpret, explain, and apply rules, regulations, and District policies to employees and
others.

Analyze situations accurately and adopt an effective course of action.

Plan, organize, and prioritize work to meet rigid schedules and timelines

Operate a personal computer and other technical office machines.

Speak a language other than English is desirable.

EDUCATION QUALIFICATIONS AND EXPERIENCE:

Education:

Bachelor's degree required from an accredited university in educational administration or
other areas related to responsibilities.
Master's degree highly preferred.

Experience:

At least seven (7) years of experience in education, reflecting both successful teaching, and
successful school or program leadership, preferably in an urban district.

A minimum of three (3) years of relevant experience in school district management
required. Experience as site administrator preferred.

Strong, proven track-record in improving educational results for students, the highest
standards for student achievement goals, outstanding adult coaching and development
skills, and an ability to translate teacher and school needs into district practice and policy.
Commitment to high performance standards and unwavering belief that all students can
excel.

Core content curriculum development and implementation in a range of subjects and levels.
Strong understanding of Common Core State Standards, pedagogy and proven track record
using individual student and school-wide assessment data to drive student achievement
gains in an urban setting.

Demonstrated success with backward planning and curriculum mapping to drive high
levels of student performance.

Project management skills and abilities and demonstrated high level of successful customer
service with the public.

Licenses or Certificates Needed:

Clear California teaching credential with CLAD or equivalent.

California Administrative Credential.

Possession of a valid California Driver’s License. Candidates must provide (and maintain)
an official motor vehicle driving record, and proof of compliance with district safe driving
standards.






WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT
DIRECTOR OF DISTRICT OPERATIONS

PRIMARY FUNCTIONS:

Under general direction of the Associate Superintendent of Business Services, plan, direct,
organize, supervise, and manage the District operational functions and provide accurate and timely
staffing, budget and data information used for current and future operational decisions. Manage
and supervise business and student services personnel, including coordinators, technicians, clerks,



Supervision of Campus Security Officers, ensuring of safety guidelines and coordination
with law enforcement.

Coordinate and supervise the District’s oversight of Charter Schools including the
supervision of the Charter Schools Financial Coordinator and the Educational evaluation
of any



District operations, policies, procedures, and goals.

Computer applications and systems, including proficiency in Excel, Power Point, Word,
and MUNIS (or current MIS software) experience preferred.

Categorical program budgeting and reporting requirements.

Federal, state, and local laws and regulations applying to school district financial



Experience:

e A minimum of five years of relevant experience in school district management required.
Experience as site administrator preferred.

e Demonstrated project management skills and abilities.

e Experience as a site level administrerred



SALARY:
Schedule: Management

Salary Range: Index 1.13

Approved by the Human Resources Division
Approved by the Board of Education:



WEST CONTRA COSTA UNIFIED SCHOOL DISTRICT

DIRECTOR OF ENGLISH LEARNER ACHIEVEMENT

PRIMARY FUNCTIONS:

Under the general guidance of the Associate Superintendent, Chief Academic Officer, plan, direct,
organize, supervise, and manage the District Office of English Learner Achievement. The Director



Develop controls and manage the budget for the Office of English Learner Achievement,
including monitoring the purchase of educational materials to support school sites and
allocation of resources to support equity in access for ELs.

Collaborate with schools to manage their student-based budget to implement a high-quality
service model for ELs.

Facilitate school and district planning sessions as requested (e.g. site improvement plans,
strategic planning, goal setting, etc.) for the purpose of meeting district objectives and
ensuring the availability of professional development programs related to EL
programming.

Prepare training and hold meetings for district site administrators to ensure they are up to
date and proficient in programming requirements for English Learners components.
Perform other administrative duties and responsibilities as required and assigned.

QUALIFICATIONS:

Knowledge of:

Applicable sections of the California Education Code, Government Code, and other
federal, state, and local laws and language acquisition programming requirements and
regulations.

Accurate and reliable record-keeping procedures.



EDUCATION QUALIFICATIONS AND EXPERIENCE:

Education:

e Bachelor's degree required from an accredited university in educational administration with
an emphasis in multilingual/bilingual education, second language acquisition, or
equivalent preferred.

e Master's degree highly preferred.

Experience:

e At least seven (7) years of experience in education, reflecting both successful teaching, and
successful school or program leadership, preferably in an urban district.

e A minimum of three years of relevant experience in school distr