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�x Knowledge of California Education Code employment provisions applicable to certificated and 
classified staff. 

�x Knowledge of practices and procedures of the California State Teachers’ Retirement System 
(CalSTRS) and California Public Employees Retirement System (CalPERS). 

�x School district organization, operations, and objectives. 
�x Interpersonal skills using tact, patience, and courtesy. 
�x Effective oral and written communication skills. 
�x Principles and practices of management, supervision, and training. 
�x Evaluation approaches, strategies, and techniques. 

 
ABILITY TO: 

�x Highly-motivated, self-directed individual with deep payroll functional as well as process improvement 
expertise who will provide the strategic vision for the SCUSD Payroll functions and the leadership for 
our change management effort to streamline processes.  

�x Lead and work with school improvement initiatives that close student achievement gaps between racial, 
ethnic, and economic groups by working with all of the diverse communities. 

�x Communicate effectively, both orally and in writing. 
�x Interpret, apply, and explain rules, regulations, policies, and procedures. 
�x Analyze situations accurately, and adopt an effective course of action. 
�x Work independently with little direction. 
�x Plan and organize work to meet schedules and timelines. 
�x Prepare comprehensive narrative and statistical reports. 
�x Supervise and evaluate the performance of assigned staff. 
�x Operate a computer and related software 
�x Meet state and district standards of professional conduct as outlined in Board Policy. 
�x Ability to work effectively across multiple functions and roles within a complex organization. 
�x Strong interpersonal skills and the ability to build effective working relationships with senior level 

district staff and colleagues. 
�x Success leading effective teams and individuals. 
�x Ability to work effectively in difficult situations that involve confidential and sensitive matters. 
�x Strong computer skills including Google Suite, Microsoft Office Suite (Outlook, Word, Excel, and 

PowerPoint). 
 

WORKING CONDITIONS: 
 
SAMPLE ENVIRONMENT: 
Office and site 


