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Direct the preparation of the adult education annual budget; analyze and review budgetary and financial data; 

monitor and authorize expenditures in accordance with established guidelines.  E 
 
Supervise, evaluate, and hold accountable the performance and professionalism of assigned staff; interview and 

select employees, and recommend transfers, reassignments, terminations, and disciplinary actions; plan, coordinate, 

and arrange for appropriate training of assigned staff.  E 
 
Perform related duties as assigned. 
 
TRAINING, EDUCATION, AND EXPERIENCE: 
 
Bachelor’s degree, and four years of certificated experience, including two years in an administrative or supervisory 

capacity. Preference will be given for advanced degrees. Additional consideration will be given to candidates who 

demonstrate outstanding leadership, management ability, and knowledge of adult education. 
 
LICENSES AND OTHER REQUIREMENTS:   
 
Valid California driver’s license; provide personal automobile and proof of insurance; Administrative Services 

Credential. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

Adult education programs. 

Curriculum and instructional program development. 

Budget preparation and control. 

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

District organization, operations, and objectives. 

Interpersonal skills using tact, patience, and courtesy. 

Effec
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SAMPLE PHYSICAL ABILITIES: 

Hear and speak to make presentations, and exchange information in person and on the telephone; dexterity of hands 

and fingers to operate a computer keyboard; see to read, prepare documents and reports, and view a computer 

monitor; sit or stand for extended periods of time; bend at the waist, and reach overhead, above the shoulders, and 

horizontally to retrieve and store files; lift light objects. 


