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Provide technical expertise, information, and assistance to assigned supervisor regarding assigned functions, unusual 
trends, or problems, and recommend appropriate corrective action; assist in the formulation, development, and 
communication of department policies, procedures, and programs in accordance with state and federal laws and 
regulations. E 
 
Develop and implement long and short-term plans and activities designed to enhance assigned programs and services, 
and assure an economical, safe, and efficient work environment. E 
 
Supervise, evaluate, and hold accountable the performance and professionalism of assigned staff; interview and select 
employees and recommend transfers, reassignment, termination, and disciplinary actions; plan, coordinate and arrange 
for appropriate training of assigned staff. E 
 
Develop and prepare the annual budget for payroll services; analyze and review budgetary and financial data, and 
monitor and authorize expenditures in accordance with established guidelines. E 
 
Direct the preparation and maintenance of a variety of narrative and statistical reports, records, correspondence, and 
files related to assigned services, activities, and operations; operate a computer. E 
 
Communicate and collaborate with other administrators, District personnel, outside organizations, and vendors to 
coordinate activities and programs, resolve issues and conflicts, and exchange information; model District standards of 
ethics and professionalism. E 
 
Conduct and attend meetings, resolve ad-hoc problems, provide directives and guidance for staff, District personnel, 
and the public; maintain current knowledge of legislation, legal codes, and regulations; and execute special assignments. 
E 
 
Assist Human Resource Services on issues related to payroll and STRS, PERS, and supplemental retirement plans. . E 
 
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. E 
 
Provide a positive climate of interaction and communication between school staff, families, and the community, as is 
related to Compensation and Benefits. E 

 
Perform related duties as assigned. 
 
 
TRAINING, EDUCATION, AND EXPERIENCE: 
 
Any combination equivalent to: bachelor’s degree in business administration, public administration, or related field, 
and four (4) years increasingly responsible supervisory experience. 
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