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POSITION TITLE: Assistant Superintendent - Human Resources 
 
DEFINITION: 

Assumes administrative responsibility for the administration of the human resources division 
including the recruitment, hiring, evaluation, classification, discipline, salaries, health 
benefits, workers compensation and employer-employee relations. 

 
DIRECTLY RESPONSIBLE TO:  Superintendent 
 
SUPERVISION OVER: 

Directors of Certificated, Classified, Employer-Employee Relations and other certificated and 
classified staff. 

 
DUTIES AND RESPONSIBILITIES: (Responsibilities will include, but not be limited to): 

 1. Serves as a member of the Superintendent's cabinet. 
 2. Administers all procedures and programs of the personnel, employee benefits services, 

and employer-employee relations department. 
 3. Assumes responsibility for developing a program for recruitment and employment of all 

personnel. 
 4. Works cooperatively with administrators of other divisions in regard to all personnel 

actions, assignments, transfers, reassignments, promotions, disciplinary actions, salary 
placement and benefits. 

 5. Assumes responsibility for the development, administration, and revision of written 
policies affecting the employment provisions of district personnel. 

 6. Is responsible for the development of a program of personnel evaluation covering all 
personnel in the district. 

 7. Makes periodic reports to the superintendent with respect to the operation of the human 
resources division. 

 8. Maintains complete and accurate records on all district personnel and position control. 
 9. Assumes responsibility and full authority for all offers of employment in the district for 

personnel below the assistant superintendent level. 
 10.    Administers the salary schedules and salary provisions in accordance with the district 

policy and regulations. 
 11. Maintains a constant working relationship with colleges and universities furnishing 

candidates for teacher and other positions. 
 12. Provides direction to the district's employer-employee relations department in 

negotiations and grievance handling. 
 13. Keep informed on laws and regulations on certification and licensing of certificated 

personnel. 
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 14. Serves as an authorized representative of the board for purposes of serving certificated 

45-day notice of unprofessional conduct and 90-day notice of unsatisfactory 
performance. 

 15. Responsible for the development and maintenance of current job specifications for all 
position classifications. 

 16. Provides direction and supervision over the district's workers compensation and benefits 
function. 

 17. Attends all board of education meetings representing the human resources division. 
 18. Performs other duties as assigned. 
 
QUALIFICATIONS: 
 
Training. Education and Experience

 

: Any combination of training, education and experience 
equivalent to a college degree from an accredited college or university with an emphasis in 
personnel administration; progressively responsible experience in personnel management 
duties, preferably in a large school district which includes significant experience in recruitment, 
staffing; and management of collective bargaining and grievance issues; and school and labor 
laws, industrial relations, public administration, increasingly responsible experience in 
educational administration and/or employer-employee relations. 

Knowledge and Skills

 

: Knowledge of and skill in interpreting applicable federal and state laws, 
and developing district policies and procedures; knowledge of current principles and methods of 
public school personnel management; comprehensive knowledge of school personnel law, and 
school district organization; comprehensive knowledge of selection, transfer, reassignment, 
promotion, evaluation, demotion and dismissal of personnel, as well as EEO-affirmative action 
concepts, laws and procedures. Ability to plan, organize, coordinate and direct a variety of 
complex technical operations involving efforts of multiple specialized units of a broad personnel 
management program for a large school district; ability to collect, interpret, and analyze complex 
technical data, as well as identify potential problems, evaluate alternative solutions, and prepare 
sound recommendations; ability to make difficult decisions, ability to establish and maintain 
effective working relationships with others; ability to express oneself clearly and concisely, both 
orally and in writing. 

Physical Characteristics: 
Sufficient vision to read printed material; *sufficient hearing to conduct in person and telephone 
conversations; *sufficient physical mobility to move about the district and drive a car; *ability to 
speak in an understandable voice with sufficient volume to be heard in normal conversational 
distance, on the telephone, and in addressing groups; physical, mental, and emotional stamina 
to endure long hours under sometimes stressful conditions. 

(Consideration will be given to reasonable accommodation:)  

 
*With or without the use of aids. 
 
Other Characteristics

 

: Possession of a valid California driver's license; willingness to work 
additional hours periodically; willing to travel locally. 
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