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Develop, implement, and refine systems for improving request response time; log, distribute, record and assist with 
responses to Uniform Complaints and complaints aga
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EDUCATION AND EXPERIENCE:  

Bachelor’s degree with a major in education, public, or business administration, or a related field, and four years of 
increasingly responsible management experience involving experience in working with constituents. 

LICENSES AND OTHER REQUIREMENTS: 

Valid California driver’s license; provide personal automobile and proof of insurance. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
• Public Schools and their structure
• Urban school districts and diverse student populations
• Planning and organization of sensitive information.
• Principles and practices of administration, supervision and training.
• Interpersonal skills using tact, patience and courtesy.
• Labor Relations law and employee contracts.
• Operation of a computer to enter data, maintain records and generate reports.
• Technical aspect of field of specialty.
• District organization, operations, policies, objectives and goals.
• Effective oral and written communication skills and the ability to conduct policy analysis.
• Analytical and problem solving abilities.
• Research methods and report writing techniques.
•
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