SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: DIRECTOR I - WORKFORCE & ORGANIZATION DEVELOPMENT

BASIC FUNCTION:

Under the direction of the Executive Director of Human Resources, plan, organize, control and
direct the operations, activities and methods of the Organization Development unit; direct,
design, develop, market, conduct and evaluate training programs including leadership
development programs to meet staff needs and support the goals of the County Office; direct a
variety of workforce and organization development programs; supervise and evaluate the
performance of assigned personnel.

REPRESENTATIVE DUTIES:

: .ESSENTIAL DUTIES: S
Plan, organize, control and direct the operations, activities and methods of the Orgamzatlon
-+ .Development unit; deveiop, 1nterpret and implement policies and procedures related to asmgned
o activities and programs R L S PRSI FE SR

'%.Drrect, desrgn, develop‘, market,:conduct and evaluate training programs to; meet staff:needs-and

w - support-the goals of the County. Office; determine-training priorities, objectives and;strategies; + = =

+wnodirect-and mentor staff trainers; identify and obtain:resources to implement training:and other
- wiprograms; select the. methodology -utilizing various approaches; analyze -and deswn Araining.- ;o

materlals and recommend enhancements to trarnmg materlals created by others

'-Dlrect a vanety of workforce and orgamzatlon development programs 1nc1ud1ng the volunteer .

- program, wellness program and commumty support program; develop pohcles procedures and . s o

= other aspects of a551gned programs

Dlrect leadershlp development programs 1ncludmg the succession plannmg program; ~work:
-collaboratively in leadershlp development with-the Deputy Superintendent, other drrectors and a
principal. - BT

Coordmate mternal subject matter experts to.design, conduct and evaluate tralmng content
methods, materials and program sehedulmg : G '

Direct and evaluate the performance of assigned staff, interview and select employees and
recommend transfers, reassignment, termination and disciplinary actions.

Provide technical expertise, information and assistance to the Executive Director of Human
Resources regarding assigned programs and activities; assist in the formulation and development
of policies, procedures and programs; recommend proper organization structure for assigned
programs and functions; assist in the alignment of organization-wide plans.

Direct, design, and implement organization-wide continuous improvement efforts utilizing
quality tools and materials needed for training and professional development; articulate the

Malcolm Baldrige Criteria for performance excellence.
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fhiE KNOWLEDGE OF

Director I - Workforce & Organizational Development - continued Page 2

Plan, organize and implement long and short-term programs and activities designed to develop
programs and services related to assigned activities.

Direct the preparation and maintenance of a varjety of narrative and statistical reports, records
and files related to assigned activities.

Communicate with other administrators, personnel and outside organizations to coordinate
activities and programs, resolve issues and conflicts and exchange information.

Develop and prepare the annual preliminary budget for the Organization Development unit; -
prepare and monitor program budgets; analyze and review budgetary and financial data; control
and authorize expenditures m accordance with established limitations.

Operate a computer and assigned software programs; operate other office eqlupment as assi gued
dnve a vehlcle to conduct work as assi igned. : :

-»A.ttend.: and'a_ conduct a variety of .'meetings as assigned; provide team and meeting:facilitation

-services:and consulting services to-the. County Office leadership team; direct the activities. of the
“.community support committee; : coordlnate special. events for the Supermtendent; serve. .on -
”fzaSSIglled teams and councﬂs as drrected SERSE: SR ST R S

Perfom related dutres as: as51g11ed

-KNGWLEDGE AND ABILITIES

+..:Planning, organization and drrectlon of the Orgamzatlon Development unit.
.-+.Principles of organizational development and de31gn S
-« Training for staff mandated by law. - - SR E
--Human reseurces practices, policies and procedures ST - ar
Techniques: and principles of employee trammg, adult learrnng theory, md1v1dua1 and group
teaching and learning methods. : E :
-- Web-based training programs.- Lo e
Budget preparation and control. vl
Oral and written communication skills. -
Principles and practices of administration, supervision and training.
Applicable laws, codes, regulations, policies and procedures.
Interpersonal skills using tact, patience and courtesy.
Operation of a computer and assigned software.

ABILITY TO:
Plan, organize and direct organization and staff development programs.

Provide coaching to staff and leaders.

Impiement training and programs addressing adult learning theory.

Apply fundamentals of planning, organizing, conducting and evaluating group training.
Write and edit training materials and develop job aids and other instructional materials.
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Director 1 - Workforce & Organizational Development - continued Page 3

Initiate, plan, direct and evaluate the development of training and employee development
systems.

Direct and evaluate the performance of assigned staff.

Communicate effectively both orally and in writing.

Interpret, apply and explain rules, regulations, policies and procedures.

Establish and maintain cooperative and effective working relationships with others.

Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work imndependently with little direction.

Plan and organize work.

Prepare comprehensive narrative and statistical reports.

Dlrect the maintenance of a variety of reports records and files related to assigned act1v1tles

i‘EDUCATION AND EXPERIENCE’

i An.yzzcomblnatlon equivalent to:: -m-aster s degree in organizational development, organizational
.-+.management, human resources .or a related field and five.years increasingly. responsible
swsoieXperience. in quality management: trammg and/or staff :development mcludmg expenence in

- :.-.;-zorgamzatxonal design,: pIanmng, serv1ce dehvery, and evaluation TR

» ?.-LICENSES AND OTI-IER REQUIREMENTS

‘e.,,

| . Vahd Cahforma dnvers hcense

R WORIC[NG CONDITIONS

: ~‘ENV]ERONMENT
~Office environment. R A e
;-Dnvmg avehicle to- conduct work S

- PHYSIGALDEMANDS: - CREREL b

Hearing and speaking to exchange 1nformat10n and make presentations.
Dexterity of hands and fingers to operate a computer keyboard.
. Seeing to read a variety of materlals

Approved by Perso Commission: June 23, 2011

Philip J. Gordilio

Executive Dirgptor,jHuman Resources
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