
WRIGHT ELEMENTARY SCHOOL DISTRICT 

 

PERSONNEL SERVICES/HUMAN RESOURCES COORDINATOR 

DISTRICT ADMINISTRATION OFFICE 

Confidential Employee 

 
DEFINITION 
 

Independently utilize knowledge of personnel/employee law, District Policies, Education Codes, Government 

Codes, Certificated and Classified contracts in providing responsible support to the District Superintendent by 

performing a variety of complex human resource, personnel services, confidential and responsible clerical, 

secretarial, and administrative duties. 
 

To coordinate and provide personnel services in the District. Facilitate and coordinate all district personnel 

functions and employment procedures. 
 

SUPERVISION RECEIVED 

 

Receives direction and supervision from the District Superintendent. 

Exercises functional and technical supervision over the District Secretary and/or District Receptionist/Clerk. 

 

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following: 

 Screen calls, visitors, and mail  

 Serve as the liaison between the Superintendent and Legal Counsel, the Governing Board, District staff, 

parents and the general public; respond to inquiries from employees regarding District information, 

applicable District policies, contract requirements, Education Code, Government Code and legal 

procedures; refer inquiries as appropriate 

 Attend meetings as follows:  

  Sonoma County Office of Education Quarterly Personnel Meetings 

  Credentials Workshops 

  Personnel related legal workshops 

  CBEDS Workshops 

  RESIG Workers’ Compensation and Post-Offer, Pre-Employment  

  ESCAPE Human Resources/Payroll  

  CalSAAS Assignment Monitoring  

 Work directly with the Superintendent to determine district staffing needs; make recommendations 

 Manage position control system to drive payroll and budget 

 Determine vacancies, the status of the position (temporary, probationary, consultant, etc.) and advise the 

Superintendent of options and a process and/or timeline for filling the vacancies 

 Advertise in-house following all legal and contractual guidelines as required 

 Advertise outside the District utilizing the internet and other viable sources 

 Maintain files of all viable candidates for potential future use; maintain interview rating profiles on each 

candidate for three years as required by law 

 Arrange for testing of candidates as necessary 

 Arrange paper screening, interviews, and follow-up notification to all candidates 

 Originate, track and distribute the new-hire Personnel Action Form; enter new hires into Escape 

 Originate, track and distribute the initial Offer of Employment 

 Determine salary Column and Step placement by utilizing the candidate’s transcripts and prior 

experience information and applying applicable WEA  and CSEA contract guidelines 
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 Originate, track and distribute the final Employment Contract (Certificated and Administrative) 

 Maintain records, notify employees and track Credential expirations  

 Provide new District employees with required employment paperwork and ensure timely completion 

 Ensure that all newly hired employees are fingerprinted (and cleared), have TB clearance, have 

completed and compliant I-9’s, have physical clearance (if required for position); keep record and track 

applicable expiration dates including CPR and 1
st
 Aid 

 Maintain Target Solutions on-line training system for all employees.  

 Assist in tracking the completion of units (certificated employees); attend units meetings as needed 

 Provide new employees with H/W benefit package options and costs 

 Follow contract, law and personnel policies in coordinating and facilitating grievances, disciplinary 

actions and/or litigation 

 Arrange, and provide guidance to staff,  for the acceptance of resignations; follow-up with required 

procedures 

 Arrange, and provide guidance to staff, for the timely approval of all leaves and requests for shared 

staffing contracts; follow-up with required procedures 

 Develop and keep current all staff lists 

 Develop and keep current all staff seniority lists 

 Develop and keep current and follow contractual requirements for establishing staff evaluation schedules 

 Follow law and contract in the layoff/reduction of force of district administrative, certificated and 

classified personnel 

 Follow law and contract in the non-reelection of district personnel 

 Follow law and contract for the issuance of classified reasonable assurances 

 Notify temporary classified employees of the end of their service 

 Arrange for all legal paperwork to be completed by statutory deadlines 

 Arrange and provide agendas and backup for collective bargaining meetings 

 Maintain the mandated costs attendance sheets and complete required logs for applicable meetings 

 Draft, arrange and provide Governing Board with potential Contract Language Revisions, tentative 

agreements and MOU’s with represented employee groups; follow-up after union and Governing Board 

approval by keeping current all Collective Bargaining Contracts 

 Arrange/provide Governing Board back-up information for all required personnel actions 

 Originate, coordinate, maintain, and keep current all employee: staff intentions, requests for leaves, 

acceptance letters, letters of recommendations 

 Draft, revise and ensure Governing Board approval of all staff job descriptions and revisions to the 

salary schedules 

 Serve as the District’s CBEDS Coordinator; ensure report information is accurate and complete to the 

satisfaction of the State’s requirements; complete related forms and respond to requests for information 

in CBEDS report 

 Serve as the District’s NCLB Coordinator; ensure all reports are accurate, all staff is compliant, or 

recommend/propose plans to remedy 

 Facilitate all required credential waivers as required or necessary for compliance 

 Maintain and keep current all personnel files 

 Assist the Superintendent and the Payroll Technician in matters related to employee claims for Worker’s 

Compensation and the RESIG  return-to-work program 

 Coordinate the District’s Frontline substitute teacher roster and provide information to teachers and site 

staff as needed 
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 Update District emergency contact list 

 Schedule, plan, prepare agendas, set-up and attend District meetings as requested (Safety, Staff 

Development) 

 Exercise confidentiality in the treatment of sensitive information relating to the Governing Board, 

Superintendent, personnel, students, negotiations, and District legal matters 

 Back up to Administrative Assistant position 

 Perform related duties as assigned 
 

 

QUALIFICATIONS 
 

Knowledge and independent use of: 
 Personnel law, Education Code, Government Code, District Policies, procedures and practices, District Collective 

 Bargaining agreements 

 English usage, grammar, spelling and punctuation 

 Office methods, procedures, and equipment. 

 Various computers and success in using various software programs (ESCAPE, Frontline, Target Solutions, Edjoin) 

 Business letter writing and report preparation techniques 

 Organization procedures. 

 Record keeping and filing principles and procedures. 

 

Ability to: 
Use discretion and maintain confidentiality as appropriate when communicating with others and in performing job duties 

 Maintain composure and flexibility under pressure 

 Plan, organize and prioritize work to meet deadlines and accomplish assigned tasks within established and mandated timelines 

Serve the public, staff, co-workers, and supervisors in a professional, courteous and friendly manner  

Work independently in the absence of supervision; make independent decisions 

 Type documents, letters and memos accurately from clear copy  

Compose correspondence independently and correctly 

 Compile and maintain complex and extensive records, files, and reports 

 Understand and carry out oral and written directions 

Communicate effectively and professionally orally and in writing 

 Establish and maintain cooperative relationships with the staff and general public 

  

Experience and Training 
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A 

typical way to obtain the knowledge and abilities would be: 

Experience: 
Four years of increasingly responsible personnel services, Human Resources, secretarial, office manager and public 

relations experience. 

Previous human resource experience in an educational setting.  

 Training: 
Equivalent to the completion of an AA or BA supplemented by specialized Personnel/HR, Administrative Services, 

secretarial training, completion of computer literacy and  computer software program classes. 

 Licenses/Certificates and Requirements of the job: 
  Must possess (at all times during employment) a valid California Driver’s License. 
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