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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 0130
July 2001

POSITION TITLE:
Assistant Superintendent for Administrative Services
REPORTS TO:

Superintendent

Objective: To direct the business and non-instructional support operations of the district, including Human Resources, Technology Services, Facility Management, Transportation and Support Services, Food Services, Enterprise Activities and Purchasing.  To serve as the district’s chief personnel officer providing strategic direction and effective management of the district’s personnel system. To develop and implement a plan that will substantially improve the efficiency of the district’s business support operations.  To effectively support the district’s business and educational needs, and goals to improve student achievement.

Essential Functions:

1. Establishes and executes business plans linked to the district’s strategic direction.

2. Determines missions, goals, objectives, staffing requirements, and infrastructure needs of departments and balances competing priorities for resources amongst departments.

3. Plans, develops and implements the district’s human resources system, strategies, and programs.

4. Directs the department head of Technology Services, Facility Management, Transportation and Support Services, Food Services, Enterprise Activities and Purchasing.

5. Develops and manages the district’s employee compensation philosophy and programs including the design, administration and monitoring of all compensation programs and strategies to attract, retain and develop the district’s workforce.

6. Works collaboratively with each of the district’s labor unions.  Develops and implements labor negotiations and employee relation strategies that support the overall mission of the district.

7. Employs the strategic use of information technology in all aspects of enterprise management (academic instruction, human resource management, procurement, financial management, facilities and transportation) to re-engineering core business processes, improve organizational performance and customer service.

8. Monitors, measures and evaluates the performance of the district’s business support operations relative to contributing to and supporting the overall district goals including the quality, cost, effectiveness and timeliness of business support services.

9. Designs and executes reward systems to enhance the delivery of quality services by preparing a performance rewards plan for department heads linked to the district’s goal of improving overall student achievement.

10. Manages the department budget, and communicates performance results on a regular basis.
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11. Serves as a member of a team concerned with the implementation of the merit plan; team leader of the collective bargaining team; a member of a team to study joining the state retirement system; and a member of a team charged with the implementation of a comprehensive cafeteria-style benefits plan.

12. Performs other related duties, including special projects, as required or requested.
Education/Experience:
 Master's degree in Business Administration or equivalent. Ten (10) or more years of progressively responsible business management experience, preferably within a large school district or public sector employer. Demonstrated experience developing and implementing recruitment, selection, training and development, compensation, health benefits, performance appraisal systems, and reward and discipline strategies. Demonstrated hands-on knowledge of federal, state and local employment/human resource related laws and regulations. Strong communications and persuasive skills including verbal, written and presentation skills.  Demonstrated experience handling controversial issues or situations, including media relations.  Demonstrated computer skills including experience producing research and analysis.

Licensure/Qualifying Standards: Must have a current and valid State of Colorado driver’s license. 

Performance:
Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; safety; security, disaster and other policies procedures and practices.   Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

