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ASSOCIATE SUPERINTENDENT, HUMAN RESOURCES 
 

Board Approved on 02/02/2023   

 
 

DEFINITION: 
Under the direction of the Superintendent, the Associate Superintendent is a cabinet-level position and acts as Superintendent’s 
designee in the overall strategic leadership of the District. The Associate Superintendent 
is to create a culture of high expectations and collaboration to be responsive to the needs of school sites, a diverse student population, 
and the community as a whole and further internal coordination of complex issues and initiatives. 
 
The Associate Superintendent oversees the Human Resources Department is responsible for the leadership, management and 
coordination of all human resource functions and programs including recruitment, hiring, evaluation, classification, discipline, salaries, 
leaves, workers compensation and employer/employee relations. He/she serves as the Chief Negotiator for the District. 
 
DIRECTLY RESPONSIBLE TO: 
 
Superintendent 
 
SUPERVISION OVER: 
 
Director of Human Resources, Human Resources Department 
 
QUALIFICATIONS: 
 Education: Any combination of education, training and experience equivalent to an advanced degree from   
   an accredited college or university with an emphasis in personnel administration or increasingly   
   responsible experience in educational administration and/or employer/employee relations. 
 
 Experience: A minimum of five (5) years of recent school administration experience 
 
 Certifications: Possession of a valid California Clear Administrative Services Credential 
   Possession of a valid California Driver’s License 
 
 Knowledge of: 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; collect, interpret, and 
analyze complex technical data, as well as identify potential problems, evaluate alternative solutions, and 
prepare sound recommendations; make difficult decisions, establish and maintain effective working 
relationships with others; express oneself clearly and concisely, both orally and in writing. 

 
DISTINGUISHING CHARACTERISTICS: 
This one position class is characterized by a high degree of ability to speak and write effectively and to establish and maintain an 
effective, cooperative, and fair relationship with applicants, employees, district departments, and the general public.  The incumbent in 
this position is required to exercise a high degree of judgment, discretion and initiative and must have a broad knowledge of the 
policies. This position requires advanced human relations skills sufficient to conduct complex labor negotiations, deliver education to 
small groups, influence the behavior (motivate) of groups and individuals and display a unique sensitivity to a diverse population of 
current and prospective employees. This position requires special skills in facilitating problem-solving and grievance procedures and 
conducting internal investigations. She/he must be able to apply this knowledge in the performance of complex tasks, and to relate this 
information to the various stakeholders.   
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ESSENTIAL FUNCTIONS, DUTIES AND RESPONSIBILITIES: 
  

General 

• Serves as a member of the Superintendent’s Cabinet and Executive Cabinet. 

• Facilitates weekly Cabinet meetings in collaboration with the Superintendent. 

• Develops and revises policies for submission to the Board of Trustees. 

• Assists in the general planning, organization, and management of the District. 

• Serves as Acting Superintendent when necessary. 

• Informs the Superintendent of critical issues within the District and incidents about which he/she and the Board should be 
aware. 

• Provides direction for all personnel programs within policies of the Board of Education in accordance with State statutes and 
regulations. 

• Provides all management personnel with direction and assistance regarding all personnel actions, assignments, transfers, 
reassignments, promotions, disciplinary actions, and salary placement. 

• Prepares and submits reports and makes presentations as required by the Superintendent and interprets as needed to the 
Board and community, the District’s goals and objectives. 

• Assists in the general planning, organization, and management of the District. 

• Maintains communication with local, state, and national agencies relative to recruitment, personnel management, and 
employee/employer relations. 

• Serves as the District Affirmative Action Employment Officer, Title IX Coordinator, and ADA compliance officer. (see Duty 
Statement) 

• Oversees the analysis, maintenance, and communication of records required by law or local governing bodies, or other 
departments in the organization. 

 
Human Resources 

• Attends all Board of Education meetings representing the Human Resources Department. 

• Directs and prepares Board meeting agenda items on a variety of Human Resources and labor relations action items. 

• Prepares and submits reports and makes presentations as required by the Superintendent and interprets as needed to the 
Board and community, the District’s human resources goals and objectives. 

• Develops, controls, and manages the budget for all Human Resources functions. 

• Directs and participates in the development of management information systems that facilitate internal and externally 
mandated reporting of Human Resources information. 

• Directs and manages worker’s compensation program. 

• Responsible for the development and maintenance of current job descriptions for all position classifications. 

• Keeps informed on laws and regulations regarding certification and licensing of certificated personnel and specific classified 
positions. 

• Maintains liaisons with colleges, universities, local, state, and national agencies relative to employee recruitment and 
personnel management. 

• Supervises preparation of annual employment contracts for certificated employees. 

• In conjunction with the Business Services Department, assures accurate and timely position control and accurate information 
on all aspects of staffing. 

• Coordinates, recruits, assigns student teachers to classrooms. 
 
 Employee Evaluation 

• Supervises and evaluates the Human Resources staff. 

• Develops the program of personnel evaluation covering all employees in the district. 
 
 Law, Policy, Regulation, Procedures 

• Supervises the development and revisions of procedure manuals in all aspects of human resources service. 

• Assumes responsibility for the development, administration, and revision of written policies affecting the employment 
provisions of district personnel. 
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• Writes and communicates directives advising administration and managers of district policy regarding equal employment 
opportunities, compensation, and employment benefits. 

• Consults legal counsel to ensure that policies comply with federal and state law. 
 
 Hiring 

• Assures accurate and timely position control management and staffing practices in conjunction with the Business Services 
Department. 

• Provides support and assistance in Human Resources matters, including technical advice and assistance, with site principals 
and management staff. 

• Directs and coordinates the recruitment, interviewing, placement, evaluations, and promotion programs and procedures of the 
District. 

• Supervises preparation of employment contracts for certificated, classified and management personnel. 

• Analyzes wage and salary reports and data to determine competitive compensation and health benefit programs. 

• Prepares personnel forecast to project employment needs. 
  

Employee Discipline 

• Coordinates and implements employee discipline and dismissal actions. 

• 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. 

 
 Employer/Employee Relations 

• Serves as a member of the District’s negotiating teams, acting as Chief Negotiator on the district’s behalf in the collective 
bargaining process for all bargaining units. 

• Studies legislation, arbitration decisions and collective bargaining contracts to assess trends. 

• Provides direction and assistance to site and district managers regarding the application of Collective Bargaining Agreement 
language and the handling of grievances. 

 
 
PHYSICAL REQUIREMENTS: 
The physical requirements described here are representative of those that must be met by an employee, with or without reasonable 
accommodations, to successfully perform the essential functions of this job. 

• 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. 

• Sufficient physical, mental, and emotional stamina to endure long hours and sometimes stressful conditions. 
 
WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee encounters while performing the 
essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

• The noise level in the work environment is usually moderate. 

• Employees in this position will be required to work indoors in a standard office environment and come in direct contact with 
district staff, students, and the public. 
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Title IX Coordinator – Duty Statement 

 
 

In coordination with the Equity Compliance Officer, the Title IX Coordinator is responsible for 

monitoring and implementing the district’s compliance with state and federal laws prohibiting 

sex discrimination, including Title IX, Code of Federal Regs., California Code of Regs., and Ed 

Code. The major responsibility is to prevent sex discrimination and sexual harassment of 

students, employees, and others. Particularly when indicated below, the Title IX Coordinator 

should coordinate closely with the district’s Equity Compliance Officer.  

 

The Title IX Coordinator’s duties include the following:  

 

Knowledge of Title IX Requirements  

• Develop a working knowledge of current laws, regulations, and guidelines related to sex 

discrimination and sexual harassment in public schools, including Title IX, Code of Federal 

Regs., California Code of Regs., Ed Code, as well as rules and guidelines adopted by the 

California Department of Education (CDE) and U.S. Department of Education’s Office for 

Civil Rights (OCR)  

• Become familiar with resources and information available from OCR and CDE’s Equity 

and Civil Rights Program Office.  

• Attend trainings related to Title IX and sex discrimination, and share information with 

district administrators and staff  

 

Reporting  

• Serve as the district’s liaison to CDE and OCR for issues regarding Title IX, sex 

discrimination, and sexual harassment  

• Update Title IX Coordinator contact information, as needed  

 

District Policies and Procedures  

In coordination with the district’s Equity Compliance Officer:  

• Facilitate the implementation of the district’s policies and procedures related to Title IX, sex 

discrimination, and sexual harassment, and ensure that they are applied consistently across 

the district and at each school site  

• Coordinate revisions to district policies and procedures related to Title IX, sex discrimination, 

and sexual harassment, as necessary, to ensure that they are up-to-date and consistent with 

current requirements under state and federal laws, regulations, and guidelines  

 

Nondiscrimination Notices 

In coordination with the district’s Equity Compliance Officer:  

• Regularly review district and school site publications to ensure that they include a consistent 

nondiscrimination statement with all of the necessary protected classes and the name (or title), 

phone number, and address of the district’s Section 504 Coordinator, Title IX Coordinator, 

and Equity Compliance Officer. The Title IX Coordinator’s email address is required to be 

included in the contact information.  

• Ensure that the district uses effective methods to annually inform all students, parents, and 

employees about the district’s discrimination complaint procedure, such as in staff and 

student handbooks  
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• Ensure that copies of the complaint procedure and any related forms are available in each 

school site to provide to students, parents, staff, and others who allege discrimination or 

discriminatory harassment  

 

Sexual Harassment Notices  

• Ensure that the district’s sexual harassment policy and sexual harassment poster are posted 

in each school site in locations as required by the Education Code  

• Ensure that the district’s sexual harassment policy is included in any publication that sets 

forth the rules and standards of conduct for the school district, such as in student and staff 

handbooks  

 

Training and Consultation  

In coordination with the district’s Equity Compliance Officer:  

• Provide ongoing support and training to administrators and district- and school site-level staff 

about requirements under state and federal sex discrimination laws (e.g., Title IX, Code of 

Federal Regs., California Code of Regs., and Ed Code), staff responsibilities, complaint 

procedures, and related district policies and procedures  

• Disseminate information and coordinate training for students and/or parents about their rights 

under state and federal sex discrimination laws, including sexual harassment and the district’s 

complaint procedures  

• Advise the superintendent and school board regarding the status of the district’s compliance 

with state and federal sex discrimination laws (e.g., Title IX, Code of Federal Regs., 

California Code of Regs., and Ed Code)  

• Receive and respond to inquiries from students, parents, staff, administrators, and others 

regarding Title IX, sex discrimination, and sexual harassment  

• Serve as a resource for administrators and district- and school-site-level staff about Title IX, 

state sex equity laws, and sexual harassment  

 

Complaints and Investigation  

In coordination with the district’s Equity Compliance Officer:  

• Respond to students, parents, staff, administrators, and others who report suspicion of Title 

IX violations, sex discrimination, or sexual harassment. The Title Coordinator should 

investigate these concerns, institute corrective actions when appropriate, inform the 

individual about the district’s complaint procedures, and assist individuals in filing 

complaints when needed  

• Implement the district’s complaint procedure with respect to allegations of Title IX 

violations, sex discrimination, and sexual harassment; receive and process complaints; and 

oversee the step-by-step process to be sure that timelines are met.  

• Conduct and/or coordinate investigations of sex discrimination and sexual harassment 

complaints in accordance with the district’s complaint procedures. This may involve 

interviewing complainants, respondents, and witnesses; reviewing documents and other 

relevant materials; and researching legal standards and requirements relevant to the 

complaint. If the Title IX Coordinator has identified a conflict of interest with respect to a 

particular complaint, the Title IX Coordinator should recommend that the district hire a 

neutral outside investigator to investigate a particular complaint • Upon completion of the 

investigation, provide the superintendent with a written report of the complaint and the results 

of the investigation in time for the superintendent to respond to the complainant within 30 

days after the district initially received the complaint  
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• Organize and maintain records of all complaints filed regarding Title IX, sex discrimination,

and sexual harassment, including all formal and informal. At least annually, review complaint

files to ensure that the district’s complaint procedures and timelines are consistently followed,

and to identify any patterns and repeat offenders

Athletic Program Compliance 

• Develop, implement, and document a process to ensure that each school site that offers an

athletic program administers a student athletic interest survey at least once every three years.

Disaggregate and analyze all survey results by sex and by school site to identify the top sports

requested and the top reasons for non-participation, and to consider if the district should offer

additional athletic opportunities for male or female students in order to comply with Title IX

requirements

• Annually collect and analyze data to determine whether each school within the district is

providing equal opportunities for male and female students to participate in athletics under

Title IX’s “three- part test.” If the data suggests that any school’s athletic program does not

meet this test, develop and implement a plan to bring the school site into compliance

• Develop, implement, and document an annual evaluation of the athletic programs at each

school site to ensure that the overall benefits and treatment of the boys’ and girls’ athletic

programs are comparable, considering the following factors: accommodation of interests and

abilities, coaching and tutoring, equipment and supplies, scheduling, facilities, medical

services and training, publicity and awards, and travel and per diem. The Title IX Coordinator

may use the sample self-evaluation worksheets provided by OCR. If this annual evaluation

identifies any disparities that favor one sex, develop a plan to address the disparity.

Textbooks and Instructional Materials  

In coordination with the district’s Equity Compliance Officer: 

• Participate in the development and implementation of the school district’s instructional

materials policy and bias review criteria with respect to bias pertaining to sex in textbooks

and instructional materials

• Ensure that the district evaluates all textbooks and instructional materials for bias, update bias

review criteria when needed, and participate on the instructional materials committee when

appropriate

Reviewing Systemic Barriers 

In coordination with the district’s Equity Compliance Officer: 

• Participate in the development and implementation of the school district’s process to

routinely review disaggregated student discipline data and course and program enrollment

data to identify and address potential disparities and systemic barriers based on sex

• Continually monitor school programs, activities, and services (including, but not limited to,

Advanced Placement courses, Highly Capable Programs, Career and Technical Education

courses, Alternative Learning Experiences, extra-curricular activities, etc.) to ensure that all

students are given an equal opportunity to participate without discrimination based on sex

• Coordinate with the district’s human resources office to evaluate employment criteria,

recruitment, compensation, job classification, benefits, and advertising to ensure that they are

not discriminatory on the basis of sex
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