SAN MATEO COUNTY OFFICE OF EDUCATION

CLASS TITLE: EXECUTIVE DIRECTOR, INTERNAL BUSINESS SERVICES

BASIC FUNCTION:

Under the direction of the Associate Superintendent, Fiscal & Operational Services, plan, organize,
control and direct the Internal Business Services of the County Office including the operations and

Manage operations related to the general ledger and centralized accounting se
classified payroll, benefits, accounts payable and disbursements, revenue fc
cash flow management, expenditure forecasting, accounts receivable, speci
accounting, and archival records storage.

Supervise and evaluate the performance of assigned personnel; interview anc
recommend transfers, reassignment, termination and disciplinary actions; c
work assignments and review work to assure compliance with established st
and procedures; assure employee understanding of established requirements

Manage debt service financial instruments, contracts and property leases
analysis for negotiations.

Direct the management of County Office owned and leased school facilities 1
in areas related to facility construction and renovation, custodial services,
maintenance, site safety and security, telecommunications, property contrac

Direct the procurement of products and materials including school and offic
maintenance equipment, vehicles, and capital building projects and maintena
specifications, conduct bid review and compliance, manage contracts and o\
control; communicate with various outside vendors, contracts and suppliers t
of bid and contract requirements and provisions, facility construction and renc
and office supplies and procurement of services.

Serve as Americans with Disabilities Act (ADA) coordinator for facilities
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