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JOB DESCRIPTION 
  

TITLE           MANAGER OF STAFF ALLOCATIONS 

 

QUALIFICATIONS   

 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 

and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

  

Education/ 

Experience 

Bachelor’s degree in business or education with an emphasis on 

mathematics or accounting or related field; or one to two years 

related experience and/or training; or equivalent combination of 

education and experience which provides the required knowledge, 

skills and abilities for this position.  Advanced level computer skills 

required (e.g., word processing, spreadsheets, data bases, email). 

 

Language Skills Ability to read, analyze, and interpret general business periodicals, 

professional journals, technical procedures, or governmental 

regulations.  Ability to write reports, business correspondence, and 

procedures manuals.  Ability to effectively present information and 

respond to questions from groups of managers, clients, customers, 

and the general public. 

 

Mathematical Skills  

 

Ability to apply advanced business and accounting concepts.  Ability 

to work with mathematical concepts such as probability and statistical 

inference, and fundamentals of algebra.  Ability to apply concepts 

such as fractions, percentages, ratios, and proportions to practical 

situations. 

 

Certificate/License N/A 

 

Reasoning Ability Ability to define problems, collect data, establish facts, and draw 

valid conclusions.  Ability to interpret an extensive variety of 

technical instructions in mathematical or diagram form and deal with 

several abstract and concrete variables. 

 

Physical Demands The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is regularly 

required to talk and hear.  The employee frequently is required to sit.  

The employee is occasionally required to stand and walk; use hands 



 

to finger, handle or feel; and reach with hands and arms.  The 

employee occasionally lifts and/or moves up to 10 pounds.  Specific 

vision abilities required by this job include close vision, distance 

vision, and ability to adjust focus.  The employee shall remain free of 

any alcohol or non-prescribed controlled substance in the workplace 

throughout his/her employment by the District. 

 

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. 

 

REPORTS TO Executive Director of Student and Staff Projections, Allocations  

and Reporting 

 

GENERAL RESPONSIBILITIES 

 

1. Manages staff allocations distribution, recordkeeping and funding. 

 

2. Supports district wide budget and staff allocation evaluation and approval processes in 

all programs. 

 

3. Supervises implementation and maintenance of position control system. 

 

SPECIFIC RESPONSIBILITIES 

 

1.  Reviews and recommends modifications in staffing formulas and ensures timely and 

accurate reporting during official count periods. 

 

2. Serves as liaison with Human Resources office for staffing/allocation purposes. 

 

3. Serves as liaison with Human Resources and Technology offices for position control 

purposes. 

 

4. Supervises assigned personnel. 

 

5. Assists in the development of scheduling and data protocols for ESE programs. 

 

6. Assists with maintaining the basic, ELL and Vocational FTE projection and reporting 

systems. 

 

7. Performs other duties as assigned.  


