
Sonoma County Office of Education 

Clerical and Accounting Revised: September 19, 2013 

 

 

HUMAN RESOURCES CREDENTIALS TECHNICIAN  

 
Definition: 

Receives, reviews, and processes credential applications for academic personnel throughout the County.  Maintains 

a complete system of records on the status of the credentials for academic employees.  Ensures credentials of 

teachers and school administrators comply with State requirements.   Advises individuals and school districts in all 
aspects of credential requirements. 

 

Distinguishing Characteristics: 

The Credentials Technician is a senior-level technician within the human resources career ladder.  To qualify for this 

position, prospective incumbents will comply with the qualifications and demonstrate the ability to facilitate 

credential processing and reviews for a large number of districts and individuals. 

 

Supervision Exercised and Received: 

Reporting to the Assistant Superintendent of Certificated Human Resources, this classification receives only 

minimal supervision and is expected to work independently in a confidential environment. 

 
Examples of Duties and Responsibilities: 

Duties and responsibilities may include, but are not limited to, the following: 

 Serves as a resource for administrators and employees on academic credential requirements set forth by the 

California Education Title V and California Commission on Teacher Credentialing regulations.  Assists 

customers in applying for and renewing academic credentials. 

 Receives and assesses college transcripts to determine salary range placement Develops a process for 

verifying the background of academic job candidates which includes but is not limited to reviews of 

transcripts. 

 Receives, reviews, and registers approved credentials with the SCOE. 

 Works with administrators to obtain emergency and other academic credentials for prospective new 

teachers.  Participates with administrators to assess the need for obtaining emergency credentials for 
academic employees. 

 Enrolls academic substitutes into the central substitute system maintained by SCOE.  Conducts group and 

one-on-one orientation for and assists applicants with obtaining the appropriate permits. 

 Maintains up-to-date computerized records of all credentials and expiration dates.  Makes notification of 

impending expirations.  Maintains up-to-date files of related academic requirements such as the California 

Basic Education Skills Test, tuberculosis tests, and Department of Justice fingerprint clearances. 

 Establishes and maintains positive working relationships with the credentialing agency. 

 Conducts routine audits of teacher assignment to subject areas and verifies credentials.  Advises 

administrators and teachers of the potential deficiencies in credentials as well as the upcoming need for 

renewal.  Produces, analyzes and submits credential reports to the Commission on Teacher Credentialing.  

 Participates in the preparation and distribution of Notice of Intent and Notice of Re-elections, Non-re-
elections, or layoff of academic staff. Prepares special reports for the Board or Superintendent as assigned. 

 May participate in job fairs or other recruitment activities to provide advice and expertise on the 

requirements and procedures for attaining academic credentials.  

 Maintains continual communications with school districts on credential procedures, law, rules, and 

proposed changes.   Maintains up-to-date knowledge of credential requirements and procedures. 

 Performs other duties as required to accomplish the objectives of the position. 

 

Employment Standards: 

 

Knowledge of: 

 In-depth working knowledge of generally accepted personnel management practices including fair 
employment practices and laws.  

 In-depth knowledge of credentialing procedures, laws, regulations, and requirements. 
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 In-depth understanding of employment laws and credentialing procedures governing academic 

professionals (California Education Code Title V).   

 Math skills sufficient to compute sums, quotients, fractions, percents, and ratios. 

 Sufficient human relations skill to communicate technical and highly complex concepts to others and 

convey a positive, service-oriented image of the department. 

 Knowledge of safe work practices. 
 

Ability to: 

 Perform all of the relevant duties of the position with only general supervision.   

 Understand, interpret, and apply all aspects of the laws and regulations governing teacher and administrator 

credentialing. 

 Take a proactive approach to the credentialing of educators and provide expertise, strategies, and general 

support to administrators. 

 Operate a personal computer terminal, printers, and specialized database software.   

 Keyboard to perform data entry onto pre-formatted screens and to compose correspondence at a rate of 50 

w.p.m.  

 Analyze technical problems and to develop and apply appropriate solutions.   

 Read, understand and apply information from labor contracts, and state, federal, and local laws and 

regulations, policies and procedures. 

 Write correspondence in a professional manner. 

 Maintain confidential and sensitive information. 

 Prioritize work in order to meet deadlines and maintain schedules. 

 Work effectively as part of a team devoted to customer service. 

 

Computer Skills: 

 Intermediate Word Processing skills, such as the ability to format, save files for cross-platform use and in 

different versions, work with toolbars, menus, and rulers, insert graphics, use borders, and print labels and 
envelopes 

 Intermediate Database skills, such as the ability to sort and retrieve records; create layouts, reports, create 

and print mailing labels; perform mail merge for form letters; add, edit, delete fields and records 

 Intermediate spreadsheet skills, including the ability to open, modify, save, and print a new or existing 

spreadsheet, and enter text and numbers 

 Intermediate email skills, including the ability to send and open a file attachment. 

 Intermediate Internet usage including the ability to use Netscape or Explorer to view web pages, use a 

search engine, bookmark a site, download a file; print out web pages, copy text, edit bookmarks, print web 

pages, and observe copyright regulations 

 

Education and Experience:  
Any combination of education and experience that would likely provide the knowledge and abilities is qualifying. A 

typical way to obtain the knowledge and abilities would be:  

 

Education: 

 Requires a high school diploma or equivalent and two years of college-level coursework in business, 

human resources, psychology or equivalent discipline, or the equivalent in formal industry training. 

 

Experience: 

 Requires three years of experience in human resources preferably in academic employment.  

 Additional, progressively responsible experience in a human resources setting may substitute for formal 

education. 

 

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.   

 The position requires ordinary ambulatory ability to retrieve work materials, intermittent walking, standing, 

stooping, and carrying and lifting of light weight materials (under 20 pounds).   

 Requires visual acuity sufficient to recognize people, words, and numbers.  
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 Requires hand-eye-arm and finger dexterity to use a personal computer keyboard, ten-key, and other 

common office equipment.   

 Requires speaking and hearing ability sufficient to hear over phone and carry on routine and complex 

conversations. 

 

Work Environment: 
The following conditions may be present: 

 Work is performed in an office environment with minimal exposure to health and safety considerations. 

 

Other Requirements: 

 Must be fingerprinted and a satisfactory Department of Justice records check must be received by SCOE, 

prior to employment. 

 TB testing will be required upon employment.  

 Must pass a pre-employment physical (if applicable). 

 Must have normal vision, corrected or uncorrected. 

 May be required to obtain first aid and CPR certificates within the first 6-12 months of employment. 

 May be required to drive with or without students; some positions may require a current California driver 
license, proof of insurance, and possible participation in the DMV Pull Notice Program once employed.  

 

 


