
SAN BERNARDINO CITY UNIFIED SCHOOL DISTRICT 
REGULAR PERSONNEL COMMISSION MEETING AGENDA 

January 14, 2020 – 5:30 p.m. 
777 N F Street 

Personnel Commission Office – Portable B 

 
 

In compliance with Government Code §54957.5, any public records, which can be disclosed, related to an open session item on the agenda that have been 
submitted to the Commission are available for public inspection in the Personnel Commission office during normal business hours, no sooner than 72 hours 
prior to the meeting. A copy of a previous month’s agenda and attachments may be requested by email communication to the Director at any time.  
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A. PRELIMINARY FUNCTIONS: 
 
1. Call to Order - Meeting called to order at ______ p.m. 
 
2. Pledge of Allegiance 
 
3. Roll Call: 

 
Chairperson Ms. Valeria Dixon _______________ 
Vice Chairperson  Mr. Michael Salazar _______________ 
Member Mr. George Bohn _______________ 
 
Personnel Director Ms. Gladys Byrd _______________ 
Senior Personnel Analyst Ms. Irma Garcia _______________ 
Secretary III   Ms. Nersidalia Garcia _______________ 

 
4. Approval of agenda, as submitted or amended: 

 
Motion: ______________ Second: __________ 
Discussion: ____________________________________________________________________ 
Action:  Aye: __________ Nay: ____________ Abstain: ____________  

 
5. Approval of minutes from the December 3, 2019 Personnel Commission meeting, as submitted or 

amended. 
 
Motion: ______________ Second: __________ 
Discussion: ____________________________________________________________________ 
Action:  Aye: __________ Nay: ____________ Abstain: ____________  

 
B. PUBLIC COMMENTS: 

 
Public Comments pertaining to non-agenda items: Members of the public may address the 
Personnel Commission on items not listed on the agenda. The Brown Act restricts the 
Commissioners responses to non-agenda topics to: clarifying questions, brief announcements, brief 
report of personal related activities, or to refer the matter to staff. If you wish to speak during 
Public Comment, please submit a speaker slip to staff ahead of the meeting. We ask that those who 
address the Commission limit their remarks to three minutes, as established by the Commission 
Chairperson. This may be extended up to five minutes by consensus of the Commission. Any person 
may address the Commission concerning any item on the agenda and may be granted three minutes 
to make a presentation to the Commission at the time a specific item is under discussion, or, in the 
case of a closed session item, prior to the Commission. No action may be taken on items of business 
not appearing on the agenda.  (Government Code sections 54954.2, 54954.3, and 54957.9) 
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C. CONSENT ACTION ITEMS: 
 
All matters listed under Consent Action Items are to be considered for ratification and will be enacted 
by one motion followed by a roll call vote. There will be no separate discussion of these items unless 
the Commission, audience, or staff request specific items to be removed from the Consent Item for 
separate action. 

 
1. Ratification of recruitment(s): 

 
a. Automotive Mechanic  Open/Promotional 01/08/2020-02/04/2020 
b. Education Assistant III (Severe Impairments)  Open/Promotional 01/08/2020-02/04/2020 
c. Lead Public Safety Dispatcher  Open/Promotional 12/18/2019-01/21/2020 
d. Nutrition Computer Analyst  Open/Promotional 12/18/2019-01/21/2020 
e. Nutrition Services Equipment Mechanic  Open/Promotional 09/18/2019-Continuous 
f. Pool Attendant  Open/Promotional 01/08/2020-02/04/2020 
g. Pre-School Recreation Aide  Open/Promotional 01/08/2020-02/04/2020 
h. Recreation Aide  Open/Promotional 12/18/2019-01/21/2020 
i. Registered Behavior Technician  Open/Promotional 12/18/2019-01/21/2020 
j. School Police Officer  Open/Promotional 01/08/2020-02/04/2020 
k. School Police Sergeant    Promotional Only 12/11/2019-01/14/2020 

 
2. Ratification of eligibility list(s): 

 
a. Electrician  Exam # 19-074 
b. Facilities Use Supervisor       Exam # 19-080 
c. Instructional Assistant SDC  Exam # 19-084 
d. Instructional Tutor LH/PH  Exam # 19-069 
e. Library Assistant  Exam # 19-082 
f. Nutrition Computer Analyst  Exam # 19-075 
g. Purchasing Manager  Exam # 19-081 
h. Secretary  Exam # 19-070 
i. Secretary II  Exam # 19-071 

 
3. Certification from the Instructional Tutor – LH/PH eligibility list Exam # 19-069 to fill Education 

Assistant III Severe Impairments limited terms or provisional assignments.  
   

4. Certifications of hire, as submitted: (See attached report) 
 

  Approval of Consent Action Items as submitted or amended.  
 

Motion: ______________ Second: __________ 
Discussion: ____________________________________________________________________ 
Action:  Aye: __________ Nay: ____________ Abstain: ___________ 
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D. ACTION ITEMS: 
 
The Commission shall discuss the following recommendations. Items will be voted separately: 

 
1. The Commission will consider the termination of the Recreational Aide eligibility list to the January 

agenda based on the following PC Rule:  
 

6.1.8.2 An eligibility list may be terminated by the Personnel Director prior to its expiration 
when no eligible is available for appointment to a specific permanent position in a class or 
when there are fewer than three (3) eligible remaining on the list.  Candidates on such list 
shall be notified of the proposed termination.  

 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 

 
2. It is recommended that the Personnel Commission approve the new job classification specification 

for Human Resources Staffing Assistant. 
 

 Motion: _____Second _____ 
 Discussion: _________________________________________________________________ 
 Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

3. It is recommended that the Personnel Commission approve the new job classification specification 
for Security Specialist II. 

 
 Motion: _____Second _____ 
 Discussion: _________________________________________________________________ 
 Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

4. It is recommended that the Personnel Commission approve the new job classification specification 
for Senior Language Translator Interpreter. 
 
 Motion: _____Second _____ 
 Discussion: _________________________________________________________________ 
 Action:  Aye: _____ Nay: _____ Abstain: _____ 

 
5. It is recommended that the Personnel Commission approve the revisions to the classification 

specification for Community Relations Worker II/Parent Involvement.   
 

Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
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6.  It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Custodian I. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

7. It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Facilities Analyst. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
   

8. It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Instructional Assistant (Special Day Class)/Bilingual Instructional Assistant 
(Special Day Class). 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

9. It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Maintenance Trades Helper. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

10. It is recommended that the Personnel Commission approve the revisions and job title change to the 
classification specification for Mobile Maintenance Trades Worker. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

11. It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Nutrition Center Lead Delivery Driver/Warehouse Worker. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
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12. It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Personnel Commission Director. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

13. It is recommended that the Personnel Commission approve the revisions to the classification 
specification for Quality Control Technician. 
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 

 
14. It is recommended that the Personnel Commission approve the abolishment of the SAP/ABAP 

Program Analyst classification.    
 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 
 

15. Proposed Reclassification of Positions: 
The following recommendations are based on detailed job analysis that included written 
questionnaires and surveys as well as personal interviews with incumbents and managers, 
consideration of internal classification relationships, the department structure, and data from 
comparable school districts. All the data collected were used to develop final recommendations 
including newly classifications and proposed salary ranges. 
 
a. The Personnel Director recommends that one (1) position in the Clerical/Miscellaneous Series, 

held by Delia Franco, currently classified as Bilingual Enrollment Center Technician, be 
reclassified to the newly established classification of Human Resources Staffing Assistant, 
salary range 41. The Classified Bargaining Association, CSEA, Chapter 183 and the Labor and 
Compliance director have negotiated this decision and agree with this recommendation.  The 
recommended effective date is January 15, 2020. 

 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 

 
b. The Personnel Director recommends that one (1) position in the Data Processing Operations 

Series currently held by Paolo Ortiz, currently classified as a Security Specialist, be reclassified 
to the newly established classification of Security Specialist II, salary range 46A. The Classified 
Bargaining Association, CSEA, Chapter 183 and the Employee Relations director have 
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negotiated this decision and agree with this recommendation.  The recommended effective date 
is January 15, 2020.  

 
Motion: _____Second _____ 
Discussion: _________________________________________________________________ 
Action:  Aye: _____ Nay: _____ Abstain: _____ 

 
E. INFORMATION ITEMS AND REPORTS: 
 

1. Annual Report 
2. Continuous Recruitment 
3. Mission/Vision Statement 
4. Presentation of Demonstration of the Application Process. 

 
F. DISCUSSION: 

 
The next Personnel Commission meeting will be held on February 13, 2020, at 5:30 p.m., in the 
Personnel Commission office, 777 North F Street, San Bernardino, CA, 92410, Portable B.   
 

G. COMMENTS FROM PERSONNEL COMMISSIONERS: 
 
H. CLOSED SESSION: 
 

The Commission adjourned to closed session at _____ to discuss the following: 
 

a. Pursuant to Government Code 54954.5 (e) and 54957: Public Employee 
Discipline/Dismissal/Release/Appeals. 
 

1. Applicant #  20-2001  
2. Applicant #  20-2002   
3. Applicant #  20-2003   
4. Applicant #  20-2004 
5. Applicant #  20-2005 

 
The Commission reconvene in open session at ______ and reported on the following action(s) taken in 
closed session:  
  

I. ADJOURNMENT: 
 
 

      The Commission adjourned the meeting at __________. 
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MEETING OF THE PERSONNEL COMMISSION 
SAN BERNARDINO CITY UNIFIED SCHOOL DISTRICT 

 
Welcome! The following information is provided to assist persons who attend the meeting of the 
Personnel Commission and wish to participate in the meeting. 
 
Assistance/Accommodations 
In compliance with the Americans with Disabilities Act, if you need special assistance, disability-related 
modifications or accommodations, including auxiliary aids or services, in order to participate in the public 
meetings of the Personnel Commission, please contact the Personnel Commission Office at (909) 381-
1280. Notification 72 hours prior to the meeting will enable the Commission to make reasonable 
arrangements to ensure accommodation and accessibility to this meeting. Upon request, the Commission 
shall also make available this agenda and all other public records associated with this meeting in appropriate 
alternative formats for persons with a disability. 
 
Addressing the Commission: 
There are two ways to address the Commission during the meeting. These are, speaking to the Commission 
regarding an item already on the agenda, and/or speaking to the Commission about a new topic not on the 
agenda. Speakers will be asked to keep their comments brief, and allotted approximately 3 minutes per 
speaker, per topic. 
 
Items on the Agenda: 
Speakers may comment on any item on the meeting agenda in order to share information for consideration 
by the Commission immediately before the Commission begins deliberation on the item. A speaker slip 
must be completed and provided to the Director prior to the agenda item. 
 
Items not on the Agenda: 
Item B (Public Comments) provides the opportunity where individuals may address topics that are not 
listed on the agenda. The Brown Act restricts the Commissioners from engaging in a discussion of non-
agenda items or issues raised during public comment except to acknowledge receipt of the information, 
refer it to staff for further study or refer the item to a future meeting. The Commission may not take any 
action on issues or topics presented during Public Comments. 
 
Placing Items on a Future Agenda: 
Any member of the public may request that a matter within the jurisdiction of the Commission be placed 
on the agenda of a regular meeting. The request must be in writing and must describe the item to be 
discussed with sufficient detail including the history of the issue and how it is related to the Personnel 
Commission. Also to be included is any information or material that the requestor wishes to be reviewed 
by the Commission regarding the issue. It must be submitted to the Personnel Director at least ten (10) 
working days before the scheduled meeting date. Items submitted less than ten (10) working days before 
the scheduled meeting date may be postponed to a later meeting date to allow sufficient time for 
consideration and research of the issue. 
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The Commission Chair and the Director shall decide whether a request is within the subject matter 
jurisdiction of the Commission. Items not within the subject matter jurisdiction of the Commission may 
not be placed on the agenda. In addition, the Commission Chair and/or Director will determine if the item 
is merely a request for information or whether the issue is covered by an existing policy or administrative 
procedure before placing the item on the agenda. 
 
The Commission Chair and/or Director shall decide whether an agenda item is appropriate for discussion 
in open or closed session, and whether the item should be an action item, information item, or under Public 
Comment. 
 
Closed Session 
The Personnel Commission may hold closed sessions only for purposes identified by law. The Commission 
may hold a closed session at any time during a regular or special meeting and during emergency meetings 
in accordance with law. 
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A. PRELIMINARY FUNCTIONS: 
1. Call to Order 

The regular meeting of the Personnel Commission was called to order at 5:30 p.m. in the 
Personnel Commission office, Portable B. 
 

2. Pledge of Allegiance 
 

3. Roll Call 
Members Present: Ms. Valeria Dixon, Chairperson 

Mr. Michael Salazar, Vice Chairperson  
   Mr. George Bohn, Member 
  
Staff Present:  Ms. Gladys Byrd, Personnel Director 
   Ms. Irma Garcia, Senior Personnel Analyst   
   Ms. Nersidalia Garcia, Secretary III   
 

4. Mr. Bohn administered the Oath to Valeria Dixon, Joint Appointee to the Personnel Commission 
for a three (3) year term commencing December 2, 2019 through December 2, 2022.   
  

5. Ms. Dixon moved to approve the agenda as submitted or amended.  Mr. Salazar second the 
motion.  

 
Ms. Byrd suggested Item D be moved before Item A (6) to vote for Chairperson and Vice-
Chairperson as they will need to be recognized to continue the meeting. Mr. Salazar motioned to 
move Item D before Item A (6). Motion carried. 
 

D. ACTION ITEMS: 
1.  Mr. Bohn made a motion to nominate and approve Ms. Dixon as Chairperson for 2020. Mr. Salazar 

second the motion. Motion carried. 
 

2.  Mr. Bohn made a motion to nominate and approve Mr. Salazar as Vice-Chairperson for 2020. Ms. 
Dixon second the motion. Motion carried. 
  

3. The Commission discussed the Personnel Commission meeting calendar for 2020. Mr. Bohn is 
unavailable on November 5, 2020. Ms. Dixon is unavailable on January 9, 2020 and February 6, 
2020. The Commission agreed to make changes to the following dates: January 14, 2020, February 
13, 2020 and November 10, 2020. 
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4. Approval of Minutes 
Ms. Dixon moved to approve the minutes from the November 14, 2019 Personnel Commission 
meeting as submitted or amended.  Mr. Salazar second the motion.  Motion carried. 
  

B. PUBLIC COMMENTS: 
 None 

 
C. CONSENT ACTION ITEMS: 

Ms. Dixon moved to approve all matters listed under consent action items.  Mr. Salazar second the 
motion.  Motion carried. 

 
E.  INFORMATION ITEMS AND REPORTS: 

Revised Job Classifications 
Ms. Byrd shared with the Commission that the format of the job specifications needed revisions to 
mirror the format of NeoGov; future job specification revisions on the new format will be presented 
to the Commission for approval. Mr. Bohn asked if the job specification can indicate the pay rate and 
what the job entails. Commissioners requested the next meeting to have a demonstration on the 
application process.     

 
F. DISCUSSION: 

1. Verification of High School Diploma  
Ms. Dixon requested this item be placed on the agenda because she would like to know how high 
school graduation equivalency from another country is validated when applying for position in this 
school district. Ms. Byrd shared with the Commission that applicants have the option of getting 
their international education evaluated by an accredited agency and therefore submit the document 
provided with their application. She also shared that staff does everything possible to evaluate 
international education documents when reviewing applications. 

 
2. The next Personnel Commission meeting will be held on Tuesday, January 14, 2020, at 5:30 p.m., 

in the Personnel Commission office, 777 North F Street, San Bernardino, CA, 92410, Portable B. 
  

G. COMMENTS FROM PERSONNEL COMMISSIONERS: 
Mr. Bohn wished everyone a great holiday. 
 
Mr. Salazar wished staff a happy holiday season.  He is grateful and appreciates the work that has 
been done. He added, as a department we are headed in the right direction as he can visualize the next 
level of efficiency and becoming a model district. 
 
Ms. Dixon requested discussion item for continuous recruitment for high turnover positions, such as 
cafeteria worker and custodians. Ms. Byrd stated it would be on agenda for January as a discussion 
item for continuous recruitments. Ms. Dixon thanked Ms. Garcia and Ms. Byrd. Wished everyone 
happy holidays. 
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H. CLOSED SESSION: 

The Commission adjourned into closed session at 6:23 p.m. to discuss the following:   
 

a. Pursuant to Government Code 54954.5 (e) and 54957: Public Employee 
Discipline/Dismissal/Release/Appeals 

 
1. Applicant # 19-1050 – appeal denied 
2. Applicant # 19-1051 – appeal denied 
3. Applicant # 19-1052 – appeal denied 
4. Applicant # 19-1053 – appeal denied 
5. Applicant # 19-1054 – appeal denied 

 
b. PUBLIC EMPLOYEE PERFORMANCE EVALUATION 

Title: Personnel Commission Director 
 

The Commission reconvened to open session at 7:08 p.m. and reported the following action(s) taken 
in closed session. 

 
I. ADJOURNMENT: 

The Commission adjourned the meeting at 7:08 p.m. 
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Name Classification Location

Camarillo, Wendy Cafeteria Worker Alessandro Elementary
Cordova, Jannel Recreation Aide Urbina Elementary
Cruz, Chryustal Mye Velasquez Library Assistant Marshall Elementary
DeJesus Moreno, Maria Pre-School Recreation Aide Allred Child Development
Diaz, Cecilia Cafeteria Worker Jones Elementary
Edwards-Lurks, Sirithia Cafeteria Worker E.Neal Roberts Elementary School
Espindola, Andrea Recreation Aide Monterey Elementary
Garcia Gutierrez, Maria del Carmen Cafeteria Worker Pacific High School
Goins, Lysa Recreation Aide Jones Elementary
Hernandez, Vanessa Instructional Aide Allred Child Development
Herrera, Darlene Piedad Cafeteria Worker San Bernardino High School
Mackey, Dominique Recreation Aide Bing Wong Elementary
Martinez, Ivory Public Safety Disipatcher School Police Department
Martinez, Mayra Recreation Aide Ingraham Elementary
Mourning, Gwendolyn Recreation Aide Norton Elementary 
Moore, Timothy Groundsworker Maintenance & Operations
Rodriguez, Anjelica Bilingual Office Assistant I (Health Aide) Kimbark Elementary 

Alonso, Alonso Nutrition Center Chef Nutrition Services
Cazares,  Sylvia Cafeteria Worker Curtis Middle School
Dauk, Eugene Pool Attendant Maintenance & Operations
Havrilo, Shirley Secretary III School Linked School
Hurtado, Soledad Serving Kitchen Operator Nutrition Services
Mungia Valdez, Rosario Office Technician Registrar Pacific High School
Naranjo, Vidal Grounds Supervisor Maintenance & Operations
Ngo, Christine Nam-Phuong Budget Analyst Fiscal Services
Pederson, Jason Maintenance Worker II Maintenance & Operations
Reyna, Cristina Serving Kitchen Operator Nutrition Services
Sanchez Muniz, Teresa Bilingual Clerk I Anton Elementary Schol
Vera, Kimberly Bilingual Clerk I Salinas Elementary School
Zepeda Verduzco, Ariana Bilingual Clerk I Muscoy Elementary

Castillo-Flores, Joana Attendance Assistant Personnel Services
Moore, Timothy Groundworker Personnel Services
Orozco, Tanya Attendance Verifier Personnel Services
Paluzzi, Ryan Instructional Assistant (SDC) Personnel Services
Pennington, Alejandra Educaon Assistant III (SI) Personnel Services
Romero Reyes, Maria Recreation Aide Personnel Services

Bowman, Lisa Cafeteria Worker Personnel Services
Ford, Darain Cafeteria Worker Personnel Services
De la Torre, Graciela Cafeteria Worker Personnel Services
Duran, Giselle Cafeteria Worker Personnel Services
Ellis, Brenda Educational Assistant III Personnel Services
Ellis, Brenda Instructional Assistant SDC Personnel Services
Ellis, Brenda Instuctional Aide Personnel Services
Garcia Gutierrez, Maria del Carmen Cafeteria Worker Personnel Services
Godinez, Maria Cafeteria Worker Personnel Services
Gonzalez, Tatiana Custodian I Personnel Services
Gutierrez, Maria Elena Najera Cafeteria Worker Personnel Services
Huff, Karmish Custodian I Personnel Services
Husband, Benjamin Custodian I Personnel Services
Merino, Rosa Elvira Recreation Aide Personnel Services
Mondragon, Miguel Cutodian I Personnel Services
Pineda, Dennis Custodian I Personnel Services
Sauceda, Cedilia Custodian I Personnel Services
Velasquez Garcia, Jonathan Custodian I Personnel Services
Vera, Mario Custodian I Personnel Services
Villanueva, Agustina Custodian I Personnel Services
West, Shavon Custodian I Personnel Services

Cooley, Christian School Police Officer District Police Department
Ramirez-Adnrade, Rosie Servink Kitchen Operator Nutrion Services

Re-hire 39 month  for 1/14/2020 

Approval of the employment of the following substitutes - Provisional for 01/14/2020

               Certification of Classified Personnel Actions January 14, 2020 Agenda 

Approval of the selection of the following from eligibility list(s) for 01/14/2020

Approval of the promotion of the following for 01/14/2020

Approval of the employment of the following substitutes - Limited Term for 01/14/2020
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Avalos, Angelica Cafeteria Worker Richardson Prep
Edwards-Lurks, Sirithia Cafeteria Worker E.Neal Roberts
Gasaway, Jr. David Lee Cafeteria Worker Indian Springs 
Johnson, Anesha Cafeteria Worker Nutrition Services
Moran, Ivon Cafeteria Worker Cole Elementary
Nowalski, Keissa Cafeteria Worker Chavez Middle School
Rivera, Maria Cafeteria Worker Martin Luther King Middle
Robles, Carmen Cafeteria Worker Barton Elementary
Robles III, Daniel Cafeteria Worker Brown Elementary
Sanchez, Yolanda Cafeteria Worker Lincoln Elementary
Soto, Mayra Cafeteria Worker Paakuma K-8
Torres, Raquel Senior Clerk Purchasing Department
Uraga, Paulina Cafeteria Worker Bing Wong Elementary
Vernon, Juanita Registrar Office Technician Curtis
Williams, Helen Cafeteria Worker Inghram Elementary School

Approval of the Voluntary Transfers of the following  for 01/14/2020
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JOB SUMMARY: 
Under general direction of the Personnel Commission, administers the Merit System of equal opportunity 
employment as prescribed by the statutes of the California Education Code, which includes all personnel 
transactions and procedures for classified employees; develops/administers the annual budget; proposes 
personnel policies, rules, and procedures and ensures the District’s classified personnel programs comply with 
Commission rules and regulations. 
 
SUPERVISION RECEIVED AND EXERCISED: 

Supervision is received from the Personnel Commission and/or their designee/delegate. 
Supervision is exercised over the Personnel Commission staff. 
 
ESSENTIAL JOB FUNCTIONS: 
Duties may include, but are not limited to, the following: 
• Serves as secretary to the Personnel Commission. 
• Oversee and participate in the design and implementation of recruitment strategies. 
• Oversee the preparation of meeting agendas and minutes. 
• Provide technical expertise, information and assistance to the Commission regarding assigned functions, 

and assist as needed in the formulation and development of policy and goals. 
• Direct the establishment and maintenance of procedures required for the administration of the District’s 

classified personnel program in conformity with applicable Federal and State law, Merit System provisions 
of the State Education Code, Personnel Commission Rules, Board of Education policies and procedures, 
and collective bargaining agreements. 

• Studies, establishes, update, and oversees job classification and occupational hierarchies. 
• Oversees the creation and abolishment of classifications, and reclassifications of positions. 
• Evaluates and determines whether or not classifications are sufficiently related to permit lateral transfer or 

demotion. 
• Direct the preparation and maintenance of the District’s classification plan.  
• Plan, organize, direct and evaluate the work of the Personnel Commission staff. 
• Plan, organize, implement, direct and evaluate a program of recruitment, equal employment opportunity, 

job-related employment examinations, selection, assignment of classified employees by supervising staff 
assigned to the preparation of vacancy announcements, screening of employment applications, 
development and administration of employment examinations, promulgation of eligibility lists and 
certification of eligibles to vacancies.  

 

San Bernardino City Unified School District 
Personnel Commission 

Classification Specification 
Job Code:  0115 Work Year:  Salary Range: M70 
Job Family: Management  HR/Day: 8 

FLSA Status: Exempt EEOC OCCUPATIONAL 
GROUP: Management 

 

PERSONNEL DIRECTOR 
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• Receive criminal conviction information of applicants and employees from authorized district 
representatives. 

• Audit and approve the assignment of employees. 
• Maintain transfer lists and approve transfer requests. 
• Provide assistance and counseling to classified employees and District administrators in the interpretation 

of Merit System law, Personnel Commission Rules and procedures, Board of Education policies and 
procedures, collective bargaining agreements and disciplinary action matters. 

• Participate in the development and implementation of goals, objectives, policies and procedures related to 
the Classified Service 

• Supervises, trains, monitors and evaluates Commission support staff. to ensure efficient department 
operations. 

• Attends all meetings of the Commission unless excused by the Commission. 
• Attends and represents the Personnel Commission at various professional associations, meetings, 

workshops, and conferences for the purpose of maintaining current knowledge of best human resources 
practices, applicable laws, regulations, and requirements. 

• Conducts position classification and wage/salary studies or surveys and prepares position classification 
recommendations to the Personnel Commission. 

• Applies Merit System laws, rules and regulations as required. 
• Certifies that classified personnel are employed in accordance with the provisions of the law, rules, and 

regulations. 
• Coordinates the hearing of employee organizations concerning Merit System personnel matters. 
• Develops new or revised forms, methods and procedures. 
• Directs and oversees the evaluation, adoption, and utilization of technology to support recruitment, 

applicant tracking, examination administration, scoring and statistical analysis, eligibility list management, 
and document storage and retrieval. 

• Oversees and develops employment processes (e.g. examinations and test validation, recruitment, 
selection, eligibility list, etc.) for the purpose of providing guidance and direction, ensuring compliance 
with all Merit System, and Equal Employment Opportunity rules and regulations; and, generating fair, job 
related, and professional standards of assessing applicants’ abilities to perform classified functions.   

• Work effectively as a member of the District management team. 
• Develops and administers the Personnel Commission annual budget. 
• Investigates, analyzes and resolves examination and position classification protests and makes 

recommendation on appeals. 
• Perform job related duties as needed. 

 
EMPLOYMENT STANDARDS 
KNOWLEDGE, SKILLS, ABILITIES AND OTHER CHARACTERISTICS: 

• Knowledge of principles, theories and practices of public personnel administration, including but not 
limited to position classification, salary administration, recruitment, examination and selection. 

• Knowledge Merit system/civil service principles and practices. 
• Knowledge California Education Code sections pertaining to the merit system. 
• Knowledge of Equal Employment Opportunity, Disability Law, policies and practices. 
• Knowledge applicable federal and state laws, regulations and guidelines. 
• Knowledge statistics related to testing, research and evaluation. 
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• Knowledge practices and techniques of business communications. 
• Knowledge public sector budgeting. 
• Knowledge of principles and practices of employment training and supervision. 
• Knowledge of report writing methods and techniques. 
• Ability to perform job analysis, job classification studies, and selection procedure development and 

evaluation. 
• Ability to effectively plan, organize, and direct the personnel management program for the Classified 

Service in conformance with Merit System law and the rules and regulations of the Personnel 
Commission. 

• Ability to obtain, organize, and accurately analyze and evaluate a wide range of data and information 
and make appropriate recommendations to the Personnel Commission and the Board. 

• Ability to analyze proposals and prepare effective responses orally and in writing. 
• Ability to detect and solve problems. 
• Ability to make oral presentations before groups. 
• Ability to write/revise Personnel Commission rules. 
• Ability to research and prepare reports of various kinds. 
• Ability to utilize modern office technology. 
• Ability to prepare and administer a budget 
• Ability to meet schedules and timelines.  
• Ability to select, supervise, train and evaluate assigned staff. 
• Ability to plan and organize work. 
• Ability to direct the maintenance of a variety of reports and files related to classified personnel. 
• Ability to interpret and apply administrative and departmental policies, laws, and regulations. 
• Ability to communicate effectively, both orally and in writing. 
• Ability to interact with others with courtesy and respect; understand and follow oral and written 

instruction, work rules, regulations and procedures; provide effective management; accept supervision 
and constructive criticism; and appear for work on time. 

• Ability to work independently with little or no direction. 
 
QUALIFICATIONS 
Experience and Education &Training: (These are the minimum experience and education/training standards that 
will be used to admit or reject applicants for examination, as approved on the date below.) 

• Five (5) years of professional public sector personnel administration experience which includes 
experience in recruitment and selection, examination development and administration, classification and 
salary administration; with at least two (2) years in supervising assigned staff.   
 

• Work experience in a merit/civil service system preferred.  
 

AND  
 

• A bachelor's degree from an accredited college or university with major coursework in public, 
personnel, human resources, business administration, or closely related field.  
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Licenses/Certificates/Registrations 
A valid California driver license and auto liability insurance. ** 
 
SPECIAL REQUIREMENT: 
Certificate of Completion – California School Personnel Commissioners Association Merit System Academy. 
Must be submitted within two (2) years of employment in this classification. 
 
Personal transportation for incidental work-related travel. 
*Employees in this classification are responsible for renewing the documents listed to ensure their validity 
throughout employment in this classification. 
**Submitted upon offer of employment. 

WORKING ENVIRONMENT: 
Indoor and outdoor shop environment. 
Office environment; subject to constant interruptions. 
Driving a vehicle to conduct work.  
 
PHYSICAL DEMANDS: 

Dexterity of hands and fingers to operate office equipment   Hearing and speaking to exchange information in 
person or telephonically. Sitting or standing for extended periods of time. Seeing to read a variety of materials 
or review and analyze recors and reports.  Bending at the waist, kneeling or crouching to file materials.  
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 
individuals to perform the essential functions. 
  
Positions in this physical level may require the following physical demands: 
Stand and walk for extended periods of time, sit at a desk or computer terminal for extended periods of time; 
use a mouse and keyboard for extended periods of time, if at a computer terminal; lift, carry, move, transfer, and 
position objects weighting up to 35 pounds; manipulate hands and fingers to operate office equipment; reach 
overhead, above the shoulder, and horizontally; bend at the waist, kneel, stoop, and crouch; see to monitor work 
environment and accomplish assigned tasks; hear and speak clearly for information exchange.  
 
AMERICANS WITH DISABILITIES ACT: 

Persons with certain disabilities may be capable of performing the essential duties of this class with or without 
reasonable accommodation, depending on the nature of the disability.  

AMERICANS WITH DISABILITIES ACT: 
Persons with certain disabilities may be capable of performing the duties of the class.   Such determination must 
be made on an individual basis by the District's medical examiner taking into consideration the nature of the 
disability, prosthetic aid, available accommodations and the duties of the position.  

APPOINTMENT: 
Persons appointed to this position class are must successfully complete a one (1) year working days of paid 
service probation period prior to permanent appointment. subject to a probationary period of one (1) year in 
accordance with Education Code. 
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