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History of the Simi Valley Unified Personnel Commission 
 


In 1965, the California State Legislature added Section 45221 to the Education 


Code.  This law permitted classified employees to petition school boards to call 


elections and submit to election the question of whether or not Merit Systems 


(civil service) should become applicable to districts. 


 


On November 20, 1967, on motion of Trustee Hallett, seconded by Trustee Binns 


and carried, the petition from local CSEA Chapter 310 to hold an election to 


determine whether or not the classified employees desired the Merit System 


(civil service) was accepted and the Superintendent was authorized to proceed 


with an election as provided in the Education Code. 


 


On February 5, 1968, on motion of Trustee Binns, seconded by Trustee Tomlin 


and carried, results of the Merit System election were officially certified.  The 


election carried by 204 “yes” votes to 100 “no” votes.  The Simi Valley Unified 


School District officially came under the Merit System Law on February 5, 1968. 


 


The original members of the Personnel Commission were Robert Bloch, Gordon 


Lindeen and Glen Schmidt.  The Personnel Director and Secretary to the 


Personnel Commission was Ina Thompson. 


 


 


The Merit System for the Simi Valley Unified School District is entered into force 


in a spirit of cooperation, is based upon the principle of equality, and is intended 


to pervade the performance of the Classified Personnel, the Personnel 


Commission, and the Board of Education throughout the life of the system.  On 


the basis of this spirit and principle, any reasonable request of the Classified 


Personnel, Personnel Commission, or Board of Education shall be duly considered 


and acted upon by the other parties providing it is mutually acceptable. 
Ms. Hobiger has served on the Commission since 


December 2002.  She was reappointed as the joint 


appointee until December 1, 2020. 


Kathleen Hobiger, Chairperson 


Sandy Handin, Member 


Ms. Handin was appointed by the Board of Education 


until December 2022. She has served on the  


Commission since December 2019.  


Incorporating a system of rules and procedures, 


similar to civil service, the Personnel Commission is 


the mainstay of the merit system.  The fundamental 


purpose of the merit system and the Personnel 


Commission is to insure that Classified employees 


are selected, promoted and retained without 


favoritism or prejudice, but rather on the basis of 


merit and fitness.  The California Education Code 


empowers and sets forth the responsibilities of 


Personnel Commissions. 


 


Under State law, the Personnel Commission is 


charged with the responsibility to establish rules to 


administer the classified (non-teaching) service which 


promotes the selection and retention of employees 


based on merit. Its guiding principle is to serve as an 


impartial body free from bias or the influence of any 


special interest group and which is ultimately 


responsible to see that all matters affecting the work 


lives of employees in the classified service are 


handled in a just manner. The Commission meets 


regularly, publishing its agendas and minutes. 


 


The Personnel Commission is an independent body 


composed of three persons appointed for three-year, 


staggered terms, with the term of one member 


expiring each year.  The Commission is composed of a 


member appointed by the District’s Board of 


Education, and a member recommended by the 


classified employees of the district (CSEA Local 


Chapter #310) and approved by the Board of 


Education.  Those two appointees, in turn, appoint the 


third member. 


  


At its first meeting following December 1st of each 


year, the Commission elects one of its members as 


Chairperson, and another member as Vice 


Chairperson, to serve a term of one year or until 


their successors are duly elected. 


The Personnel Commission regularly meets on the second Wednesday of each 


month at 5:00 p.m., unless otherwise posted.  Meetings are held at the 


District Office, located at 101 W. Cochran Street, Simi Valley.  Classified 


employees, as well as all other district employees and the public, are 


encouraged to attend. 


Ms. Rhoades was appointed as the classified 


employees’ appointee until December 1, 2021. 


She has served on the Commission since December 


2015.   


Lori Rhoades, Vice Chairperson 
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CLASSIFIED EMPLOYEES 
as of June 30, 2020 


 Regular .................. 993 
 Confidential ................ 9 
 Management............. 48 


 Substitutes ............. 143 
 Exempt ................... 176 


Personnel Commission Annual Report 


This report describes the functions and 
activities of the Personnel Commission 
and the Classified Personnel 
Services Department of the Simi 
Valley Unified School District. 
 
 
 
 


 


 


 


PERSONNEL COMMISSION 
ACTIVITY REPORT 


 
Personnel Commission Meetings 
Regular Meetings ..................................................... 12 


Special Meetings ........................................................ 2 


 
 
Recruitment Services 
Position Announcements ........................................... 59 
Continuous Recruitment Announcements ...................... 17 
Applications Received ........................................... 1,772 
Applicants Qualified & Invited to Written Exam 


   or T&E Evaluation .............................................. 1,274 
Applicants who Attended Written Exam ..................... 672 
Applicants who Passed Written Exam 
   or T&E Evaluation ................................................ 564 


Applicants Invited to Oral Appraisal ......................... 364 
Applicants who Passed Oral Appraisal ...................... 245 
 
Eligibility Lists Established ........................................ 66 


Eligibles Placed on Lists .......................................... 400 
 
 


SVUSD Motto: 
“From Here to Anywhere” 


2019 - 2020 


 


Meet the Staff... 
 
Sophia Crocker, Director of Classified Personnel:  Administers 


the classified employee personnel function in conformity with merit 


system laws and rules of the Personnel Commission, and assures 


compliance with District policies and procedures, and applicable federal, 


state and local laws; plans, organizes and directs the personnel program 


for classified employees, including recruitment, examination, selection, 


position control, classification, compensation, performance management, 


and employee relations; supervises the operations of the Classified 


Personnel Services Department; serves as advisor to the negotiations 


team; and acts as secretary to the Personnel Commission. 


 


Sallie Kleingarn, Senior Administrative Assistant:  Assists the 


Classified Personnel department and Personnel Commission by planning, 


organizing, coordinating, and serving as the primary resource for the 


support activities of the department.  She also works closely with 


Student Support Services and site administrators in managing 


Paraeducator, Special Education assignments. 


 


Shira Yerushalmi, Human Resources Analyst:  Performs advanced 


technical and analytical human resources work in the design, 


development, and administration of classified recruitment and 


examination processes and provides procedural guidance to staff and 


applicants. 


 


Ginan Henson, Human Resources Representative:  Administers 


the classified personnel information system, position control system, 


and a variety of personnel transactions, including employee 


assignments.  She also prepares the Board reports and serves as an 


information source regarding a variety of classified personnel matters, 


such as unemployment claims, PERS questions, and the District's 


personnel rules, policies, and procedures. 


 
Debbie Schott, Human Resources Assistant II:  Performs a 


variety of technical and advanced clerical support duties involved in the 


processing and maintenance of classified personnel transactions, 


records, files, and reports.  She is also responsible for conducting new 


employee orientations. 


 
Fransiska Priyatmo, Human Resources Assistant II:  Performs a 


variety of technical and advanced clerical support duties involved in the 


processing and maintenance of classified personnel transactions, 


records, files, and reports.  She is also responsible for coordinating 


selection interviews. 


CLASSIFIED PERSONNEL 
ACTIVITY SUMMARY REPORT 








Pursuant to Government Code Section 54957.5, any document, that is public record, and relates to an open session agenda item of a regular meeting of the 
PC, is available for public review at the Educational Service Center, Classified Personnel Services, 101 W. Cochran Street, Simi Valley, CA 93065. 
 
Simi Valley Unified School District accommodates individuals with disabilities.  Forty-eight (48) hours advance notice is required to meet special needs for 
public meetings.  Upon written request, materials in alternative formats will be provided for individuals with disabilities.  Please contact Classified Personnel 
Services, 805.306.4500, ext. 4062. 
 
 


PLEASE POST ..  
SIMI VALLEY UNIFIED SCHOOL DISTRICT 


PERSONNEL COMMISSION AGENDA 
  


Board Room         October 14, 2020 
101 W. Cochran Street        5:00 P.M.  
Simi Valley, CA         Meeting # 867  
         
In accordance with orders from state and local governments, and recommendations from the CDC, a face covering is required for 
attendees upon entry. Face masks will be available for attendees. Individuals unable to wear a face covering due to a medical 
condition should contact the Classified Personnel Department at least forty-eight (48) hours in advance of the meeting. 
          
    
Personnel Commission Members   Staff Members      
Kathleen Hobiger, Chairperson         Sophia Crocker, Director of Classified Personnel Services 
Lori Rhoades, Vice Chairperson                             Sallie Kleingarn, Senior Administrative Assistant  
Sandy Handin, Member   
 
CALL TO ORDER      
FLAG SALUTE 
APPROVAL OF AGENDA/CONSENT AGENDA  
• Agenda  
• Consent Agenda 
 
APPROVAL OF MINUTES – Regular Meeting September 9, 2020 – Action.      
 
COMMENT, PRESENTATIONS AND HEARINGS 
• Commission Comments  
• Public Comments  (Regarding items not on the agenda)  
• Public Hearing – Appointment of the Personnel Commission Joint Appointee.  The appointee of the  
   Governing Board and the appointee nominated by the classified employees shall, in open hearing, provide 
   the public, employees, and the employee organizations the opportunity to express their views on the qualifications 
   of the recommended appointment of the joint appointee. 
 
PERSONNEL ITEMS 
• Personnel Director’s Report – Information; Discussion 
 
GENERAL ITEMS   
• 2020-2021 Budget Status – Information; Discussion 
• Reappointment of Kathleen Hobiger as Personnel Commission Joint Appointee – Action 
• Personnel Commission Annual Report 2019-2020 – Information; Discussion 
• Revision of Personnel Commission Rules, Article 1 and 2 – First Reading – Information; Discussion 
• Classification Specification Revision for Bond Program Manager – Action 
• Establishment of a New Classification of Administrative Services Assistant – District Receptionist – Action 
• Reclassification a Position From Administrative Services Assistant I to a New Classification of Administrative Services  
   Assistant – District Receptionist – Action 
 
INFORMATION 
• Calendar of Personnel Commission Meetings – Information 
• Job Opportunities – Information 
 
ITEMS FOR FUTURE CONSIDERATION 
 
ADJOURNMENT 
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Administrative Services Assistant – District Receptionist 


 


Purpose Statement 


Under the general supervision of the Superintendent, serves as district receptionist and liaison between 


the district office and the general public, parents/families, employees, and external agencies and performs 


a variety of general and specialized clerical duties in support of district-wide operations and activities. 


 


Essential Functions 


 Serves as district receptionist and liaison between the district office and the general public, parents/families, 


employees, and external agencies, including operating a centralized multi-line telephone system; greeting and 


receiving visitors to the district office; directing callers and visitors to the appropriate departments, sites, and 


personnel; resolving issues, concerns, and complaints or referring to appropriate staff as needed; and 


providing general and specialized information and assistance regarding a variety of district programs, policies, 


and processes in accordance with established guidelines.  


 Explains and enforces district office policies, procedures, and protocols pertaining to the receptionist function 


(e.g. visitor protocols, building access procedures); prepares, disseminates, and maintains materials and 


correspondence to relay established policies, procedures, and protocols; recommends and provides input into 


the development of policies, procedures, and protocols to ensure the efficient and effective operation of the 


receptionist function. 


 Monitors and maintains the district office master calendar and sub-calendars; identifies and assists with 


resolving scheduling conflicts; schedules meetings and reserves rooms and facilities. 


 Receives and reviews materials such as applications, records, files, and reports for completeness and 


conformance with established regulations, policies, and procedures; processes and submits materials to 


departments as appropriate. 


 Performs a variety of general and specialized clerical duties (e.g. entering and retrieving data from database 


systems; arranging and distributing documents and materials; collecting and organizing records, data, and 


information; preparing routine and straightforward reports; composing, editing, and disseminating routine 


documents and correspondence; fulfilling records requests; updating student information; preparing and 


processing routine financial transactions) in support of district office and school site departments, functions, 


and programs. 


 Establishes and maintains filing systems for assigned areas; maintains accurate and up-to-date files and 


records. 


 Receives, sorts, and distributes incoming and outgoing correspondence. 


 Maintains inventory of office supplies for assigned area and orders, receives, organizes, and distributes office 


supplies and equipment.  


Other Functions 


 Performs other duties as assigned that support the overall objective of the position. 


 


Job Requirements:  Minimum Qualifications 


Skills, Knowledge and Abilities 


Skills to: 


 Operate office equipment, including computers and supporting word processing, spreadsheet, email, 


database, and specialized applications and systems  
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 Accurately keyboard and enter electronic data and information at a speed necessary for successful job 


performance 


Knowledge of: 


 Customer service and public relations methods and techniques 


 Methods and techniques of proper phone etiquette 


 Clerical practices and office procedures, methods, and equipment 


 District policies and procedures pertaining to a variety of district office and school site operations, 


functions, and programs 


 Basic mathematical principles to perform routine financial transactions 


 Fundamentals of English grammar, spelling, and composition  


 Principles and procedures of records management 


Ability to: 


 Provide information and assistance to others in a helpful, courteous, and timely manner 


 Work under steady pressure with frequent interruptions and a high degree of public contact by phone 


and in person 


 Learn, interpret, explain, and apply knowledge of District organization, operations, programs, 


functions, policies, and procedures   


 Establish and maintain a variety of files and records 


 Exercise good judgment and maintain confidentiality in maintaining critical and sensitive 


information, records, and reports 


 Exercise initiative and independence of judgment and action 


 Accurately process routine financial transactions 


 Carry out verbal and written instructions 


 Learn and apply new information, skills, and technology 


 Establish and maintain effective working relationships with those encountered in the course of work 


 Communicate clearly and concisely, both orally and in writing 


 Demonstrate sensitivity to colleagues, families, and the public with diverse cultures, languages, 


ethnic, socioeconomic, and other backgrounds 


 


Education and Experience 


A high school diploma or equivalent AND three years of receptionist or general clerical experience involving 


frequent public contact  


OR 


An associate degree in business or a related field AND two years of receptionist or general clerical experience 


involving frequent public contact 


 


Working Environment 


Work is performed in an indoor environment where minimal safety considerations exist. 


 


Salary Schedule/Range 


Classified Salary Schedule/070 


FLSA Status 


Non Exempt 


Approval Date 


 


Last Revised 
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 Simi Valley Unified School District Position Description 


Position:  ADMINISTRATIVE SERVICES ASSISTANT I Revisions: September 2017  


Department/Site:  District Office FLSA:  Non-Exempt 


Approved by:  Personnel Commission, October 2004 Salary Range:  60 (Classified) 


 


Summary 
Under the general supervision of an assigned supervisor, performs general and specialized clerical duties following 


established policies, procedures, and mandated regulations in support of a department, function, or educational 


program that provides services district-wide. 


 


Distinguishing Career Features 
Administrative Services Assistant I is the first in a two-level clerical series. The Administrative Services Assistant I 


classification is assigned responsibility for performing general and specialized clerical duties in support of an 


assigned department, function, or program that provides services district-wide. The Administrative Services Assistant 


II classification performs more complex clerical work and is assigned responsibility for providing support to highly 


technical functions and coordinating district-wide activities, events, and processes including data gathering and 


reporting. 


 


Essential Duties and Responsibilities 
The Administrative Services Assistant I is capable of performing all of the following but may specialize in a portion 


of the accountabilities depending on departmental need. 


 Receives and provides assistance to walk-in guests and telephone inquiries from a variety of individuals; provides 


information regarding a variety of programs, policies, and processes; resolves and refers matters as appropriate. 


 Receives and reviews materials such as applications, records, files, and reports for completeness and 


conformance with established regulations, policies, and procedures; processes and submits materials to 


departments as appropriate. 


 Composes, edits, and proofreads a variety of documents and forms including correspondence, memoranda, 


reports, work orders, requisitions, and other materials from straight copy, rough drafts, and verbal instructions; 


disseminates information as appropriate.   


 Compiles, organizes, and retrieves data from database systems to maintain information and prepare reports for 


internal and external agencies.   


 Establishes and maintains filing systems for assigned areas; maintains accurate and up-to-date files and records. 


 Prepares and processes routine financial transactions such as invoices and purchase requisitions; maintains 


financial records. 


 Schedules meetings and reserves rooms and facilities; prepares schedules and informs participants of dates and 


times; maintains calendars of activities, meetings, and events; may make travel arrangements. 


 Provides clerical support, including data entry and record keeping, for District-wide events and activities.   


 Receives, sorts, and distributes incoming and outgoing correspondence. 


 Maintains inventory of office supplies for assigned area and orders office supplies and equipment.  


Other Duties and Responsibilities 
 Performs other duties as assigned that support the overall objective of the position. 


 


Qualifications 
 Knowledge and Skills 


Clerical practices and office procedures, methods, and equipment 


Methods and techniques of proper phone etiquette 


Customer service methods and techniques 


District and department policies and procedures 


Fundamentals of English grammar, spelling, and composition  


Computer software programs, including but not limited to word processing, spreadsheet, email, and database 


software  


Principles and procedures of records management 
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Basic mathematical principles  


 


 Abilities 


Provide information and assistance to others in a helpful, courteous, and timely manner 


Work under steady pressure with frequent interruptions and a high degree of public contact by phone and in person 


Learn, interpret, explain, and apply knowledge of District and department organization, operations, programs, 


functions, policies, and procedures   


Operate office equipment including computers, scanners, printers, copiers, and other office equipment 


Prepare reports by compiling information from a variety of sources 


Prepare routine correspondence and memoranda 


Keyboard and enter data at a speed necessary for successful job performance 


Establish and maintain a variety of files and records 


Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, 


and reports 


Accurately process routine financial transactions 


Plan, organize, and prioritize work in order to meet schedules and timelines   


Learn and apply new information and skills 


Understand and carry out oral and written directions 


Communicate clearly and concisely, both orally and in writing 


Establish and maintain effective working relationships with those contacted in the course of work 


 


 Physical Abilities 


Ability to function indoors in an office environment engaged in work of primarily a sedentary nature  


Ambulatory ability to sit for extended periods of time 


Ability to use near vision to read printed materials  


Ability to retrieve work materials from overhead, waist, and ground level files  


Ability to engage in constant repetitive motion 


 


 Education and Experience 


Requires a high school diploma or equivalent plus additional vocational or college courses in business or a related 


field, and three years of general clerical experience. Additional higher education may substitute for some 


experience. 


 


 Licenses and Certificates 


May require a valid California driver’s license. 


 


 Working Conditions 


Work is performed indoors where minimal safety considerations exist. 
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Bond Program Manager 


 


Purpose Statement 


Under the general direction of the Director of Facilities and Planning, manages and coordinates the 


activities of the district’s bond-funded construction program. Employment is for the duration of the bond-


funded construction program only. 


 


Essential Functions 


 Manages the development and delivery of major bond construction and special projects related to design, 


alteration, remodeling, and inspection of new and existing district buildings, structures, and site 


improvements. 


 Manages the activities of the Bond Department and supervises department and project management 


personnel. 


 Monitors construction progress to ensure that contractors adhere to schedules, construction is performed 


properly and according to standards, and shop drawings and material submittals are processed in a timely 


manner; coordinates required changes with the project architect and contractors; coordinates and conducts 


job-start meetings. 


 Develops and manages Bond Program contracts, including negotiating, developing, reviewing, monitoring, 


and enforcing contracts and addressing and resolving disputes with contractors and consultants. 


 Manages the bidding process and contractor prequalification process, including evaluating bids and 


qualifications; conducts and documents pre-bid meetings and site visits to survey existing site conditions. 


 Serves as liaison among contractors, contract architects, school personnel, and district departments and units 


to coordinate communication, participation, and efforts. 


 Coordinates the ordering of constructability reviews of construction documents to ensure projects can be built 


effectively by current construction methods and to eliminate errors and omissions; reviews requests for 


clarification and assists in interpreting construction documents. 


 Administers close-out post acceptance and occupation activities and resolves problems; participates in final 


equipment and system tests, final inspections, and warranty inspections; develops and presents occupancy 


plans. 


 Gathers and analyzes data to prepare project budgets and develop appropriate fiscal controls; manages bond 


program and project budgets, including tracking and monitoring expenditures. 


 Oversees and participates in the preparation and submission of a variety of reports and required 


documentation (e.g. project applications, project status reports, budget reports), including ensuring timely 


submission to regulatory agencies and other bodies (e.g. Board of Education, Office of Public School 


Construction, Division of State Architects, Independent Community Oversight Committee). 


 Attends, participates in, and facilitates a variety of meetings (e.g. community, parent group, Board of 


Education, oversight committees, regular progress meetings with contractors) to discuss projects and obtain 


and provide information. 


 Coordinates the ordering and delivery of district-furnished equipment. 


Other Functions 


 Performs other duties as assigned that support the overall objective of the position. 
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Job Requirements:  Minimum Qualifications 


Skills, Knowledge and Abilities 


Skills to: 


 Operate office equipment, including computers and supporting word processing, spreadsheet, email, 


database, and specialized applications and systems 


 Perform arithmetic operations quickly and accurately including sums, averages, fractions, decimals, 


and ratios 


Knowledge of: 


 Principles of school facilities planning 


 Construction methods, practices, characteristics, and costs including the methods of basic trades 


 Laws, codes, and regulations pertaining to public facilities construction 


 Principles and practices of management and supervision 


 Principles of contract management, including bid preparation and evaluation and contract negotiation 


and administration 


 Principles and practices of budget preparation and management 


 Principles and practices of report preparation  


 Principles and procedures of records management 


Ability to: 


 Plan, organize, and manage the activities of a bond-funded construction program 


 Interpret, apply, and explain laws, codes, regulations, policies, and procedures pertaining to public 


facilities construction 


 Read and interpret construction documents, including blueprints, plans, and specifications 


 Estimate scope of work, including cost, labor, materials, and supplies 


 Supervise, coordinate, and evaluate the work of others 


 Plan and organize work to meet changing priorities and deadlines 


 Analyze situations and adopt effective courses of action 


 Learn and apply new information, skills, and technology 


 Establish and maintain effective working relationships with district personnel, architects, engineers, 


community members, construction contractors, and others encountered in the course of work 


 Prepare project budgets and develop fiscal controls 


 Develop and maintain records and reports 


 Communicate clearly and concisely, both orally and in writing 


 


Education and Experience 


A bachelor’s degree in architecture, engineering, construction management, business, or a related field AND 


five years of experience in school construction and rehabilitation project management and delivery 


 


Working Environment 


Work is performed primarily in an indoor environment where minimal safety considerations exist. Work is 


performed occasionally outdoors where safety considerations exist from moving equipment, environmental 


factors (e.g. temperature, rain, wind, dust), and noise extremes. 


 


Salary Schedule/Range 


Management Salary Schedule/184 


FLSA Status 


Exempt 


Approval Date 


August 2005 


Last Revised 







Classification Specification         Bond Program Manager Page 3 of 3 


 


 








SIMI VALLEY UNIFIED SCHOOL DISTRICT May 2006 


PERSONNEL COMMISSION August 2005 


 


 


BOND PROGRAM MANAGER 


        


DEFINITION 


Under the direction of the Director of Facilities and Planning, manages and coordinates all activity 


concerning the major construction of Measure C4 projects; provides liaison among contractors, contract 


architects, school personnel and various district organizational units; monitors and manages the 


development of major construction projects by ensuring conformance with site usage plans, mitigation of 


impact on instructional programs, construction progress and adherence to schedules; monitors and 


manages conformance with contracts; reviews and approves payment requests; manages and supervises 


program and project management firms.  Employment is for the duration of the Measure C4 bond only. 


 


EXAMPLES OF DUTIES 


 


 Supervision of all Measure C4 bond construction and special projects related to design, alteration, 


remodeling, and inspection of new and existing district buildings, structures and improvements. 


 Monitors construction progress in relation to the contractor’s appropriate adherence to schedules, and 


assures that construction is performed properly and according to standards, and shop drawings and 


material submittals are processed on a timely basis; coordinates required changes with the project 


architect and contractors, and submits status reports for district review. 


 Conducts pre-bid meetings and site visits; participates in meetings with contractors to survey existing 


site conditions and conducts regularly scheduled progress meetings; prepares meeting notes. 


 Coordinates the ordering of constructability reviews of construction documents in order to assure that 


the project can be built effectively by current construction methods and eliminates errors and 


omissions; reviews request for clarification and assists in interpreting construction documents. 


 Gathers and analyzes data to prepare project budgets and develop appropriate fiscal controls. 


 Administers close-out, post acceptance and occupation activities and resolves problems; participates 


in final equipment and system tests; participates in final inspections and warranty inspections; 


produces and develops occupancy plans. 


 Coordinates the ordering and delivery of District furnished equipment; conducts job-start meeting and 


coordinates interdepartmental participation. 


 Prepares, assembles and monitors required documentation, including its timely submission for 


compliance with regulatory agencies; prepares applications for project, and submits project 


information for review or approval to the Board of Education, Office of Public School Construction, 


Division of State Architects, Independent Community Oversight Committee and others. 


 Monitors enforcement of contracts; participates in review of contractors’ segregation of contract cost; 


reviews contractors’ request for reduction in retention amounts; reviews and monitors liquidated 


damages; reviews and approves contractors’ payment requests. 


 Attends community and parent group meetings to discuss projects; attends Board of Education and 


Independent Community Oversight Committee meetings to provide updates. 


 Supervises facilities and clerical staff related to C4 Bond projects. 


 Performs other duties as assigned that support the overall objective of the position. 


 


SUPERVISION 


General supervision is received from the Director of Facilities and Planning.  Supervision is exercised 


over contractors, and facilities and clerical staff related to C4 Bond projects. 
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REQUIRED QUALIFICATIONS 


 


Knowledge of: 


 Principles of school facilities planning as related to methods and techniques on instruction, traffic 


flow, economy of maintenance, provision for growth, relationship of instructional and service 


areas, and adaptability to multifunctional usage. 


 General characteristics and relative costs of various methods of construction, architectural 


features, and building and room design for all types of school uses. 


 Construction practices and costs including the methods of basic trades. 


 Working with State Division of Architect, and the Office of Public School Construction. 


 Various computer applications, such as spreadsheet, word processing and project management. 


 Federal and state laws, regulations, and operating guidelines relative to the accessibility of public 


facilities to the physically disabled. 


 Contract management principles including bid preparation and evaluation, contract negotiation, 


and contract administration. 


 Principles and practices of management and supervision, including but not limited to planning, 


organizing, assigning and reviewing work; performance appraisal and discipline, and employee 


selection and development. 


 


Ability to: 


 Read and interpret construction documents, including blueprints, plans and specifications. 


 Read, interpret and communicate policies and procedures. 


 Accurately estimate labor and material costs. 


 Plan, prioritize, schedule and organize activities for optimum efficiency. 


 Analyze situations and develop appropriate recommendations. 


 Use appropriate judgment in diverse and emergency situations. 


 Work independently with little direction. 


 Develop and maintain records and reports. 


 Work cooperatively and effectively with district administrative personnel, architects, engineers, 


community members and construction contractors. 


 Communicate orally and in writing; give and receive oral and written instructions using proper 


English. 


 Select, train, supervise and evaluate the performance of assigned staff. 


 


Experience: 


Five years of experience in school construction and school site maintenance. 


 


Education: 


B.A. or B.S. in architecture, engineering, construction management or business preferably with emphasis 


in school or public projects.  Additional qualifying experience may be substituted on a year for year basis. 


 


OTHER: 


Valid California driver’s license. 
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SIMI VALLEY UNIFIED SCHOOL DISTRICT 


PERSONNEL COMMISSION 


REVISION OF PERSONNEL COMMISSION ARTICLES 1 AND 2 - FIRST READING 


PRESENTED TO THE PERSONNEL COMMISSION ON OCTOBER 14, 2020 


 


EXPLANATION: 


 


The Personnel Commission requested that the Personnel Commission Rules be revised by article 


to ensure they are clear and up-to-date.  


 


REVISIONS: 


 


ARTICLE I 
DEFINITIONS AND PRELIMINARY STATEMENT 


 


1.10 DEFINITIONS, GENERAL 


 


Unless otherwise required by context and/or prevailing law, words used in these rules Rules are 


understood to have the following meanings: 


 


Act or The Act: The Act shall mean those sections of the Education Code of the State of California 


which apply to the merit system for classified employees in certain school districts. It shall include 


all of the provisions of Title 2, Division 3, Part 25, Chapter 5, Articles 5 and 6. 


 


Allocation: The official placing of a position in a given class and the placement of a class on a 


salary schedule, rate range, or a flat range. 


 


Anniversary Date: The date upon which an employee is granted a salary step advancement earned 


by completion of a required period of service. This is the first day of the pay period following 


completion of the required period of service. 


 


Applicant: A person who has filed an application to take a merit system examination. 


 


Appointing Authority: The Board of Education of the Simi Valley Unified School District. 


 


Appointment: The official act of the appointing authority in approving the employment of a 


person. 


 


Candidate: A person who has competed in one or more portions of a merit system examination. 


 


Certificated Service: All positions and employees required by law to possess credentials issued 


by the State Department of Education. 
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Certification: The submission by the Commission of the names of eligibles from an appropriate 


eligibility list or from some other source of eligibility to the department which selects employees 


prior to the approval of the appointing authority. 


 


Class: A group of positions sufficiently similar in duties and responsibilities that the same 


descriptive title may be used to designate each position allocated to the class; substantially the 


same requirements of education, experience, knowledge, and ability are demanded of incumbents; 


substantially the same tests of fitness may be used in choosing qualified appointees; and the same 


salary range may be applied with equity. 


 


Classified Service: All positions in the District's service to which the Act applies and which are 


not exempted by the Act. (See Rule 3.10.2) 


 


Class Specifications: A formal statement of the duties and responsibilities of the positions in the 


class, illustrated by examples of typical tasks, and of the qualification requirements of the positions 


in the class. 


 


Commission: The Personnel Commission established pursuant to the Act for the Simi Valley 


Unified School District. 


 


Demotion: A change in assignment of an employee from a position in one class to a position in 


another class that is allocated to a lower maximum salary rate. 


 


Director of Personnel: Personnel Director and Secretary to the Personnel Commission, also 


known as Director of Classified Personnel Services. 


 


Discharge or Dismissal: Separation from service for cause. 


 


District: The Simi Valley Unified School District. 


 


Dual Certification: A special procedure which provides for certification, in specified cases, from 


an open list while a promotional list exists. (See Rule 5.20.2) 


 


Eligible: Adjective: Legally qualified to be appointed. Noun: A person whose name appears on an 


eligibility list. 


 


Eligibility List: A list of the names of persons who have qualified in a competitive examination. 


 


Emergency Appointment: An appointment for a period not to exceed 15 working days to prevent 


the stoppage of public business when persons on eligibility lists are not immediately available. 


 


Employee: A person who is legally employed by the District. 


 


Employment List: A list of names from which certification may be made. Includes eligibility 


lists, reemployment lists, and lists of persons who wish to transfer, demote, be reinstated or 


reemployed after resignation, or be reinstated after voluntary demotion or reduction to limited-


term status. 
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Examination: The process of testing and evaluating the fitness and qualifications of applicants. 


 


Exempt Service: All positions and employees not in the Classified or Certificated Service, i.e., 


those exempted by law. 


 


Governing Board: The Board of Education of the Simi Valley Unified School District. 


(Synonymous with appointing authority). 


 


Group: A number of classes related in duties and responsibilities, as set forth in the list of classes 


promulgated by the Personnel Commission. 


 


Layoff: Separation from a regular position because of lack of work or lack of funds. Layoff also 


includes a reduction in hours of employment due to lack of work or lack of funds. 


 


Limited Term Position: A position created by the appointing authority for a period not to exceed 


six months or a substitute employee during the authorized absence of a permanent employee, 


which may exceed six months.  


 


Limited-Term Employee: An employee who is serving as a substitute for a regular employee on 


approved leave, or in a position established for a limited period of less than six months.  


 


Permanent Employee: In reference to District employment status, an employee who has 


completed an initial probationary period in the Classified Service. In reference to employment 


status in a specific class, an employee who has completed a probationary period for that class, or 


who entered the class by transfer, demotion, or reinstatement/reemployment without serving a 


probationary period. 


 


Position: A group of duties and responsibilities assigned by competent authority requiring the full 


or part-time employment of one person on a permanent or limited-term basis. A position can only 


be established by action of the Board of Education. 


 


Probationary Period: The trial period immediately following an original or promotional 


appointment to a regular position from an eligibility list. 


 


Promotion: A change in the assignment of an employee from a position in one class to a position 


in another class with a higher maximum salary rate. 


 


Promotional List: An eligibility list resulting from a promotional examination limited to qualified 


employees of the District. 


 


Provisional Appointment: A temporary appointment made in the absence of an appropriate 


eligibility list, not to exceed 90 working days except in specified circumstances. (See Ed Code 


Sections 45287, 45288, and 45289). 


 


Provisional Employee: An employee employed under a provisional appointment. 
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Reclassification: A change in classification that could result in the reallocation of a position to a 


new class or to a class at a higher, lower or equal level according to the duties and responsibilities 


assigned. 


 


Reemployment: A Mandated mandated return to duty of an employee who has been laid off. 


 


Reemployment List: A list of names of persons who have been laid off from permanent positions 


by reason of lack of work, lack of funds, or abolishment or reclassification of position, or other 


reasons specified in these rulesRules, or who have exhausted all leave privileges after illness or 


injury, and who are eligible for reemployment without competitive examination in their former 


class, arranged in order of their right to reemployment. 


 


Regular Employee: An employee who has probationary or permanent status. 


 


Regular Position: A position established for a continuing and indefinite or unlimited period of 


time.  


 


Reinstatement: A discretionary reappointment of a former permanent employee within thirty-


nine (39) months after the last day of paid service, without examination, to a position in the 


employee's former class or in a lower related class. The employee must have resigned in good 


standing. Also refers to a return to work after appeal from disciplinary action when so ordered by 


the Personnel Commission. 


 


Salary Schedule: The complete list of ranges, steps, and rates of pay established for the classified 


service. 


 


Salary Step: A specific location in a salary range, not the dollar amount. (Note: The salary range 


applicable to a class may change without affecting the step placement rights of employees). 


 


Salary Range: A series of consecutive salary steps that comprise the rates of pay for a 


classification. A salary range normally consists of five salary steps. 


 


Salary Rate: A specific amount of money paid for a specified period of service, i.e., dollars per 


hour or month. 


 


Separation: The ending of all status as an employee with the District - includes resignation, 


dismissal, layoff, retirement, etc. 


 


Series: A number of classes closely related in occupational hierarchy and arranged in a list in order 


to indicate occupational levels in a group. 


 


Status: An employee’s status may be either Regular (Probationary or Permanent) or Temporary 


(Provisional or Limited-term), and determines the employee’s rights to certain benefits.  


 


Suspension: An enforced absence of an employee without pay for disciplinary purposes. 


 







SUBJECT TO THE APPROVAL 
OF THE PERSONNEL COMMISSION 


 


Page 5 
 


Temporary: Employment on a basis other than permanent or probationary, i.e., in limited-term or 


provisional status. 


 


Transfer: The reassignment of an employee without examination from one position to another 


position in the same class or to a position in a similar or related class with the same salary range. 


 


Transfer-Administrative: Movement of a person and/or position from one location to another for 


the good of the service. 


 


Waiver: The voluntary relinquishment by an eligible of any right to consideration for appointment 


from an eligibility list. 
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1.20 PRELIMINARY STATEMENT 


 


1.20.1 Statutory Authority for These Rules 


 


The rules contained herein are established pursuant to the authority of the Personnel 


Commission under Education Code Sections 45260, 45261, and other provisions governing 


the Merit System Act in the Education Code. 


 


It shall be the policy of the Commission to submit all new rules or amendments or deletion 


of existing rules to the Governing Board when: 


 


A. The rule obviously requires Board approval, and 


 


B. It is difficult to define the division of Commission and Board authority regarding 


the rule in question. 


 


In such cases, the rule in question shall not become effective until it has been approved by 


the Governing Board. 


 


1.20.2 Interpretation and Application of Rules 


 


The Commission recognizes that no set of rules can contemplate all possible combinations 


of circumstances affecting particular cases. These rules are to be applied with consideration 


of their intent; however, specific, applicable provisions of the rules shall not be waived, 


ignored, or superseded because of the special circumstances of particular cases. The 


Commission is open to responsible suggestions to amend the rules with prospective 


application; however, no rule, amendment, or new rule shall have retroactive applicability. 


 


The Merit System for the Simi Valley Unified School District is entered into force in a 


spirit of cooperation, is based upon the principle of equality, and is intended to pervade the 


performance of classified employees, the Personnel Commission, and the Board of 


Education throughout the life of the system. On the basis of this spirit and principle, any 


reasonable request of classified employees, Personnel Commission, or Board of Education 


shall be duly considered and acted upon by the other parties providing it is mutually 


acceptable. 


 


1.20.3 Generic Terminology 


 


As used in these rulesRules, singular terms shall be construed to include the plural, and 


plural terms shall be construed to include the singular. 


 


1.20.4 Judicial Review 


 


If judicial review or a change in law invalidates any portion of these rulesRules, such 


finding or amendment shall not affect the validity of other rules or provisions. 
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1.20.5 Effect of Data Contained in Addendum to Rules 


 


The salary schedule and related data, class placement on the salary schedule, a 


classification plan, job descriptions, and other written material contained in the addendum 


to these rules Rules are to be interpreted as having the same force and effect as Commission 


Rules. 


 


 
Article I Revised 5/13/2020 
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 ARTICLE 2 
 


 THE PERSONNEL COMMISSION 
 


2.10 ORGANIZATION OF COMMISSION 


 


2.10.1 Terms (Ed Code 45247) 


 


A. By law, the term of each Commissioner is for three years and expires at noon, 


December 1st. The term of one Commissioner expires each year. On or about 


September 1st of each year, the Personnel Director shall notify the Governing 


Board of the name and home address of the Commissioner appointed by the Board 


or nominated by the classified employees and whether or not they will accept 


reappointment. The notification shall also list the appointing authority and indicate 


that the Board must follow the provisions of Education Code Section 45247. 


 


B. One member of the Commission shall be appointed by the Governing Board of the 


district and one member, nominated by the classified employees of the district, shall 


be appointed by the Governing Board of the district. Those two members shall 


publicly announce the name of the person they intend to appoint and in an open 


hearing, provide the public and employees and employee organization the 


opportunity to express their views on the qualifications of each candidate 


recommended for the vacancy. 


 


Those two members may make their appointment or recommendation without further 


notification or public hearing. 


 


2.10.2 Officers 


 


At its first meeting following December 1st of each year, the Commission shall elect one 


of its members as Chairperson and another member as Vice Chairperson, to serve a term 


of one year or until their successors are duly elected. The one year term shall commence at 


the first meeting in January. 


 


2.10.3 Quorum and Majority 


 


Two members shall constitute a quorum for any regular or special meeting of the 


Commission. The affirmative vote of two members shall be necessary for any action. 
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2.20 MEETINGS 


 


2.20.1 Regular Meetings 


 


Subject to cancellation or proper change, the Commission shall meet once per month. Dates 


and times will be established by the Commission on an annual basis for each ensuing year. 


Meetings will be held at the District Office, 101 W. Cochran Street, Simi Valley, 


California. When the regular meeting date falls on a holiday, the Commission shall meet 


on the next succeeding business day, unless at a prior regular meeting it designates some 


other day for its meeting. In cases of emergency, the Commission may meet at some other 


time and/or place, provided that at least 48 hours’ notice is given to employee and 


administration representatives and posted on the Commission's designated posting 


location. A copy of the regular meeting notice shall be posted on the Commission's 


designated posting location and exterior door of the District Office.  


 


2.20.2 Adjourned Meeting 


 


The Commission may adjourn any regular, special or adjourned meeting to a time and place 


specified in the order of adjournment. When an order of adjournment of a regular or 


adjourned meeting fails to state the hour at which the adjourned meeting is to be held, it 


shall be held at the hour designated for regular meetings. 


 


2.20.3 Special Meetings 


 


A. Special meetings may be called at any time by the Chairperson and shall be called 


upon the written request of any two members. Written notice shall be delivered 


personally, by mail, or by e-mail to each member of the Commission. Notice must 


also be given to each of the following who have filed written requests for such 


notice: each local newspaper of general circulation, radio or television station, and 


recognized employee or other organizations. Such notice must be delivered 


personally, by mail, or by e-mail at least 24 hours before the time of such meeting 


as specified in the notice. A copy of the notice shall be posted on the Commission's 


designated posting location and exterior door of the District Office. The order shall 


specify the time and place of the special meeting and business to be transacted. No 


other business shall be considered at such meeting by the Commission. 


 


B. Continuance of Hearing 


 


A hearing that is being held, or is noticed or ordered to be held, by the Commission 


at any meeting may be continued, or recontinued, to any subsequent meeting. 


Within 24 hours after the continuation, a copy of the notice of continuation shall be 


posted on the Commission's designated posting location and exterior door of the 


District Office. If the hearing is continued to a time less than 24 hours after the item 


specified in the notice of hearing, a copy of the notice of continuance must be posted 
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immediately following the meeting at which the declaration of continuance was 


made. 


 


C. Emergency Meetings 


 


Emergency meetings may be called when two members of the Commission 


determine that an emergency situation exists in which prompt action is necessary 


due to the disruption or threatened disruption of public facilities. At least one hour 


before the meeting, notice must be given to each of the following who have filed 


written request for notice: each local newspaper of general circulation, radio or 


television station, and recognized employee or other organizations. If e-mail and 


telephone services are not functioning, notice requirements are deemed waived, but 


the Commission or its designee must notify those newspapers, radio stations, or 


television stations of the fact that the meeting has occurred as soon after the meeting 


as possible. A copy of the notice of the emergency meeting shall be posted on the 


Commission's designated posting location and exterior door of the District Office. 


The order shall specify the time and place of the emergency meeting and business 


to be transacted. No other business shall be considered at such meetings by the 


Commission. 


 


The Commission may not meet in closed session during an emergency meeting.  


 


2.20.4 Public Meetings 


 


A. All regular and special meetings of the Commission shall be open and public, and 


all persons shall be permitted to attend any meetings of the Commission, except as 


provided in Rule 2.20.5 This rule shall not be construed as permitting employees to 


be absent from duty to attend Commission meetings. 


 


B. Individual employees, employee organizations, and other interested parties may 


submit their written views on any matter before the Commission and will be 


provided reasonable opportunity to present their view orally. The Commission will 


consider their comments and recommendations prior to arriving at a course of 


action. 


 


2.20.5 Closed Session 


 


A. The Commission may hold closed sessions to consider the employment or dismissal 


of any employee or to hear complaints or charges brought against such employee, 


unless such employee requests a public hearing. The Commission shall not, where 


practicable, consider any matter in closed session relating to an employee unless 


the employee has been notified of their right to a public hearing and has declined 


the public hearing or properly failed to request same. 
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B. The Commission may hold closed sessions with its designated representatives prior 


to and during consultations and discussions with representatives of employee 


organizations regarding negotiable items, such as salaries, salary schedules, or 


compensation paid in the form of fringe benefits in order to review its position and 


instruct its designated representatives. 


 


C. During the examination of a witness, the Commission may also exclude from any 


public or closed meeting any or all other witnesses in the matter being investigated. 


 


2.20.6 Agenda and Supporting Data 


 


The agenda will be posted on the Commission's designated posting location and the exterior 


door of the District Office at least 72 hours prior to every regular meeting or 24 hours prior 


to every special Commission meeting and distributed to the news media which have 


requested it. Insofar as possible, at least 48 hours prior to every regular or 24 hours prior 


to every special Commission meeting, the agenda shall also be provided to the designated 


representatives of all employee organizations representing district classified employees. 


When practicable, supporting data will be furnished in advance.  


 


2.20.7 Amendment, Deletion, or Addition to Rules 


 


A. All proposals, from any source, to amend, delete, or add to these rules Rules will 


be considered a "first tentative reading" at the meeting in which they are first 


presented to the Commission. They will not, unless a critical emergency exists, be 


acted upon at the meeting. 


 


B. At the "first tentative reading", the Commission will set a date for Commission 


action on the proposal, which date shall not be less than two weeks later. It shall 


also instruct the Personnel Director to refer the proposal to interested persons or 


organizations for comment and recommendation. 


 


C. Insofar as possible, interested parties shall submit their reactions to proposals in 


writing on or before the stipulated agenda deadline date and shall have the right to 


present reactions to the Commission orally at the appropriate Commission meeting. 


 


2.20.8 Minutes 


 


The Personnel Director shall record in the minutes the time and place of each meeting, the 


names of the Commissioners present, all official acts of the Commission, and the votes of 


the Commissioners. When requested, a Commissioner's dissent or approval and reasons 


shall be recorded. The minutes shall be written and presented for correction and approval 


at the next regular meeting. The minutes or a true copy thereof shall be open to public 


inspection. Copies of the official minutes shall be distributed to recognized employee 


organization representatives who have requested them. 
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2.20.9 Payment for Meeting Attendance (Ed Code 45251) 


 


Each Commissioner shall receive the sum of $50.00 for each meeting attended in any one 


month, including regular, adjourned or special meetings, but not to exceed a total of 


$250.00 per month. 


 


2.30 COMMISSION EMPLOYEES 


 


2.30.1 Status of Commission Employees (Ed Code 45264) 


 


The Personnel Director and other persons required to carry out the responsibilities of the 


Commission shall be appointed by and responsible to the Personnel Commission. 


However, they shall be considered part of the Classified Service, and the rules, procedures, 


benefits, and burdens pertinent to the Classified Service shall apply to Commission 


employees except as the Commission may specifically direct. 


 


2.30.2 General Duties of the Personnel Director (Ed Code 45266) 


 


A. The Personnel Director shall be responsible to the Commission and shall perform 


all of the duties and carry out all of the functions imposed by law and these rules 


Rules and shall be free of prejudgment or bias in order to ensure the impartiality of 


the Commission. They shall act as Secretary to the Commission and shall issue and 


receive all notifications on its behalf. They shall direct and supervise the employees 


of the Commission and conduct administrative transactions consistent with the law 


and necessary to the proper functioning of the office and staff of the Commission.  


 


B. The Personnel Director shall conduct classification, salary and rules studies and 


shall make such other investigations as directed by the Commission or as they deem 


necessary to their responsibilities. They may be designated as a hearing officer in 


accordance with Education Code Section 45312. 


 


C. The Personnel Director shall not advise or make recommendations to the 


Commission regarding any disciplinary action appealed to the Commission under 


Section 45305, if the Personnel Director is the party who brought the action against 


the employee. 


 


D. In cases where two or more rules appear to be in conflict, or when no rule provides 


a clear-cut answer to a problem, the matter shall be decided by the Personnel 


Director, subject to appeal to the Commission. 
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2.40 MISCELLANEOUS PROVISIONS 


2.40.1 Communications 


 


A. Communications and requests shall, insofar as practicable, be in writing. 


Communications and requests shall be acknowledged and replied to, noting official 


Commission action when appropriate. 


 


B. Individuals or groups who wish to present proposals for action by the Commission 


shall be encouraged to present them to the Personnel Director for placement on the 


Commission agenda. It is against the policy of the Commission to take up proposals 


except at open meetings, although the Commission may designate one of its 


members to investigate a specific subject. 


 


2.40.2 Budget (Ed Code 45253) 


 


The Personnel Director shall prepare and submit to the Commission a proposed operating 


budget for the Commission for the next ensuing fiscal year. The budget shall be submitted 


not later than the first Commission meeting in April. The annual budget of the Personnel 


Commission may include amounts for the purpose of Section 45255. 


 


The Commission shall hold a public hearing not later than May 30 of each year, or at a date 


agreed upon between the Governing Board and the Personnel Commission to coincide with 


the process of adoption of the school district budget. 


 


Prior to the public hearing, the Commission shall submit a copy of its proposed budget to 


the Board of Education for review. The Commission shall indicate to the Board of 


Education the time and place of the public hearing and invite the Board of Education and 


district administration to attend and present their views. 


 


The Commission shall fully consider the views of the Board of Education prior to adoption 


of its proposed budget. 


 


When approved by the Commission, the budget shall then be submitted to the County 


Superintendent of Schools in accordance with Education Code Section 45253. 


 


If the County Superintendent of Schools proposes to reject the budget as submitted by the 


Commission, they shall, within 30 days of the Commission's submission of the budget, 


hold a public hearing on the proposed rejection within the District. They shall have 


informed both the Commission and the Governing Board of the date, time, and place of the 


hearing. They may after such public hearing either reject, or with the concurrence of the 


Commission, amend the proposed budget. In the absence of agreement between the 


Personnel Commission and the County Superintendent of Schools the budget of the 
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preceding year shall determine the amount of the new budget, and the items of expenditure 


shall be determined by the Commission. 


 


2.40.3 Annual Report 


 


A. The Personnel Director shall prepare an annual report of Commission activities. When 


approved by the Commission, the annual report shall be submitted to the Board of 


Education. 


 


B. The report shall be prepared for Commission approval as soon after each calendar year as 


possible and not later than a meeting in November. The report shall cover Commission 


activities for the preceding fiscal year. 


 


 
Article II Revised 5/13/2020 


 








SVUSD Classified Personnel Services
PERSONNEL COMMISION REPORT
2020-2021 P.C. BUDGET
521, 530, and 540 Accounts 


(shortcut) fund-obj.-resrc-gl-func- loc-mgmt-psuedo Description Encumbered Expensed Balance


521-H&W RETIREE BENS
(186977) 010-3902-0000-0-0000-7490-165-521-0RET-0 OTH BENS Cls, Undistrib, Un 2,400.00 2,400.00


2,400.00 2,400.00 0.00 0.00 0.00


530-H&W RETIREE BENS
(176766) 010-3902-0000-0-0000-7490-165-530-0RET-0 OTH BENS Cls, Undistrib, Un 2,400.00 2,400.00 2,233.20 166.80


2,400.00 2,400.00 0.00 2,233.20 166.80


530-0257 PERSONNEL COMISSIONERS SALARIES
Cls Supv HR 2,700.00 2,700.00 450.00 2,250.00


(111818) 010-3202-0000-0-0000-7490-165-530-0257-0 Pers/Clas Undistrib.Unres 616.00 616.00 616.00
OASDI/Clas 207.00 207.00 15.84 191.16
H&W Clas 30,653.00 30,653.00 15,725.16 5,241.72 9,686.12
SUI Clas 2.00 2.00 .24 1.76
WrkComp Clas 88.00 81.00 12.39 68.61


34,266.00 34,259.00 15,725.16 5,720.19 12,813.65


530-0270 PERSONNEL COMISSION STAFF OT
Off Sal OT 2,049.00 2,049.00 218.20 1,830.80
PERS/Clas 468.00 468.00 468.00
OASDI/Clas 157.00 157.00 16.69 140.31
SUI Class 2.00 2.00 .09 1.91
WrkComp Clas 67.00 61.00 6.00 55.00


2,743.00 2,737.00 .00 240.98 2,496.02


530-0271 OFFICE SUPPLIES
MATLS/SUPPS (includes equip <$500) 1,200.00 1,044.00 1,044.00


1,200.00 1,044.00 .00 .00 1,044.00


530-0276 CONTRACTED PERSONNEL SERVICES
PROF SRV 4,750.00 4,750.00 2,500.00 2,250.00
ROYALTY/LICENSE 15,576.00 16,200.00 16,198.88 1.12


20,326.00 20,950.00 .00 18,698.88 2,251.12


530-0278 STAFF MILEAGE
TRAVEL/CONF 160.00 160.00 14.60 145.40


160.00 160.00 .00 14.60 145.40


530-0279 ADVERTISING
PROF SRV 1,767.00 1,767.00 788.60 978.40


1,767.00 1,767.00 .00 788.60 978.40


Total for Optional 0278 


Total for Optional 0279 
(096914) 010-5800-0000-0-0000-7490-165-530-0279-0


(096913) 010-5800-0000-0-0000-7490-165-530-0276-0
(146152) 010-5897-0000-0-0000-7490-165-530-0276-0


Total for Optional 0271 


(096542) 010-5200-0000-0-0000-7490-165-530-0278-0


(090826) 010-3502-0000-0-0000-7490-165-530-0270-0
(092498) 010-3602-0000-0-0000-7490-165-530-0270-0
Total for Optional 0270


Total for Optional 0276 


(095154) 010-4300-0000-0-0000-7490-165-530-0271-0


(092497) 010-3602-0000-0-0000-7490-165-530-0257-0
Total for Optional 0257 


(090825) 010-3502-0000-0-0000-7490-165-530-0257-0


(087482) 010-3302-0000-0-0000-7490-165-530-0270-0


Current Budget Status as of 9/30/20Revised 
Budget


2020-2021 
Approved 


Budget


(089153) 010-3402-0000-0-0000-7490-165-530-0257-0
(087481) 010-3302-0000-0-0000-7490-165-530-0257-0


(084564) 010-2302-0000-0-0000-7490-165-530-0257-0


(084798) 010-2403-0000-0-0000-7490-165-530-0270-0
(111819) 010-3202-0000-0-0000-7490-165-530-0270-0







SVUSD Classified Personnel Services
PERSONNEL COMMISION REPORT
2020-2021 P.C. BUDGET
521, 530, and 540 Accounts 


(shortcut) fund-obj.-resrc-gl-func- loc-mgmt-psuedo Description Encumbered Expensed Balance


Current Budget Status as of 9/30/20Revised 
Budget


2020-2021 
Approved 


Budget
530-0284 DUES & MEMBERSHIP


DUES/MEMB 3,007.00 3,007.00 1,005.00 2,002.00
3,007.00 3,007.00 .00 1,005.00 2,002.00


(096696) 010-5300-0000-0-0000-7490-165-530-0284-0
Total for Optional 0284 







SVUSD Classified Personnel Services
PERSONNEL COMMISION REPORT
2020-2021 P.C. BUDGET
521, 530, and 540 Accounts 


(shortcut) fund-obj.-resrc-gl-func- loc-mgmt-psuedo Description Encumbered Expensed Balance


Current Budget Status as of 9/30/20Revised 
Budget


2020-2021 
Approved 


Budget
530-0286 EQUIPMENT > $500


MATLS/SUPP 1,266.00 1,110.00 1,110.00
1,266.00 1,110.00 .00 .00 1,110.00


530-0669 TRAVEL & CONFERENCE
TRAVEL/CONF 5,000.00 5,000.00 5,000.00


5,000.00 5,000.00 .00 .00 5,000.00


530-0BV5 POSTAGE
DIR COST TFRS, UNDISTRIB, 500.00 344.00 344.00


500.00 344.00 .00 .00 344.00


530-0DER CONSULTANTS
PROF SRV, UNDISTRIB, UNRE 6,484.00 6,484.00 4,899.75 1,584.25


6,484.00 6,484.00 4,899.75 .00 1,584.25


530-0E92 DIRECTOR'S SALARY
CLS SUPV/ADM MO, UNDISTRI 134,408.00 134,408.00 101,276.19 33,130.95 0.86
PERS/CLAS, UNDISTRIB, UNR 30,645.00 30,645.00 20,964.15 6,858.10 2,822.75
OASDI/CLS, UNDISTRIB, UNR 10,283.00 10,283.00 7,747.65 2,534.52 0.83
H&W CLASS, UNDISTRIB, UNR 24,526.00 24,526.00 18,465.03 6,155.01 -94.04
SUI CLASS, UNDISTRIB, UNR 68.00 68.00 50.67 16.57 0.76
WRK COMP CLS, UNDISTRIB, 4,369.00 4,033.00 2,785.14 911.11 336.75
OPEB CLAS, UNDISTRIB, UNR 360.00 160.00 90.00 10.00 60.00


204,659.00 204,123.00 151,378.83 49,616.26 3,127.91


530-0MWW EMPLOYEE RECOGNITION
MATLS/SUPPS 212.00 212.00 212.00


212.00 212.00 .00 .00 212.00


530-0N55 PRINTING & XEROX USAGE
PRINT SHOP 750.00 594.00 594.00


750.00 594.00 .00 .00 594.00


530-0RFN ATTORNEY FEES
ATTY FEES 50,000.00 50,000.00 18,803.00 1,197.00 30,000.00


50,000.00 50,000.00 18,803.00 1,197.00 30,000.00


530-0W95 INTERVIEW PANEL EXPENSES
MATLS/SUPPS 590.00 590.00 590.00
PROF SRV - CONTRACTED SERV. 2,000.00 2,000.00 2,000.00


2,590.00 2,590.00 .00 .00 2,590.00


334,930.00 334,381.00 190,806.74 77,281.51 66,292.75Total for Mgmt Code 530


Total for Optional 0RFN 


(096918) 010-5800-0000-0-0000-7490-165-530-0W95-0
Total for Optional 0W95 


(105457) 010-4300-0000-0-0000-7490-165-530-0W95-0


(105602) 010-5710-0000-0-0000-7490-165-530-0N55-0


(095157) 010-4300-0000-0-0000-7490-165-530-0MWW-
Total for Optional 0MWW 


(090830) 010-3502-0000-0-0000-7490-165-530-0E92-0
(092502) 010-3602-0000-0-0000-7490-165-530-0E92-0
(133554) 010-3752-0000-0-0000-7490-165-530-0E92-0


Total for Optional 0N55 


(084552) 010-2301-0000-0-0000-7490-165-530-0E92-0


(096916) 010-5800-0000-0-0000-7490-165-530-0DER-0
Total for Optional 0DER and Expense accounts


(089158) 010-3402-0000-0-0000-7490-165-530-0E92-0


Total for Optional 0669 


Total for Optional 0BV5
(100280) 010-5710-0000-0-0000-7490-165-530-0BV5-0


(111823) 010-3202-0000-0-0000-7490-165-530-0E92-0
(087486) 010-3302-0000-0-0000-7490-165-530-0E92-0


(105916) 010-4300-0000-0-0000-7490-165-530-0286-0


(096544) 010-5200-0000-0-0000-7490-165-530-0669-0


Total for Optional 0286







SVUSD Classified Personnel Services
PERSONNEL COMMISION REPORT
2020-2021 P.C. BUDGET
521, 530, and 540 Accounts 


(shortcut) fund-obj.-resrc-gl-func- loc-mgmt-psuedo Description Encumbered Expensed Balance


Current Budget Status as of 9/30/20Revised 
Budget


2020-2021 
Approved 


Budget


540 - 0242 CONFIDENTIAL PC STAFF SALARIES
(084651) 010-2401-0000-0-0000-7490-165-540-0242-0 Off Sal Mo 127,498.00 127,498.00 94,449.24 30,580.71 2,468.05
(111821) 010-3202-0000-0-0000-7490-165-540-0242-0 PERS/Clas 29,070.00 29,057.00 19,551.06 6,330.21 3,175.73
(087484) 010-3302-0000-0-0000-7490-165-540-0242-0 OASDI/Clas 9,754.00 9,754.00 7,203.87 2,332.26 217.87
(089156) 010-3402-0000-0-0000-7490-165-540-0242-0 H&W Clas 10,802.00 10,802.00 7,874.01 2,624.67 303.32
(090828) 010-3502-0000-0-0000-7490-165-540-0242-0 SUI Clas 64.00 64.00 47.07 15.26 1.67
(092500) 010-3602-0000-0-0000-7490-165-540-0242-0 Wrk Comp Clas 4,144.00 3,831.00 2,597.31 840.98 392.71
(133552) 010-3752-0000-0-0000-7490-165-540-0242-0 OPEB Clas (Oth Post Empl Benefits) 720.00 320.00 180.00 20.00 120.00


182,052.00 181,326.00 131,902.56 42,744.09 6,679.35


540-0353 NON-CONFIDENTIAL PC STAFF SALARIES
(084652) 010-2401-0000-0-0000-7490-165-540-0353-0 OFF SAL MO, UNDISTRIB, UN 19,238.00 19,238.00 15,100.28 5,007.75 870.03-
(111822) 010-3202-0000-0-0000-7490-165-540-0353-0 PERS/CLAS, UNDISTRIB, UNR 4,387.00 4,387.00 3,125.80 1036.62 878.10
(087485) 010-3302-0000-0-0000-7490-165-540-0353-0 OASDI/CLS, UNDISTRIB, UNR 1,472.00 1,472.00 1,155.28 383.10 316.72
(089157) 010-3402-0000-0-0000-7490-165-540-0353-0 H&W CLASS, UNDISTRIB, UNR 10,000.00 10,000.00 9,997.48
(090829) 010-3502-0000-0-0000-7490-165-540-0353-0 SUI CLASS, UNDISTRIB, UNR 10.00 10.00 7.60 2.52 135.33-
(092501) 010-3602-0000-0-0000-7490-165-540-0353-0 WRK COMP CLS, UNDISTRIB, 626.00 576.00 415.31 137.73 155.69
(133553) 010 3702 0000-0-0000-7490-165-540-0353-0 OPEB CLAS, UNDISTRIB, UNRES 180.00 80.00 45.00 5.00 #REF!


35,913.00 35,763.00 19,849.27 6,572.72 #REF!
217,965.00 217,089.00 151,751.83 49,316.81 #REF!


TOTAL 555,295.00 553,870.00 342,558.57 126,598.32 #REF!


Total for Optional 0353 and Expense accounts


Total for Optional 0242 and Expense accounts


Total for Mgmt Code 540
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SUBJECT TO THE APPROVAL     
 OF THE PERSONNEL COMMISSION 


 


 SIMI VALLEY  UNIFIED SCHOOL DISTRICT 
 PERSONNEL COMMISSION 


RECLASSIFICATION OF A POSITION TO A NEW CLASSIFICATION 


RECOMMENDATIONS: 
 
A.   ESTABLISHMENT OF A NEW CLASSIFICATION 
 Administrative Services Assistant – District Receptionist 


 Classified Salary Schedule 70 
  
B.   RECLASSIFICATION OF A POSITION: 


 
From: 


 


 
Administrative Services Assistant I 
Classified Salary Schedule 60, 
$2,695.58-$3,281.44/month 


 
To:
  
 


 
Administrative Services Assistant – 
District Receptionist (NEW CLASS) 
Classified Salary Schedule 70, 
$2,952.36-$3,617.87/month 


 
Incumbent: 


 
 


 
Tracey Rapp  


 
Location: 


 
Superintendent’s Office  


 


BACKGROUND:  The supervisor requested a classification study to ensure the position is classified appropriately. 
Commission staff found that the position spends a significant portion of time performing assigned duties that fall 
outside the scope of responsibility of an Administrative Services Assistant I. Commission staff’s recommendation to 
reclassify the position to the proposed classification of Administrative Services Assistant – District Receptionist is based 
upon a review of the incumbent’s completed Position Description Questionnaire, a desk audit of the subject position, a 
review of work samples, and an interview with the incumbent’s supervisor. 


BASIS OF RECOMMENDATIONS:  
A. ESTABLISHMENT OF A NEW CLASSIFICATION 


The subject position serves as district receptionist and liaison between the district office and the general public, 
parents/families, employees, and external agencies and performs a variety of general and specialized clerical duties 
in support of district-wide operations and activities. A classification encompassing the aforementioned 
responsibilities does not currently exist. The primary focus of the existing classification of Administrative Services 
Assistant I is providing general and specialized clerical support for a department, function, or educational program. 
The classification includes responsibility for receiving and providing assistance to customers for the assigned 
department; however, the classification concept does not reflect the level of responsibility associated with serving 
as district receptionist and liaison for the entire district office as opposed to a single department. These 
responsibilities require a greater level of discretion and independence of judgment than is represented by the 
duties listed in the Administrative Services Assistant I job description. Therefore, Commission staff recommends 
the establishment of a new classification titled Administrative Services Assistant – District Receptionist. A 
classification specification detailing the assigned duties of the proposed classification is presented in conjunction 
with this report.       
 
The recommended salary for the proposed classification is based on external market data. Classifications with 
similar duties and level of responsibility were found at the following organizations: 
 


Organization Title Monthly Salary 


William S. Hart USD District Receptionist $2,827.00 - $3,427.00 


Conejo Valley USD Receptionist/Telephone Operator $2,952.14 - $3,601.46 


Ventura USD District Receptionist $3,015.00 - $3,766.00 


Santa Barbara COE Switchboard Operator $3,200.00 - $4,121.00 







SUBJECT TO THE APPROVAL     
 OF THE PERSONNEL COMMISSION 


 


SC  Presented to the Personnel Commission on October 14, 2020           


 


Oxnard UHSD District Receptionist $3,393.33 - $4,133.85 


Hueneme Elementary SD Receptionist/Secretary $3,405.00 - $4,140.00 


Ocean View SD District Receptionist  $3,418.00 - $4,168.00 


 
In consideration of the aforementioned information, it is appropriate to allocate the new classification to Classified 
Salary Schedule #70 ($2,952.36-$3,617.87/month). 
 


B. RECLASSIFICATION OF A POSITION 
When the subject position was established in October 2017, it was classified as an Administrative Services Assistant 
I because it appeared that the classification encompassed the assigned responsibilities as anticipated at that time. 
However, as Ms. Rapp has assumed more responsibility, it has become apparent that the Administrative Services 
Assistant I classification does not capture the level of responsibility, discretion, and independence of judgment 
associated with serving as district receptionist and liaison for the entire district office as opposed to providing 
clerical support to a single department. 
 
The subject position meets the new class concept of Administrative Services Assistant – District Receptionist in that 
Ms. Rapp receives, assists with, and routes all phone calls and visitors to the district office, encompassing a wide 
variety of matters across all district departments. Ms. Rapp operates a centralized multi-line phone system 
consisting of five incoming lines and an overflow that comes in from the school sites to the district office. Not only 
does Ms. Rapp perform traditional receptionist duties, she serves as liaison between the district office and a variety 
of customers and demonstrates discretion in decision making when providing information and assistance. 
Examples include determining whether individuals who request to meet with administrators, including the 
Superintendent, have gone through the proper channels (e.g. teacher, principal, director, etc.), deescalating 
irate/difficult parents, explaining detailed policies and procedures to parents, and referring customers to resources. 
Overall, rather than simply routing or directing the customer, Ms. Rapp listens to the customer’s issue and resolves 
it when feasible and appropriate. She determines when it is appropriate to resolve a customer’s issue or refer them 
to someone else, and to whom. She gathers information pertinent to the individual’s situation and relays to the 
appropriate parties. Her ability to assist with issues rather than refer them has increased as she has become more 
familiar with district operations, and she is able to resolve a vast majority of issues independently. She has 
familiarized herself with the functions of all district office departments and provides information to customers 
regarding departments’ processes and procedures. For example, she answers inquiries and assists with matters 
pertaining to benefits, educational services, personnel, purchasing, and student support. Further, she explains and 
enforces district office policies, procedures, and protocols pertaining to the receptionist function (e.g. ensuring that 
visitors follow proper protocols for accessing the building). 


 
Consequently, it is recommended that the subject position be reclassified to the new classification of 
Administrative Services Assistant – District Receptionist.  


STATUS OF INCUMBENT:  Ms. Rapp spends a significant portion of her time performing duties consistent with the 
proposed classification of Administrative Services Assistant – District Receptionist. However, the higher-level duties 
were not gradually accrued. Consequently, Ms. Rapp is not eligible to be reclassified with her position. Commission 
staff recommends that Ms. Rapp be placed in the new classification after passing a qualifying examination.  








Simi Valley Unified School District Personnel Commission


Classification Location Request Date Status Reclassified


Administrative Services Assistant I Superintendent's Office Aug-20 Recommendation to be presented to PC 10/14/20


Payroll Technician (3 positions) Fiscal Services Feb-20 Complete Yes


School Services Assistant III Simi Institute for Careers & Education May-20 Complete No


Updated: 10/5/20


Requested Position Classification Studies
FY 2020-21
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Simi Valley Unified School District Personnel Commission


Classification Title
Number of 
Vacancies


Vacancy 
Locations Open Date


Closing 
Date Type of Exam T&E Completed By Test Date


Structured 
Interview Date


Eligibility List 
Established By


Administrative Services Assistant II 1 Ed Services 10/5/2020 10/26/2020


Multiple Choice 
Test; Structured 


Interview N/A week of 11/2 week of 11/9 11/17/2020


Certified Educational Sign Language Interpreter 1
Certificated 
Personnel 9/4/2020 10/20/2020


Multiple Choice 
Test; Structured 


Interview N/A week of 10/26 week of 11/2 11/10/2020


Construction Manager/Project Coordinator 1 Bond 9/24/2020 10/16/2020
T&E; Structured 


Interview 10/19/2020 N/A week of 10/19 10/27/2020


Elementary Campus Supervisor Multiple Various Continuous 10/14/2020
Multiple Choice 


Test N/A 10/19/2020 N/A 10/21/2020


Groundskeeper I 1 Sinaloa 9/4/2020 9/29/2020


Multiple Choice 
Test; Structured 


Interview N/A 10/8/2020 week of 10/12 10/20/2020


Mechanic Supervisor 1
Student Safety & 


Transit 9/22/2020 10/14/2020
T&E; Structured 


Interview 10/19/2020 N/A week of 10/19 10/27/2020


Paraeducator, Visually Impaired 1 Student Support 8/17/2020 9/14/2020


Multiple Choice 
Test; Structured 


Interview N/A week of 9/21 TBD TBD


Paraeducator I, Special Education Multiple Various Continuous 10/16/2020
Multiple Choice 


Test N/A week of 10/26 N/A 11/3/2020


Paraeducator II, Special Education 2 Student Support 9/4/2020 9/29/2020


Multiple Choice 
Test; Structured 


Interview N/A 10/8/2020 week of 10/12 10/20/2020


Passenger Vehicle Driver Multiple
Student Safety & 


Transit Continuous 10/6/2020
Structured 
Interview N/A N/A 10/15/2020 10/19/2020


School Services Assistant II 1 Park View 9/4/2020 9/29/2020


Multiple Choice 
Test; Structured 


Interview N/A 10/6/2020 10/13/2020 10/15/2020


Secondary Campus Supervisor Multiple Various Continuous 10/14/2020
Multiple Choice 


Test N/A 10/19/2020 N/A 10/21/2020


UPCOMING CLASSIFIED RECRUITMENTS


Classification Title 
Number of 
Vacancies


Vacancy 
Locations


Adult Ed Instructional Assistant - Welding 2 SICE
Student Body Bookkeeper - Middle School 1 Valley View MS


Current Classified Recruitments as of 10-8-20
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