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OXNARD SCHOOL DISTRICT

o Chitaen  neelonce NOTICE OF SPECIAL MEETING
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8D SCHOOL DIS 4:00 p.m. Special Meeting

Board Room of the ESC
1051 South A Street, Oxnard, CA 93030

A.ORDER OF BUSINESS
1.  Call Meeting To Order
2. Roll Call

3. Adoption of the Agenda

B. COMMENTS BY THE PUBLIC

Public Comment provides the public an opportunity to address the Personnel Commission
(“Commission”) on non-agenda items. Speakers are requested to limit their remarks to three
(3) minutes. The Commission shall limit the total time for Public Comment on each subject to
fifteen (15) minutes. The Commission may not deliberate or take any action on items raised
during this portion of the meeting.

C.ACTION ITEMS

1. Eligibility Lists (page 3)
The Personnel Commission will review certification of eligibility lists.

2. Assistant Superintendent, Business & Fiscal Services (page 5)
The Personnel Commission will consider approving amendments the job description.

3. Advanced Step Placement (page 9)
The Personnel Commission will ratify the advanced step placement for Miriam Lorea, Risk
Management Specialist, at range 26.0, Step B pursuant to Personnel Commission Rules &
Regulations 70.200.1.

4. Re-allocation on Salary Schedule - Human Resources Analyst (page 10)
The Personnel Commission will consider approving the salary reallocation.

Note: In accordance with the requirements of the Americans with Disabilities Act and related federal regulations, individuals who
require special accommodation, including but not limited to an American Sign Language interpreter, accessible seating or
documentation in accessible formats, should contact the Personnel Commission before the meeting date. Any materials relating to
an agenda item that are distributed less than 72 hours prior to a meeting are available at the Personnel Commission Office located
at 1051 South “A” Street, Oxnard, California 93030



D.REPORTS/OTHER INFORMATION/DISCUSSION ITEMS
These items are presented for information or study only, no action will be taken.

1. Recruitment update
Staff will report on the Director, Classified Human Resources recruitment.

E. CLOSED SESSION PUBLIC PARTICIPATION/COMMENTS
Persons wishing to address the Personnel Commission on an agenda item identified in the Closed
Session agenda may address the Personnel Commission.

The Personnel Commission will convene to closed session for the following items:

1. Pursuant to Section 54956, 54957 of the Government Code, the Commission will consider a
personnel matter concerning;:

» Public Employee Evaluation: Interim Director, Classified Human Resources

2. Reconvene to open session and report out of closed session.
The Commission will report on any action taken in closed session.

F. ADJOURNMENT

Note: In accordance with the requirements of the Americans with Disabilities Act and related federal regulations, individuals who
require special accommodation, including but not limited to an American Sign Language interpreter, accessible seating or
documentation in accessible formats, should contact the Personnel Commission before the meeting date. Any materials relating to
an agenda item that are distributed less than 72 hours prior to a meeting are available at the Personnel Commission Office located
at 1051 South “A” Street, Oxnard, California 93030
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—~ : merged: 19-20:03, 19-20:37
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Recruitment Type: Dual Certification Y

. 18T

7RD SCHOOL DISS
Health Care Technician

Rank Name Expiration Date
1 Bravo, Breanna 7/23/2021
1 Delgadillo, Felisha Evelyn 12/5/2020
1 Payuyo, Jason 7/23/2021
2 Magdaleno, Berta 7/23/2021
3 Araya, Carol 7/23/2021
4 Guanio, Evangeline 12/5/2020
5

Polk, Lauren 7/23/2021
¥ .
Quezon, Cyndle Marie 7/23/2021

Eligibility lists are in effect for one year from the date on which they are established unless they are exhausted.
Lists may be created for six months with approval of the Personnel Commission.

Action Items-Eligibility List July 30, 2020
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Recruitment Type: Dual Certification _553' 2 Eligibility List No. 19-20:18
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School Occupational Therapist

Rank Name Expiration Date
1 Aunulewicz, Nicole 7/22/2021
1 Dixon, Sierra 7/22/2021
1 Doohan, Jessica 5/21/2021
2 Geertsen, Lisbeth 5/21/2021
2 Montemayor, Juan 0/19/2020

Eligibility lists are in effect for one year from the date on which they are established unless they are exhausted.
Lists may be created for six months with approval of the Personnel Commission.

Action Items-Eligibility List July 30, 2020
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ASSISTANT SUPERINTENDENT, BUSINESS & FISCAL SERVICES

Class specifications are intended to present a descriptive [ist of the range of duties performed by employees in the class. Specifications are
nof intended to reflect all duties performed within the job.

SUMMARY OF DUTIES

Under the direction of the Superintendent, coordinates and supervises the activities of the units responsible for the
busmess and financial affairs of the District including Budget & Finance, Child Nutrition, Facilities,
Purchasing/Warehouse/Reprographics, and Transportation; serves as techmcal expert and adviser to the
Supermtendent on the District's needs, difficulties, and opportumties related to business, finance, property. and
material; directs and coordinates the preparation of the District’s annual budget for approval and adoption by the
Board of Trustees; oversees short- and long-term planning and evaluation of the business and financial affairs of
the District; and performs a variety of other duties relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES
The descriptions below are provided to demonsirare how this classification fits within the organization and fo assist in quic Ky idenfifiing
key differences betwesn classifications which may appear otherwise similar. All classifications are listed in order from highest to lowest.

The Assistant Superintendent, Business & Fiscal Services is a single position executive-level management
classification which provides overall leadership and assumes responsibility for all units under the oversight of the
Business & Fiscal Services division mcluding Budget & Finance, Child Nutrition, Facilities,
Purchasing/Warehouse/Reprographics, and Transportation.

The Director of Finance 15 a single position management-level classification responsible for the direct oversight of
the Budget & Finance department including accounts payable, accounts receivable, budget control, and payroll
functions of the District.

SUPERVISION RECEIVED AND EXERCISED

e Receives supervision from the District Superintendent;

e Provides supervision and work direction to all admimistrators under the oversight of Business & Fiscal
Services and all employees assigned directly to the Business & Fiscal Services office.

ESSENTIAL DUTIES

e Directs, coordinates, supervises, and ensures the efficiency and effectiveness of the operations of all units
under the oversight of the Business & Fiscal Services division, inclusive of Budget & Finance, Cluld
Nutrition, Facilities, Purchasing/Warehouse/Reprographics, and Transportation; ensures compliance with
local, state, and federal laws relating to school business operations;

e Directs and coordinates the preparation of the District’s annual budget for approval and adoption by the Board
of Trustees; compiles, analyzes, and consolidates budget information to ensure appropriate budgetary
allocations to accomplish District objectives; ensures appropriate budgetary controls;

e Provides leadership and support to units under the oversight of the Business & Fiscal Services division in
order to create a lugh performance environment that supports the District’s goals and objectives; works to
resolve 1ssues and conflicts within subordinate departments; develops policies and procedures to encourage
effective and efficient management;

* Provides assistance and direction to department and school admimistrators as needed n the preparation,
control, and reporting of department and site budgets;

e Provides techmical expertise, information, and assistance to the Superintendent and Board of Trustees
regarding assigned functions; assists i the formulation and development of District policies, procedures, and
programs; advises the Superintendent in the development of comprehensive short- and long-term planning
and evaluation of the business and financial affairs of the District;

e Directs activities as may be required to obtam all financial resources available to the District, mcluding
mvestment of District funds not deposited with County Treasurer;

* Recommends necessary changes n the orgamization of business and financial operating umits and in the
policies and procedures affecting them;

Action Items- Assistant Superintendent, Business & Fiscal Services July 30, 2020
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Attends meetings of the Board of Trustees; prepares and presents reports regarding the financial and business
administration of the District to the Board of Trustees and at other public forums;

Provides support to District departments as well as internal and external stakeholders in assessing the
financial impact of legislation, ballot measures. negotiations, and related matters; conducts analyses of
impending legislation with regard to potential financial. procedural, and related implications on the District’s
programs and operational needs;

Anticipates, evaluates, and imterprets sigmficant national, state, and local trends and developments regarding
business and financial matters and makes appropriate recommendations to the Superintendent and Board of
Trustees;

Represents the District at local, state, and national meetings of organizations concerned with business and
financial management; serves on District committees as a resource person regarding business and financial
matters;

Establishes relationships and works cooperatively with various community and government groups, including
the County Auditor and Controller, County Treasurer, County Office of Education, state departments of
education and finance, taxpayers' associations, the Chamber of Commerce, citizen’s advisory conumnittees,
bond rating organizations, and other interested public groups in order to improve the business and financial
operations of the District;

Responsible for enrollment projections for staffing purposes, budgeting and long-range planning.

Serves as a member of the District’s negotiating team and negotiates with employee groups in regards to
wages, working conditions, and other matters of employment;

Works with District personnel to project student enrollment, building and facilities, energy, and capital
equipment needs, and other cost items for district and individual school improvement;

Responds to requests from auditors, grantor organizations, and governmental organizations; represent the
District during audits by public auditors;

Leads efforts to find and acquure land for new school sites as directed by the Board of Trustees; ensures
compliance with the Califorma Environmental Quality Act and other applicable laws and regulations;
Attends and leads management meetings in order to contribute to the development of teamwork and improved
service for all students.

Other Related Duties

May serve as acting Superintendent when so designated in the absence of the Superintendent;
Performs related duties and responsibilities as required.

ENOWLEDGE. ABITITIES. AND TRAITTS

EKnowledoe of:

e  Current theory, principles, and practice of modern school district business and financial management;

* Prnciples of program budgeting;

* Prnciples of personnel adnumistration:

 Aftendance accounting laws, rules, and regulations;

* Auditing of K-12 public schools, California School Accounting Manual, and Governmental Accounting
Standards (GASB) requirements;

* Budget planning, development, control, and reporting requirements in a public school environment;

* Business administration and collective bargaining laws, rules, and regulations in California;

* Methods, procedures, and planmng involved in school district facilities planning and construction projects;

* Food services, maintenance and operations, pupil transportation, and purchasing and warehousing operations;

» Provisions of federal, State and local laws, codes, and regulations including laws and regulations applying to
school district financial and business operations;

» Site acquisition and compliance with California Environmental Qualities Act (CEQA) laws and regulations;

¢ California Standardized Accounting Code System (SACS);

* Califormia Public School Construction Rules and Regulations and Accounting;

¢+ Implementation of developer fees and assessment;

*» Negotiation of mitigation agreements with developers.

Action ltems- Assistant Superintendent, Business & Fiscal Services July 30, 2020
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Ability to:

e Select, supervise, train, direct, motivate, and evaluate staff;

e Plan direct, make decisions, establish priorities and coordinate a variety of complex technical operations
involving efforts of multiple specialized units;

Amnalyze sifuations accurately and adopt an effectrve course of actions;

Exercise good and sound judgment;

Plan and organize work to meet schedules and timelines in an enviromment with constantly changing
priorities;

Prepare clear and comprehensive reports;

Establish and maintam effective working relationships;

Explamn complex technical information clearly and concisely;

Work effectively with officials and employees of the District, other public agencies, and the public;
Interpret laws, rules, regulations and policies related to business and financial matters;

Amnalyze financial statements and fiscal reports and prepare a complex budget;

Chair comnuttees and bring consensus on complicated issues;

Speak effectively before City Council. Board of Supervisors and other public agencies;

Implement successful conflict resolution with parents, community, and staff;

Commumcate effectively, both orally and m writing;

Operate a variety of office machines and equipment such as a personal computer and all applicable hardware
and software, copiers, scanners, typewriters, calculators, and fax machines;

e Maintain confidentiality of privileged information obtained in the course of work.

Traits:

Appreciates the differences among people;

Diligently attends to details and quality;

Easily adapts to situations and changes;

Effectively manages one’s own tune, priorities, and resources;
Is trustworthy and responsible for his/her actions;
Logically grasps and thinks through 1ssues and problems;
Promotes goals and leads by example:

Remains steady under pressure;

Stays focused and has good work ethic;

Strives to meet customers’ needs;

Works around obstacles and 1s self-starting.

EMPLOYMENT STANDARDS

Education: A Bachelor’s degree ereguivalent from an accredited college or university with a major in business
admimistration, public adnunistration, finance, accounting, or a closely related field. A Cluef Business Official
(CBO) certification from the California Association of School Business Officials (CASBO) is highly desirable.

Experience: Seven years of experience in public school district financial management in a school district with an
average daily attendance of 3,500 or more. At least three years of the experience must have been in a supervisory
or management capacity.

*Alternate variations of equal education/experience may be considered by Personnel Commission staff as
acceptable to qualify for participation in the examination process.

Special: Possession of a valid Califormia Driver’s License.

Ability to be insured, and continue to be mnsurable, by the District’s hability mmsurance carrier.

Action Items- Assistant Superintendent, Business & Fiscal Services July 30, 2020
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All licenses, certificates, and other requirements listed above are required at the time of employment and must be
maintamed during the course of employment unless otherwise noted.

Phvsical Requirements: Employees in this classification stand, walk, sit, stoop, bend, reach overhead. lift and
carry up to 20 pounds without assistance, push, pull, use fingers, wrists, and hands repetitively, use both hands
simultaneously, speak clearly, hear normal voice conversation, and see small details.

WORK ENVIRONMENT: Employees 1n this classification work primarily inside an office environment, with
frequent interruptions, with changing priorities and short deadlines, and may drive an automobile to conduct work.
On occaston the meumbent may be required to visit construction sites and work in temperatures below 50 degrees
and over 90 degrees, dry atmospheric conditions, poorly ventilated areas, wet or damp areas, on uneven or shippery
surfaces, and in proxinuty to electrical hazards and machinery with moving parts, fumes, allergenic dust, chenucals,
odors, toxic materials.

APPOINTMENT: In accordance with Education Code Section 45301, an employee appointed to this class must
serve a probationary period of one (1) year during wiich time an employee nmust demonstrate an overall
satisfactory performance mn order to attamn permanent status.

NOTE: If adopted as Senior Management, an incumbent does not attain permanent status.

Salary Range: Management Salary Schedule (if not indicated as Senior Management)
Negotiable (if designated as Senior Management by the Board of Trustees)

Approved: 11/74
Revised: 9/03, 6/08, 6/17. 7/20
Adopted as Senior Management

Action ltems- Assistant Superintendent, Business & Fiscal Services July 30, 2020
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70.200 Application of Salaryv Schedule

As provided for in Education Code 45260 (Effective January 1, 1982), this section of the Personnel
Commission Rules and Regulations may not be applicable to members of a/the bargaining unit for
classified employees. Members of a/the bargaining unit for classified employees should refer to the
collective bargaining agreement with regard to this subject matter.

70.200.1 Initial Placement

All new regular employees shall be paid i accordance with the salary range
established for the class to which assigned. Imitial placement will normally be the
first step of the salary range However, a new emplovee mav be granted
advanced step placement upon recommendation of the appointing authoritv and
approval by the Director of Classified Human Resources, subject to
ratification by the Personnel Commission. In determuning the appropriateness of
an advanced placement request, the Director of Classified Human Resources shall
base his decision on the following factors:

1. Additional education at the college level which 1s directly related to the
classification and beyond the established requirement for entry into the class. Credit
for one step may be given for two years or greater of additional directly related
education.

2. Experience 1n a related position equivalent to/higher than the classification
to which the selected candidate has been assigned. Credit for one step may be given
for two years or greater of experience in a similar or higher level related position
outside of the District.

3. Evidence that the salarv received by the selected candidate from his
most recent emplover is ereater than the first step of the salarv range of
the class. A selected candidate mav be given credit for multiple steps based
on evidence of an egual or greater recent salarv. In no circumstances shall the
initial placement exceed the top step of the salarv rance for the class.

This section doesn’t pertain to employees upon promotion. Please refer to Rule
70.200.3 for salary placement following promotion.

70.200.2 Anniversary Date and Step Advancement

A Regular non-management employees hired after July 1, 1989, shall receive a one-step
advancement on their assigned salary range on the first of the month following
satisfactory completion of their 130 day probation.

B. Beginning July 1, 1989 July 1 shall be the salary date for all regular classified
employees. Employees hired between July 1 and December 31 inclusive, shall be
eligible to receive an anniversary step advancement the ensuing July 1. Employees
hired between January 1 and June 30, inclusive, shall not be eligible to receive an
anniversary step advancement until the second July following their date of hire.
Subsequent annual step advancement, including supermaximums (longevity
increments) defined below, shall become effective on July 1 of each year until the
maximum step on the assigned salary range 1s attained.

C.  An employee, m order to gain credit for a year of employment toward annual step
advancement on the salary schedule, must employed in a paid status for at least two-
thirds (2/3) of the annual working davys assigned to his’/her position during the
preceding fiscal vear.

Action Items- Advanced Step Placement July 30, 2020
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PERSONNEL COMMISSION AGENDA ITEM

Name of Contributor(s): Date of Meeting:

Cynthia Carrillo July 30, 2020
Interim Director, Classified Human Resources

TITLE: Re-allocation on Salary Schedule - Human Resources Analyst

DESCRIPTION OF AGENDA ITEM:

On June 12, 2014, the Personnel Commission approved the reallocation of classified confidential positions on the
Classified Confidential Salary Schedule, moving the following positions from Range 9 to Range 10:
o Executive Assistant to the Assistant Superintendent of Ed. Services

o Executive Assistant to the Assistant Superintendent of Business Services

This reallocation provided parity with the Executive Assistant to the Assistant Superintendent of Human
Resources, which was (and still is) allocated at Range 10.

The position classification of Human Resources Analyst, a confidential position, was not included in the
reallocation at the time, and was removed from the salary schedule completely. This was likely due to the fact
that there was no incumbent in the classification at the time. Prior to the Human Resources Analyst position
being removed from the Classified Confidential Salary Schedule, it had parity with the confidential positions listed
above. With the need to recruit for this position, it is critical that we update the Confidential Salary Schedule to
include the Human Resources Analyst position and allocate it to a range 10, to maintain the parity that it

previously had with other classified confidential positions.

RECOMMENDATION:

It is recommended that the Personnel Commission take action to reestablish the position of Human Resources
Analyst on the Classified Confidential Salary Schedule and allocate the position to Range 10, which maintains the

parity it previously had with other confidential positions in the District.

Action Items- Re-allocation on Salary Schedule —-Human Resources Analyst July 30, 2020
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