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The Personnel Commission 
(supporting education through merit) 

Oxnard school district 

NOTICE OF REGULAR MEETING 

AGENDA 

Thursday, April 14, 2016 

3:30 p.m. Regular Meeting 

Oxnard 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 

4. Approval of Minutes of March 10, 2016 

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. Facilities Purchasing Specialist (page 5) 
The Personnel Commission will consider approving amendments to the job description,   
title change, and salary allocation.  

2. Director of Child Nutrition Services (page 9) 
The Personnel Commission will consider approving amendments to the job description. 

3. Assistant Director of Child Nutrition Services (page 13) 
The Personnel Commission will consider approving amendments to the job description. 

4. Child Nutrition Cafeteria Coordinator (page 16) 
The Personnel Commission will consider approving amendments to the job description. 

5. Child Nutrition Worker (page 19) 
The Personnel Commission will consider approving amendments to the job description. 

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 



  

 
 

        
     

 
  

             
 

   
 

 
    

  
 

 
  

 
 

 
  

   
 

   

 
   

  
 

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Eligibility Lists (page 22) 
The Personnel Commission will review certification of eligibility lists. 

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

1. Budget First Reading (page 24) 
The Personnel Commission will review the proposed budget for Fiscal Year 2016-2017 

2. Personnel Actions (page 33) 
The Personnel Commission will receive a list of various personnel actions that relate to the 
transfer, retirement, or other action affecting, classified personnel. 

3. Director’s Report 
The Director of Classified Human Resources will report on staff management, current 
recruitments, and other matters. 

4. Report by CSEA 
CSEA may report on Human Resources issues of interest to the District. 

5. Report by Assistant Superintendent, Human Resources and Support Services 
The Assistant Superintendent, Human Resources, may report on human resources issues 
of interest to the District.   

6. Report by Commissioners 
The Commissioners will report on issues concerning Commission administration. 

E. ADJOURNMENT 

- 2 -



   

 
 
 
 
 
 
 
 
 

 
 

                                                                                                          

   

     

     

 

 

                                    

                                    

                                    
 
 

 

 
 
 

  
    

 
 

 

 

        
      
        

 

 

 
       

       
        

 

 

 
 

 
  

 
    

   
       

 

 

 

   
   

       
 

  

     
      

  
 

 

 

    
       

 
       

        
   

 

 

   
 

 

 

  

 

Oxnard school district 

MINUTES 

Thursday, March 10, 2016 

3:30 p.m. Oxnard Room of the ESC 

1051 South A Street, Oxnard, CA 93030 

The Personnel Commission of the Oxnard School District met on Thursday, March 10, 

2016, in the Oxnard Room of the ESC, 1051 South A Street, Oxnard, CA. The meeting 

was called to order by Commissioner Perez at 3:31 p.m. 

A roll call of the Commission was conducted.  In attendance were: 

Manuel Perez, Chair of the Personnel Commission 

Jan Rhoads, Vice Chair of the Personnel Commission 

Irma J. Lopez, Member of the Personnel Commission 

Jonathan Koch, Director of Classified Human Resources 

Tanya Ventura, Staff member 

Guests: Teri Gern, Director, Certificated Human Resources; Ilene Poland, CSEA Job 
Steward; Philip Veronica, Locksmith; Ginny Whitt, Administrative Assistant; and Jabbar 
Wofford, CSEA President. 

Commissioner Rhoads moved to approve the agenda of Thursday, February 11, 2016 as 
presented. Commissioner Perez seconded and the motion carried. The vote was as 
follows 3-0. Perez Y ; Rhoads Y ; Lopez Y 

Commissioner Rhoads moved to approve the minutes of Thursday, January 21, 2016 as 
presented. Commissioner Perez seconded and the motion carried. The vote was as 
follows 3-0. Perez Y ; Rhoads Y ; Lopez Y 

Commissioner Rhoads moved to approve the amendments to the job description of 
Ground Maintenance Specialist. Commissioner Lopez seconded and the motion carried. 
The vote was as follows 3-0. Perez Y ; Rhoads Y ; Lopez Y 

Commissioner Rhoads moved to approve the amendments 
Locksmith. Commissioner Lopez seconded and the motion 
follows 3-0. Perez Y ; Rhoads Y ; Lopez Y 

to 
ca

the job descrip
rried. The vote 

tion 
was 

of 
as 

Commissioner Perez moved to table the item. Commissioner Lopez seconded and the 
motion carried. The vote was as follows 2-0. Commissioner Lopez abstained. Perez Y ; 
Rhoads Y 

Commissioner Perez moved to approve the revised classification description of 
EMS/HVAC Lead, approve the title change from EMS/HVAC Lead to Energy 
Management Systems Technician, and reallocate the classification on the Classified 
Salary Schedule from range 27.0 to the new range of 24.0. Commissioner Rhoads 
seconded and the motion carried. The vote was as follows 2-1. Perez Y ; Rhoads Y ; 
Lopez N 

CALL TO ORDER 

ROLL CALL 

ADOPTION OF THE 

AGENDA 

APPROVAL OF 

MINUTES 

COMMENTS BY THE 

PUBLIC 

ACTION ITEMS 

Grounds Maintenance 

Specialist 

Locksmith 

Facilities Purchasing 

Specialist 

EMS/HVAC Lead 

Minutes of Thursday, March 10, 2016 April 14, 2016 
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Commissioner Perez moved to approve the eligibility lists of Senior Human Resources 
Analyst and Child Nutrition Worker. Commissioner Rhoads seconded and the motion 
carried.  The vote was as follows 3-0. Perez Y ; Rhoads Y ; Lopez Y 

The Personnel Commission reviewed the Personnel Actions of February 17, 2016 and 
March 2, 2016. 

Mr. Koch gave an update on the current recruitments for Bus Driver 
(Temporary/Substitute), Child Nutrition Cafeteria Coordinator, Child Nutrition Worker 
(Temporary/Substitute), Custodian (Temporary/Substitute), Energy Management 
Systems Technician, Facilities Materials Specialist, Health Assistant, Information 
Systems, Locksmith, Office Assistant (Temporary/Substitute), Paraeducator 
(Temporary/Substitute), Paraeducator I, Paraeducator II, Paraeducator III, Paraeducator-
Hearing Impaired (sign language), School Occupational Therapist, Speech-Language 
Pathology Assistant. He summarized the Commission’s staff activities as of the last 
Commission meeting. 

Ms. Poland reported that CSEA has been working on a goal of having 100% membership 
with no Service Fee Payers. 

Ms. Gern reported that Certificated Human Resources will be recruiting for next school 
year.  

There being no further business, the Commission adjourned at 5:13 p.m. The next 
regular meeting will be held April 14, 2016. 

Jonathan Koch, Secretary to the Personnel Commission 

Eligibility Lists 

REPORTS/OTHER 

INFORMATION/DISC 

USSION ITEMS 

Personnel Actions 

Director’s Report 

Report by CSEA 

Report by Assistant 

Superintendent, Human 

Resources and Support 

Services 

ADJOURNMENT 

This certifies that these are the full and correct minutes of the meeting of Thursday, February 11, 2016 as approved 

by the Personnel Commission of the Oxnard School District. 

Date Chair, Personnel Commission 

Minutes of Thursday, March 10, 2016 April 14, 2016 
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Oxnard School District Pagel of4 

FACILITIES ~D«: MATERIALS SPECIALIST 

Cm.i- speqftcations an, intlllltlllll to prm.tinl a dliscriptin list ofthtl 1Tlnp of dutitis pflFjiHmtld by 11mployam in U. dass.. SptlCjfiazlirms 111W 

not inlllndflll to Tf/fltld all rbduls ptll'ji:,rm,Bd within U. jab. 

SUMMARY OF DUTIES 
Under the direction of the Maintenance Manager. -±G-loca~ and purchases tools, goods, supplies, and senrices for 
the Facilities Department; 48-recei~ store.5:.. and issue.5: hand tools, power tools parts ...flBEI equlpment and 
materials: maintains tool crib area in an orgaoizPd and efficient manner· provides assistance in various areas of 
maintenance as required: and te-perf011'.D! a variety of testsasks relative to assigned area of responsibility. 

and 
materials for the Facilities which directl 
supports student learning and achievement. 

area man 
tenanceas 

required. 

of District facilities · 
the maintenance trades muter 

• 

including supplies, parts, tools, equipment, 
as directed; ee5BfE! ell ~es @BflllHY wifll 

tools, power tools, parts, equipment.._ and materials; maintains 
manner Mmar1q and assi~ :fa.cilitjes inventory control numbers 

lfHlleel(-ef!IS-§HM'JHe§;; locate.5: Jost or misplaced tools as needed; 
ers and attaches related docmnentati · 

and materials; 
ilnsp~ and/or ls with a micrometer for wear defects; coati tools with preservative as needed; 
p~ minor · g,_ and overhauling of tools and equipment-=;. 
Contac~ a variety of OPTMtnirc;: to exchange infmmation and initiate buy-out requisitions; obtain.5:,, verifyjes, and 
provide! information fium vendors reganting the purebase and delivery of IIIlUldenance related equipment and 
supplies· obtains technical infmmation as ......... ~......t..-~ - &~'j_U.U~~ 

Review.§ all invoices for complete and accurate infmmation related to price, product quality,. and senrices 
provided; foll~ 1lP on all back-orders to-assHFe--ellSUr=~s_teady flow of equipment and materialS::-; 
AnsweI1 telephone and assi~ in resolving facilities related problems as ~: deliv~ supplies, parts,. 
8f0Ild tools to maintenance personnel at school sites as needed,._; 
Perform data enby of purebasing related items onto computerized tracking system; initiate and update 
reconk-,_; 

Personnel Commission Meeting C-1 

April 14, 2016 

Action Items- Facilities Purchasing Specialist April 14, 2016 
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Oxnard School District Page 2 of 4 

• Preparei and maintain,5 a variety of records and files related to daily operations including stock and inventory 
eeBit=el MRI ie.dresrecords; mel Ngi,5ie,._;_ 

• {)pE!Rl.te a vm~ ef etliee @ftmpmeBt Bil& HH1elime5 51ieA: 85 phefie eepiC!F, ealeul&tOI', mim:eeeflllRHC!I', HIBhile 
PHfl:Hl.t s,rsEem, &Rd faeSHBile maehie.e. 

• Operate~ and perform operator's maintenance on a district vehicle; operates a :forldifl; epemte 3lld a variety of 
shop equipment and tools in mder to prnpedy organize store and retrieve tools equipment supplies, and 
materials in tool crib area,,_;_ 
~ inventmy of too~ equipment, and materials; maintains aerial and boom lifts· l'Bfliei1MR 

eeBit=el of mel keys Bil& IHliteewdie!B eeRls Bil& isSIIC! te 8l'fl!l'Bplude fH!HeBBel 85 !BeeEled. 
• Perfon:D§ geaeRH clean up at job site; observe.§ and implen:aenf;li proper safety · 
• Provide for proper materiaJs as necessary to accomplish work: orders; IIIH&IHt-ft!E!&Ris-tB.el,ea~ 

Jshe!I', 111Bteri.als &B4wmk 8Rlers eemplete• prepare§reports as reci~ec: 
• Provi~ assistance in various other areas of maintenance as 

maintenance repair and COR'!i1ruction work in the basic trades.,._;_ 

other Related Duties 

• 
• Perfonm related duties and responsibilities as as51t!;&@EIII 

KNOWLEDGE. ABILITIES, AND TRAITS 
Knowledge of: 
• Operational characteristics of tools and 
• Sources for maintenance supplies and equi 
• Methods and techniques for ordering, recei 

maintenance .,1u-.,._ ........ y_. 

• Materials inventory control methods;-: 

or sh.op environment,;_.,. 

and equipment in a general 

• Modem office procedures, and eQl.llPltllel and supporting ward processing and 
spreadsheet applications_ 

• Purchasing proce 
• Principles and pro 
• Basic nud:hemmc=al 
• Proper methods of storing supplies:c_;_ 
,!__Health ti.a regarding onJering. receiving/handling., and storing 

• 

• S use '-='-===-= sic trades· 
• Identify, 1 'WYV'IH"P tools, materia1s.,_ and goods,,_;_ 
• Prepare and main and perform routine clerical duties,;..,. 
• Maintain a perpetual 
• Monitor and mamt~ ls,;_.,. 
• Make mathematical calculatiOill!i quickly and accurately_;_-= 
• Wem fE:em WBeprin&s, shep ~ IIB8 sk,et@ke5_ 

• Operate a variety of equipment including computers and all relevant bard.ware and so~ 
se~ Bf!plietdiOBS.,;_ 

• Provide information and assistance to plH'08.ts, the general public and other staff members in a helpful, 
cowteous and timely manner.,.,;_ 

• Lift ap ie lQO }h5_ 

• MaiBteie. eee..fide&tiaHty ef HlffllHlftties: ehteie.ed deriBg the e&HP.ie afw81'k: 
• Understand and follow both oral and written ins1ructions.,;. 

Personnel Commission Meeting C-1 

April 14, 2016 

Action Items- Facilities Purchasing Specialist April 14, 2016 

- 6 -
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• Establish and maintain effective working relationships WHe: 1:llese eemeeted ill the e9Bl'Se ef'i\'im!E_~ 
• Work effectively within established timelines and with mjnjmal direction;ml:lepe&deedy •Nitk li:miied 

SHpeFJJSleft_ 

• A:na1yze situations accurately and adopt an effective course of action:-.;. 
Plae ae.d al'g8Bi,i!e we.flt te meet; sel:!:edeles aed timeliRes ie. BB etPMemee&t 't\titll eBBS&lf;)y Phoet,ieg 
pt'iemies_ 

• Communicate elemy BBd ewiselyeffectively. both orally and in writing,,~ 
O,emte BBd JH!ffMm epemtm=!s ~e ee. a l>isitiet vehtele_ 

• Safely operate a motor vehicleOkserr.te le@Bl BBd def@Rsi:ye dw.rie.g pl'IINi,ees _ _;_ 
• l'ellw.,.· geed 'health BIHi SRfet;y pt=i&eiples ae.d pmeti.ees_ 

Traits: 
• Diligently attends to details and gpaljty: 
• Easily adapts to situations and changes: 
• Effectively manages one's own time, priorities 
• Is punctual and follows through-
• Is trustworthy and responsible for his/her actions-
• Puts safety first for self and others-
• Stays focused and has a e.ood, work ethic-
• Strives to meet customers' needs-
• Works around obstacles and is self-starting_ 

EMPLOYMENT STANDARDS 
Education: Graduation from hi 
~;aleet ie 1;ke eem,letiee: ef 1Be 'IM•elillt gaee_ 

othel"Wise noted_ 
uired at the time of e and must be 

s: Employees in this classification stand, wa1k sit and crawl for moderate amounts of 
time, climb ladders, stairs, and scaffolding. maintain balance, lift/carry up to 80 lbs_ without assistance or up to 
I 00 lbs_ with assistance use wrists or hands repetitively or while applying pressure use both hands anns, feet 
and legs simultaneously stoop/bend reach overhead push/pull, have dexterity of fingers/hands and muscular 
coordination, have color vision or the ability to distinguish shades, speak clearly, hear normal conversation, and 
see small details_ "W" 
~sse&tial BH1eti8B:!i 111&y l'@flliH'O Hl&ie.toie.Hi.i •15ieal e9B&itiee, eeeeSSOf\T & ~ elimliieg, @Rl'i,v~; we.flt Ot' 

~eet ill eeB.B11ed spo.ees fei: ~~d pei:ieds ef lime; walk., st&B:d 9f' sit & JH8le~4 peneds ef time; •Nedi ee. 
skwBPf ei: HBeveB. SYl'faees, epei::o.tie:ft JReteRi!el:I eqaipmee.t Dt' vehteles, \iieetlie.i, steepieg, kaeeliag; :eeOf' viseo.l 
o.e:Hd>( te R¥M9'ti'l' ·.vi:ittee. l:leeHIBE!et&tiee.; a\i,i,Wy te ke&r orl:I HBl:I~ spe@el:!: at aenm] t=eBIB levels IHHi ee: the 
telepke&e; lll&HUlll deseaty to epemte a telepheR0; lift 'hBl'mlato.lly eed wi:tieally_ 

WORK ENVIRONMENT: Employees in this classification work primarily inside a tool crib and maintenance 
shop environment but may also work outside in changing temperatures, including temperatures below 50 degrees 
and over 90 degrees. dry atmospheric conditions, poorly ventilated areas, inadequate lighting, wet or damp areas, 
confined spaces at heights using ladders or scaffolding, with elec1rical hazards and machinery with moving parts, 

Personnel Commission Meeting C-1 

April 14, 2016 

Action Items- Facilities Purchasing Specialist April 14, 2016 
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Oxnard School District Page 4 of 4 

fomes. a!leroenic dust. chemicals. odors. toxic materials. in direct contact with the pub lic. students. and District 
personnel. and may operate a motor whide in order to conduct work 
She~ and iie!EI. iadeor aad outdoor, ew·iroameat: sYbjeet to tfareliag from site to site; ei.po-e to aoise, EIYst, 
g£ease,. smol::e, Bifftes~ ek-eB.3:ieMs, iftelemeot vweetker e.eeElihoos; v:ede er inspeef is eoftofit:tee spoees. 

APPOil\'TMENT: In accordance with Education Code Section 45301. an employee appointed to this class must 
serve a probationaiy period of six (6) months during which time an employee must demonstrate at least an overall 
satisfactory performance in order to attain permanent status in the classified service. 

Salary Range: ~ 22.0 

Approved: 10/81 
Revised: 10/86 
Revised nith title change from Maintenance Assistant to Facilities Procurement Expediter: 6/92 
Revised nith title change from Facilities Procurement Expediter to Facilities Purchasing Specialist: 6/98 
Revised nith title change from Facilities Pw·chasing Specialist to Facilities l\1ate1ials Specialist: 3/ 16 

O!ll!!lfEI S eeo el E>i,r;taet 
BeMd Pelie;· ,•,dej!t@d: Jul;· 28, 1992; Reel!l5sifieetieti SRld;·: .kIB3 15_ 1998 
Pei-se:Bftel Coms1 ·ssien P-zppro1:e8: .J.Nae 4,. 1992: Reelessi.fieetioe ~tYel~y: ~ebruar;~ 2~, 1998 

C-1 Personnel Commission Meeting 

April 14, 2016 

Action Items- Facilities Purchasing Specialist April 14, 2016 
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DIRECTOR OF CHILD NUTRITION SERVICES 

Cla.u speq/it:ations an, intfllldfld to pn,stml a dtiscripltvs list ofths l'1.lngW of dutill!i ptrfonntld by fimJl'lo_vms in U. cl~ ~ mw 
IIOI inlsndfld to Ttljls:ct all dutiflS JJfl'ftmnt,dwithln U.job_ 

SUMMARY OF DUTIES 
Under the direction of the Deputy Superintendent - Business and Fiscal Senii.ces, ~l~ develop~ ~ 
and direct.5 the Child Nutrition Program of the District, revi~ and monitor§ the operations and activities of the 
school site cafeterias; fe-1»'0Vi~ supervision and training to ~gram staff; and '8-perf~ a variety of 
other duties relative to assigned area of responsilnlity_ 

and achievement_ 

utrition and student 
student leamin 

DISTINGUISHING CHARACl'ERISTICS AMONG RELATED CLASSES 
The Director of Child Nutrition Senii.ces classification provides overall leadership and assumes management 
resµonstbility for the Child Nutrition Services Department and ensures the District-wide child nutrition services 
operation is in compliance with local State, and Federal regulations_ 

The Assistant Director of Child Nutrition Services - · - Director in planning., coordinating 
and - - the District-wide child nutriti ==--'~=='-='-=ii e with local State and Federal 
regulations and serves as a field supervisor_ 

SUPERVISION RECEIVED AND EXERCIS 
• Receives supervision ftom. the ,:if'l,!i5t!iHHl~!d!!a!l!!!l!. 

• Exercises direct supervi -

,!__Plans m:ganizP 
sServices det1)81'tm 

• 

• 

• 

of the District eCbild BNutrition 
services sites-

in accordance with od nutritional health 
supervise.§ activities of school cafeterias;--sel; 

balanced fuod service menus in accordance 
.- !itellthwds feF EfUR&ti&y 1111d EfB&lity ef feed, 

l!HHl&i!N¥Hie--!itHl&Rf,lilzEMKl:!elll~msi:leCt.s_ and test.§ food for quality~,,, 
ts- rmnmnnicates with vendors 

th other -es and outside businesses- eeBSH:lt ·.il'ilb. veed9FS MKi 9Rlef: eefeteria 
tes and directs the ordering of quantities of food needed on a district-wide basis; 

• DevelQllS and mmares the annual budget and con1rols and authorizes mwen,ditures in accordance with 
established limits; 

• Devel¥ and iglements the Local School Wellness Policies as specified b_y the Ca1ifomia Department of 
Education: 

• Analyzes trends in school meal sales and costs, develops and implements marketing programs to meet 
customer needs, promptes the foods services mvsram and recommends actions to maintain smm.d financial 
operation; 

Personnel Commission Meeting C-2 

April 14, 2016 

Action Items- Director of Child Nutrition Services April 14, 2016 
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Oxnard School District Page 2 of5 

• Coordinates the preparation and dissemination of State and Federal required school breakfast and hmch 
related reports and oversees the completion of Federal and State reimbursement claims~ 

• Establishes food senrice staffing nattems and interviews selects muns counsels, evaluates, motivates and 
discip]ifle,i;. employees as!;:-ipped to Child Nutrition services-PIHlieipate ill 1he seleeiiea; BSSigemeat mul 
8llralua&iaa gf fQQd li81=1~K pen,9nnN; act as a resouree to staff in problem.-solvlng and providing feedback 
regarding potential problem situations,,,;. 

• ~ and assist in scheduling and the distribution of cafeteria supplies and food items; -dire~ the 
distribution and use of foods secured :from subsidy programs,,,,;. 

• Evaluates gperatins facilities and makes recommendations re_aardina irnmnvements in the safety and 
productivity of cafeteria operations~..A._!ssi~ in planning cafeteria layouts ection of new equipment; 
plBD! for the efficient use, care, mainteoaocP,. and repair of cafeteria equi 

---oversees record-k - of schools · ent maintenance costs and · 
equipment-

• 
• Commnni 

resolve issues an 

• 
effectiveness of various food service umts; 

,!__Coordinate§ organization of special d-mn~ 
facilities and cateri:o!t-,;. 

• s and delivers oral 

other Related Duties 
• Attends conferences 

practices-
• Perfonns related 

of food service 

and 

the 

trends and 

• comprehensive school district child nutrition 

uantities· 
and economical substitutions in accordance with 

• operational nee&,_;_ 

gram development and administration,,-; 

• · .Principles and technical practice of food 
large institutional setting with multiple work sites; 

= lieElenile a&d. State ~BBS 8"' a ·sg eb;Jd &111&1iBB pi=egmms 
• 8B:Bite.&9B BR& safety pF9eeBBl'es Felated ta sekeel ee:fetelies_Health and safety procedures and practices 

including OSHA and CAL/OSHA regulations-
• Principles and practices of effectiveTe~ of supervision, 1raining,, and performance evaluation-:-,;. 
• Principles and techniques of budget development and administration; 
----;i;-ederal and state regulati<Bl!!i and standards related to food service preparation and gperations within a lame 

public school organmltion.. PertiBent F-ederal, :State IIIKl leGal laws, oode and ,;egolati9BS_ 

Personnel Commission Meeting C-2 

April 14, 2016 

Action Items- Director of Child Nutrition Services April 14, 2016 
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Oxnard School District 

Ahilityto: 
e PlaB; ec:gerize, meet e&d eee--drmte tile wea eftlie Child "NHH=iiiee sf;afi';, 

,!__Select, supervise, train direct motivate and evaluate staff'!';;, 
e Resolve public relations problems effectively: 

Page3 of5 

e J.eee BIHi dueet 1lte epemtielts, SBF"Aees RB& aeti¥iti.es ef tile Chile ~ltlliritieB Sel=wees JH'88f81B­
e llH'8el the epe.mtiee af all phases ef a seheel di!itftet feed seA'iee pregmm, 
= l!istime.te e&d &er ~es ef feed aeeded BB e dis1Ret ·»iae llasis_ 
e Develop and administer departmental goaJs, objectives and procedures.-_;_ 
e 1'1eirteir @&le - ,.J~- ..; __ , eest, end ieverte · 

= Operate a variety of office equipment. such as ~ter.! and all 
dooelep. dH=eet BBti lBBHHBH:I: e BB&lfl&terio!ed feed pregmm, 
machines-

= Provide information and assistance to parents, the 
courteous.., and timely manner.,.,;. 

= Maintain confidentiality of infonnation obtained 
e Understand and follow oral and written inst:ructicms.,,_;. 
e Establish and maintain effective working relati.OJJShips;;,:-w:i&-Hle 
e Work independently wi1h limited supenri 
e Analyze situations accurately and adopt an 
e Effectively :Pl!lan and organize 

witlt. eeestartly ehettg,ie -mties_ 
e Cnmnmnicate eelHeeEMIEl~:,-i'-s~!l-eeBet!i~ffil~a!J~[.. 
e Follow good health an 

e 

e 

e 

e Remains s ,::vier pressw. 
e Stays focused and has good work ethic: 
e Strives to meet customers• needs-
= Works around o is self-starting_ 

EMPLOYMENT ST 
Education: One of the following (in accmdance with the Healthy Hrmger-Free Kids Act of2010): 

L A Bachelor's degree or equivalent from an accredited college or university with a major in food and 
nutrition. food service management. dietetics, family and consumer sciences, nub:ition education. culinary 
arts, or business administration_ 

2_ A Bachelor's degree or eqµivalent :from an accredited college or university in any major alOIJB with a 
Sb1W:::rnf9P!Pred School Nutrition Director certificate_ 

3_ A Bachelor's degree or equivalent :from an accredited college or university in any major_ This option 
requires at least five years of management eqmerienc.e in a school nutrition m;o;m:am. 

Personnel Commission Meeting C-2 

April 14, 2016 

Action Items- Director of Child Nutrition Services April 14, 2016 
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~t te gmdueti:811: tiem. 1111: e:eet"edited eeYege M llBP~ wits e. HIBjeF m. iBstilaieBel feeEI 
IBBBll!JE!me&t; ll'lllFitiee; heme eeeaemies BF e. ielalied fieW::. (AEWitieBBI yeeF!i ef §11f18.fYistwy Em:pe&eBee 

may be sebstituted far the eellege edeeatioa.) 

Experience: Five years of n+rioi.._w Bf' sepl.'!A'i!iM}" experience in e--school or institutional food service-eF 
~ feed ~e pmgRHII: ~ the planning and preparation of food in large quantities, 
sepl.'!A'i!iiee, ef e. sHhsta&ti&I lllilMeF ef Bl!Rp1eyees, food pmclutsing, menu planning, accounting, and :inventory; 
eoeReiel 1ep91'bBg, BB.ti staff devel8f1Hl81li_ At least two yeu;s of the aforementioned experience must have been in 
a supervisory or lead capacity_ Registered Dietician CR.DJ status with the American Dietetic Association or 
School Nu1rition cialist SNS with the School Nutrition Association is desirab 

Special: Possession ot=, BF ability te eWBH!:, a valid California &Driver's ILi 

Ab:ili tobe - and continue to be insurable the District's 

of 

maintained durin the course of 

Physical Requirements: Employees in this classili.cation stand, walk, sit, stoop., bend, reach overhead, lift and 
carry up to 20 pounds without assistance push pull use fingers, wrists, and hands repetitiyely use both hands 
simultaneously speak clearly hear nmma1 voice conversation, and see small detailsJ~,ssemial fe&etiBIIS HI&'/ 
l'eEfllHE! ~ pBySiee.1 eB11:dif.ieB Beee5SB:f\' fM !ii~. ~ BF ~ fM f'IFBl~eti pee.eds ef time; 
epemte - - - - - - -tw., 7.Nl"it,tea tiee1 - -

tion Code Section 45301 
which time an te an overall 

Ormercf 'ieheel l>isa=iet 
'88111'6 Pettey 1"'.tlepied: Allgl15l "• 19=74; SepiemeeF 2;:J, 1992; Reelnssifiee.ti:811: stedy: .Juee 2§, 1998 
Pa:iiomal Cgrnrnjs11icm .. ~¥ad: ieptambar 10, l~~ l!hts=la&&m.GIIQQII :litudy:; li'.abl:uaay :JCi, 1'1QIB 

Management Salary Schedule 

Ap_proved:sn4 
Revised: 9/92 4/16 
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ASSISTANT DIRECTOR OF CHILD NUTRITION SERVICES 

ems speqfications ars mtmded to present a dsscripttvs list of the ronge of duliBS J1flTftmned by employem in 'lhB dass. SJHlClfications are 
IIOl int#Jnded to rflfllllCt all dwtJS JJfl1':formtJd within 'lhB job. 

SUMMARY OF DUTIES 
Under the direction of the Director of Child Nutrition Services, assists in the coordination of the Child Nutrition 
Services operations; reviews and monitors the operations and activities of school site cafeterias; acts as a re.source 
to on-site child nutrition seivice personnel; and performs a variety of other duties relative to assigned area of 
responsibility. 

This is a singlf11 position classification responsible for assisting in the coordination of Child Nutrition Seivices 
operations and student meal programs of the District to ensure proper nutrition for all students which directly 
syp_ports student learning and achievement. 

DISTINGUISHING CHARACl'ERISTICS AMONG RELATED CLASSES 
The Director of Child Nutrition Services classification provides overall leadership and assumes management 
responsibility af-fw:- the Child Nutrition Services Department and ensures the District-wide child nutrition services 
operation is in compliance with local, State, and F ede:ral regulations. 

The Assistant Director of Child Nutrition Services classification assists the Director in planning, coordinating, 
and directing the District-wide child nutrition services operation in compliance with local, State, and Federal 
regulations and seives as a field supervisor. 

SUPERVISION RECEIVED AND EXERCISED 
• Receives supeivision from the Director of Child Nutrition Seivices. 
• Exercises direct supeivision over child nutrition staff as assigned. 

ESSENTIAL DUTIES 
• Visits cafeteria units and review~ food preparation methods and operational procedures for confonnity with 

District standards and governmental regulations; 
• Assesses and identifies areas in need of training in all facets of child nutrition operations; provides 

instruction/demonstration in food preparation, food service, proper use of equipment, health and safety 
requirements and procedures, cafeteria management, and proper record keeping and accounting procedures; 

• Assists in menu planning and production record preparation and review; assists in implementing new 
procedures, programs, and policies; 

• Tests recipes and implements standardized food production methods and standardized portions; assists in 
selecting and testing sample products; 

• Seives as a resource to cafeteria coordinators in problem-solving and providing feedback to Director 
regarding potential problem situations; 

• Assists in the-testing and evaluating new equipment and materials and makes recommendations :fO£ new 
purchases; 

• Coordinates equipment repair activities Wldel' direction of the Director, 
• Reviews work site and employee workloads and coordinates the optimum utilization of employees and 

resolll'Ces; o~_department personnel records; 
• Assists in the development of employee work schedules and plans; 
• Assists in the selection and evaluation of department employees; 
• Ensures proper payroll data and supporting documents are accurately and timely completed; 
• Assists the Director in preparation of budget data; 
• Generates a variety of written materials such as letters, memoranda, requisitions, bulletins, and reports; 
• Assists in the coordination of after-hours utilization of child nutrition service facilities and catering; provides 

cost analysis of catered functions. 
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Other Related Duties 
• Prepares infonnational and instructional bulletins and communications as needed; 
• Assumes responsibility for the routine operation of the food services prowam, in the absence of the Director of 

Child Nutrition Services; 
• May represent the Child Nutrition Services Department at public meetings and meets with various groups to 

discuss goals, objectives, and methods to improve services; 
• Perfonns reJated duties and responsibilities as required. 

KNOWLEDGE, ABILITIES, AND TRAITS 
Knowledge of: 
• Operational characteristics, services, and activities of a comprehensive school dis1rict child nutrition program; 
• Procedures and equipment used in the storage, preparation, and seiving of food in large quantities; 
• Menu preparation, food values, proper food combinations and economical substitutions in accordance -with 

nutritional requirements and governmental standards; 
• Principles and practices of effective supervision, training, and performance evaluation; 
• Principles and teclm.ical practice of food service operations in a large institutional setting with multiple work 

sites; 
• Techniques for determining work schedules and timetables; 
• Health and safety procedures and practices including OSHA and CAI./OSHA regulations; 
• Cooking measurements and terminology; 
• Federal and state regulations and standards related to food service preparation and operations within a large 

public school organization.. 

Ability to: 
• Supervise, min, direct, motivate, and evaluate staff; 
• Resolve public relations problems effectively; 
• Operate a variety of office equipment, such as computers and applicable hardware and software, 

calculators, copiers, printers, telephones, and fax machines; 
• Provide :information and assistance to parents, the general public .. and other staff members in a helpful, 

courteous and timely manner; 
• Maintain confidentiality of information obtained during the course of work; 
• Understand and follow oral and written :instructions; 
• Establish and maintain effective worlring relationships; 
• Work independently with limited supervision; 
• Analyze situations accurately and adopt an effective course of action; 
• Effectively IJalan and organize work for self and others; 
• Prepare clear and concise records; 
• Communicate effectively, both orally and in writing; 
• Follow good health and safety principles and practices. 

Traits: 
• Appreciates and respects the differences among people; 
• Diligently attends to details and quality; 
• Easily adapts to situations and changes; 
• Effectively manages one,s own time, priorities, and resources; 
• Is trustworthy and responsible for bis/her actions; 
• Logically grasps and thinks through issues and problems; 
• Promotes goals and leads by example; 
• Puts safety first for self and others· 
• Remains steady under pressure; 
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• Stays focused and bas good work ethic; 
• Strives to meet customers, needs; 
• Works around obstacles and is self-starting. 

EJ\IIPLOYMENT STANDARDS 
Education: An Associate's degree or equivalent from an accredited college or university with major course work 
in institution management, food and nutrition, dietetics, hotel and restaurant management, business or public 
adminis1ration, or other closely related field Two years of supervisory or coordinating/lead food seniice 
experience in addition to the experience indicated below may be substituted for the required degree/college 
coursework_ 

Experience: Four years of experience in large quantity food preparation, distribution, and/or seniice. At least two 
years of the experience must have been in a supervisory or coordina:tinwlead capacity. 

Special: Possession of a valid California drivers license. 
Ability to be insured, and continue to be insurable, by the District,s liability insurance carrier. 

In accordance with the Healthy Hnnger-Free Kids Act of 2010 OilIFKA), incumbents must com,plete 10 hours of 
continumg education per school year :from 1raining options available on the United States Department of 
Agriculture Professional Standards website (http://professionalstandards.nalusda.gov) 

All licenses, certificates, and other requirements listed above are required at the time of employment and must be 
maintained during the course of employment unless otherwise noted. 

Physical Requirements: Employees in this classification stand, walk, sit, stoop, bend, reach overhead, lift and 
cany 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 in this classification work in both office and kitchen/cafeteria 
environments, with frequent interruptions, with changing priorities and short deadlines, in varying temperatures 
including ex.1reme heat and cold, with exposure to heavy machinery and sharp objects, with exposure to cleaning 
agents, and drive an automobile to conduct work. 

APPOINTMENT: In accordance with Education Code Section 45301, an employee appointed to this class must 
serve a probationary period of one (1) year during which time an employee must demonstrate et least an overall 
satisfactory performance in order to attain permanent status m ihe ektssifie4 sel'Yiee. 

Management Salaty Schedule&esp8BSfflili.t,y&atie: O.SS3Q 

Approved: 4/93 
Revised: 10/94,2/98,3/13 4/16 
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CHILD NUTRITION CAFETERIA COORDINATOR 

Class :rpeqfications aTB intlllldml to prtlS#lnl a dtlscrtpttve list qf'the mngit qf' dulia ptl1"f0nntld by anplo.v-s in 'thAI class_ Speqfk:ations aTB 

not inJendml to Tflllsct all duties pm;fonned within 'thAI job_ 

SUM:MARY OF DUTIES 
Under the direction of the Director of Child Nutrition Services, plans, organizes, and coordinates the self­
contained child nutrition operation at an assigned school; trains and directs performance of assigned staff, 
maintains a variety of reconls and prepares reports; and perfonns a variety of tasks relative to assigned area of 
responsibility_ 

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
'Ibe Child Nutrition Cafeteria Coordinator classification coordinates a self-eontained child nutrition operation at 
an assigned school site, oversees and participates in the preparation and serving of all meals, 1rains and directs the 
performance of assigned staff, ensures proper food safety and sanitation, and maintains responsibility for the day 
to day operations of the kitchen and cafeteria_ 

'Ibe Child Nutrition Worker classification performs duties in the preparation and serving of meals, assists in 
maintaining kitchens and cafeterias in a clean and sanitary condition, and performs related tasks as required_ 

SUPERVISION RECEIVED AND EXERCISED 
• Receives supervision from the Director and Assistant Director of Child Nutrition Services; 
• Provides technical and work direction to Child Nutrition Workers_ 
• Positions in this classification have no formal supervisory responsibilities_ 

ESSENTIAL DUTIES 
• Plans, organizes, and leads the self-contained child nutrition operation of an assigned school cafeteria in 

accordance with District procedures and food safety and sanitation requirements; performs a variety of food 
service duties as needed to ensure timely preparation and serving of food in accordance with fixed timetables; 

• Supervises and participates in the preparation, cooking, sale, and serving of breakfast, hmches and/or a la 
carte hmches to students and staff; operates a variety of equipment, machines, and kitchen tools used in a 
school cafeteria including, but not limited to, slicer, chopper, mixer, oven, and related appliances; operates 
computerized Point of Sale (POS) terminal and other applicable software; 

• Adjusts cafeteria preparation and serving schedules in accordance with school schedules and directives from 
administrative staff, 

• Supervises portion control, wrapping, arranging, and storage of foods to ensure efficient use of foods and 
supplies; 

• Trains and directs the performance of assigned staff; assigns and delegates duties to kitchen and cafeteria 
personnel; 

• Maintains the cafeteria facility in a clean, safe, and sanitary condition; scours and cleans sinks, carts, work 
tables and counters; ensures that kitchen equipment is kept in good wmk condition; initiates requests for 
repair or replacement of equipment as needed; 

• Prepares a variety of reports and records including inventory, sales, requisitions, daily reports, and production 
sheets: majntajos updated class lists; 

• Perfonns or supervises the c01lll1ing of cash and the preparation of cash receipts; collects and bags money; 
• Assists with free and reduced lWlch applications as needed and directed; 
• Confers with the Director of Child Nu1rition Services and other department staff regarding cafeteria needs, 

conditions, and menu changes; 
• Schedoles and directs inventory offood, supplies, and equipment; monitors stock level5;-
• Estimates and requisitions food quantities needed; receives, inspects and con:finns the quantity and quality of 

food and supplies delivered at time of delivery; ensures proper storage of food and supplies; implements 
proper food rotation using first-in/first-out method; 

• Opens, closes, and secures kitchen facilities; 
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• Participates in staff development activities and managers' meetings_ 

Other Related Duties 

Page 2 of3 

• May perfonn calculations 1n convert and standardize cooking measurements used in recipes; 
• May increase and decrease recipes 1n yield desired quantities; 
• May prepare sack lunches for field trips according 1n requests from District staff; prepares food for special 

events and activities as requested; 
• Performs related duties and responsibilities as required 

KNOWLEDGE, ABILITIES, AND TRAITS 
Knowledge of: 
• Rules and regulations governing subsidized child nutrition programs; 
• Principles of training and providing effective work direction; 
• Principles and methods of quantity food preparation, serving, and storage; 
• Cooking methods/procedures for a variety of main dishes and hot food items including meats, vegetables, 

gravies, etc_; 
• Methods of computing food quantities required by weekly or monthly menus; 
• Maintenance and operation of standard cafeteria appliances; 
• Sanitation and food safety procedures required by State and Federal law and Dis1rict regulations; 
• Principles of nutrition and menu planning; 
• Standard weights and measurements used in cooking; 
• Principles and procedures of record keeping 
• Interpersonal skills using tact, patience, and courtesy; 
• Basic mathematical principles_ 

Ability to: 
• Lead, mganize, and review the work of others; 
• Estimate food quantities and requisition prope£ amounts for economical food service; 
• Operate a variety of kitchen appliances in a safe and efficient manner, 
• Perform basic food preparation activities such as chopping, dicing, slicing, etc_; 
• Operate a variety of office machines and equipment such as a personal computer and applicable hardware and 

software, copiers, printers, and calculators; 
• Read recipes and measure food items accurately; 
• Follow sanitary and food safety standards required in food handling; 
• Operate a variety of kitchen appliances, equipment and machinery in a safe and sanitary manner~ 
• Make arithmetic calculations quickly and accurately; 
• Plan and organize work for self and others 1n meet schedules and time lines; 
• Work independently with minimal direction; 
• Provide information and assistance 1n parents, the general public and other staff members in a helpful, 

comteous and timely manner; 
• Maintain confidentiality of privileged information obtained in the course of work; 
• Communicate effectively, both orally and in writing_ 
• Understand and follow oral and written instructions; 
• Establish and maintain effective working relationships_ 

Traits: 
• Appreciates and respects the differences among people; 
• Diligently attends to details and quality; 
• Easily adapts to situations and changes; 
• Effectively manages one's own time, priorities, and resources; 
• Is trustworthy and responsible for his/her actions; 
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• Promotes goals and leads by example; 
• Remains steady under pressure; 
• Stays focused and has good work ethic; 
• Strives to meet customers, needs_ 

EMPLOYMENT STANDARDS 
Education: Graduation from high school or equivalency. Additional coursework or training in nutrition, quantity 
food preparation, safety and sanitation, or a closely related field is desirable. 

E;merience: Three years of large quantity and high volume food preparation experience in a commercial, 
restaurant, or institutional setting; lead or supemsory experience is desirable. 

Special: A valid and current Food Safety Certificate approved by the State of California is required and must be 
obtained within the probationary period 

1n accordance with the Healthy, Hmger-Free Kids Act of 2010 ffiHFKA), incumbents must complete a certain 
nwnber of hours of continuing education per school year from 1raining options available on the United States 
Department of Agriculture Professional Standards website (http://professionalstandards.nal.usda.gov) as follows: 
Employees working over 20 hours per week: 6 hours of annual continuing education/t:ra.jnuyJ 
Bmployees working less than 20 hours per week: 4 hour of annual continuing education/training 

All licenses, certificates, and other requirements listed above are required at the time of employment and must be 
maintained during the course of employment unless otherwise noted. 

Physical Requirements: Employees in this classification stand for prolonged periods of time, walk, sit, 
stoop/bend, reach overhead, lift and carry up to 50 lbs. or over 50 lbs. with assistance, use fingers and wrists 
and/or hands repetitively in a slicing or twisting motion or while applying pressure, use both bands 
sun.ultaneously, speak clearly, hear normal voice conversation, and see small details. 

WORK ENVIRONMENT: Employees in this classification work inside a kitchen and cafeteria 
environment, with changing priorities and short deadlines, in varying temperatures including extreme 
heat from ovens and extreme cold from walk-in refrigerators and freezers, in contact with hot food 
items, with heavy machinery and shatp objects, with exposure to cleaning agents, and in direct contact 
with students. 

APPOINTMENT: In accordance with Education Code Section 45301, an employee appointed to this class must 
serve a probationary period of six ( 6) months during which time an employee must demonstrate at least an overall 
satisfactory perfonnance in ordel- to attain permanent status in the classified service_ 

Salary Range: 18_5 

Approved: 6/79 
Revised: 2/82, 10/86,2/98. 12/13 
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CHILD NUTRITION WORKER 

Closs sfJflCific:atiom aTtJ tntlllffll!d to prtlSllftl a dBscriptiWI list af the range af dutiBs pfllj'ar,nl!d by smploytMS in Oul class.. SptN:ffications art1 

not intsndl!d to nrflBCt all duties performBfJ within Oul ja/J_ 

SUMMARY OF DUTIES 
Under direction of the Director of Child Nutrition Services, performs a variety of duties related to child nutrition 
programs; assists in the preparation and seiving of meals; maintains food seivice facilities in a clean and sanitary 
condition; collects money and make change; and performs a variety of duties relative to assigned area of 
responsibility_ 

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
T1ul dBscriptions blllow are providllli to dtmronStrats how this clas:sificationftls within Oul organimtian and to assist in quickly idsntjfying 
Aro' ddfBTllllCes between classifications which mtzy oppsar o'lhllrwiss similar_ All classifications tl1W listfld in ardsr from highB.rt ta lowast 

The Child Nutrition Cafeteria Coordinator classification coordinates a self-contained child nutrition operation at 
an assigned school site, oversees and participates in the preparation and serving of all meals, trains and directs the 
performance of assigned staff, ensures proper food safety and sanitation, and majntains responsibility for the day 
to day operations of the kitchen and cafeteria.. 

The Child Nutrition Worker classification perfonns duties in the preparation and seiving of meals, assists in 
mai,itaining kitchen areas and kitchen and cafeteria equipment in a clean and sanitary condition, and performs 
related tasks as required_ 

SUPERVISION RECEIVED AND EXERCISED 
• Receives supervision from the Director and Assistant Director of Child Nutrition Services; 
• Receives technical and work direction from the Child Nutrition Cafeteria COOl'dinator; 
• Positions in this classification have no formal supervisory responsibilities. 

ESSENTIAL DUTIES 
• Participates in the preparation and cooking of a wide variety of food items needed for student and staff 

breakfasts, lWlches, a la carte sales, special events, and any other Child Nutrition programs; washes, slices, 
chops, and prepares fruits and vegetables; grates cheese; slices meat; prepares fruit cups; assembles and 
prepares a variety of sandwiches and wraps; heats various food items inclnding frozen foods; 

• Sets up and disassembles seiving areas and steam tables; 
• Sets up serving lines and serves food to students and staff; 
• Operates a point-of sale computer terminal to sell meals and food items; collects money and makes change 

:from a cash box/drawer; sells a la carte and snack items without point-of-sale computer terminal as needed; 
may bag and prepare money for shipment to Dis1rict office; 

• Count trays, milk, and other food items as assigned; 
• Maintains work areas in a clean and sanitary condition; washes and scours kitchen tables, benches, and dining 

areas; cleans kitchen utensils and equipment; sweeps and mops food preparation and storage areas and kitchen 
floors; cleans up spills and throws away trash; 

• Receives, checks, and stocks deliveries; ensures food items and supplies are stored properly; 
• Assists with monthly inventory as directed. 

Other Related Duties 
• Perfonns related duties and respons1'bilities as required 

KNOWLEDGE, ABILITIES, AND TRAITS 
Knowledge of: 
• Sanitation and safety practices related to cooking and serving food; 
• Maintenance and operation of standard kitchen appliances; 
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• Standard weights and measurements used in cooking; 
• Interpersonal skills using tact, patience, and courtesy; 
• Basic mathematical principles_ 
• Principles and methods of quantity food preparation, serving, and storage_ 

Altilityto: 
• Perform a variety of duties related to food preparation and food service; 
• Majntain food service facilities m a clean and sanitary condition; 
• Collect money and make change quickly and accurately; 
• Operate a variety of kitchen equipment and appliances including. but not limited to. refi:igerators, ovens, 

shredders, choppers, slicers. mixers, steam tables. warmers, pots, pans, and utensils m a safe and efficient 
manner; 

• Perform basic food preparation activities such as choppmg, dicing, slicing, etc_; 
• Read recipes and measure food items accurately; 
• Follow sanitary and safety standards required in food bandJjng; 
• Efficiently use a computerized point-of-sale terminal once trained; 
• Provide information and assistance to parents, the general public, and other staff members m a helpful, 

courteous and timely manne'l"; 
• Maintain confidentiality of privileged information obtained in the colll'Se of work; 
• Comunmicate effectively, both orally and m writing 
• Understand and follow both mal and written directions; 
• Establish and maintain effective worlring relationships_ 

Trails: 
• Appreciates and respects the differences among people; 
• Diligently attends to details and quality; 
• Easily adapts to situations and changes; 
• Is punctual and follows through; 
• Is trustworthy and responsible for bis/her actions; 
• Remains steady under pressure; 
• Stays focused and has good work ethic; 
• Strives to meet customers, needs_ 

EMPLOYMENT STANDARDS 
Education: Graduation from high school or equivalency is desirable_ 

Egerience: One year of food haodhna; and preparation experience is desirable_ 

Special: A valid and cmrent Food Safety Certificate approved by the State of California is desirable_ 

In accordance with the Healthy Hunger-Free Kids Act of 2010 {HHFKA) incumbents must complete a certain 
number of hours of continuing education per school year ftom training options available on the United States 
Department of Agriculture Pn>fessiooal Standards website (http://professiooalstandards_na1-usda_gov) as follows: 
Employees worlring over 20 hours per week: 6 hours of annual continuing education/h-ajning 
Employees worlring less than 20 hours per week: 4 hour of annual continuing education/h-aining 

All licenses, certificates, and other requirements listed above are required at the time of employment and must be 
maintained during the COUl'Se of employment unless otherwise noted_ 

Physical Requirements: Employees in this classification stand for prolonged periods of time, walk, sit, 
stoop/bend, reach overhead, lift and carry up to 40 lbs_ or over 40 lbs_ with assistance, use fingers and wrists 
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and/or hands repetitively in a slicing or twisting motion or while applying pressure, use both hands 
simultaneously, speak clearly, hear normal voice conversation, and see small detai]s_ 

WORK ENVIRONMENT: Employees in this classification work inside a kitchen and cafeteria 
environment, with changing priorities and short deadlines, in varying temperatures including extreme 
heat from ovens and extreme cold from walk-in refrigerators and freezers, in contact with hot food 
items, with heavy machinery and sharp objects, with exposure to cleaning agents, and in direct contact 
with students. 

APPOINTMENT: In accordance with Education Code Section 45301, an employee appointed to this class must 
serve a probationary period of six ( 6) months during which time an employee must demonstrate at least an overall 
satisfactory perfmmance in order to attain permanent status in the classified service. 

Salary Range: 13.5 

Approved: 6/79 
Revised: 4/15 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

PERSONNEL COMMISSION 

Eligibility List No. 15-16:18 

Established: 3/11/16 

Adaptive TechnololY Specialist 

Rank Name Expiration Date 

1 Contreras-Giron1 Karen 3/11/2017 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

Paraeducator I 

Rank Name 

1 Hernandez, Stephanie A 

1 Postas, Lisa L 

1 Shafiei, Maryam 

2 Dean, Kathryn L 

3 Montejano, Monica 

4 Ortiz, Sheena N 

s Davis, Dayna N 

s Leonardo, Ashley E 

6 Lee, Claudia B 

7 Farfan, Diana 

8 Crotts, Matthew 

8 Galvan, Jose A 

9 Rivera, Maria D 

10 Lopez, Cynthia E 

11 Hernandez, Guadalupe M 

11 Rivera, Maria Soledad 

12 Martinez, Guadalupe R 

13 Ramirez, Rosemary 

PERSONNEL COMMISSION 

Eligibility List No. 14-15:09 
Established: 11/19/14 

Updated {Merged): 8/25/15, 9/10/15, 
10/27/15,3/23/16 

Expiration Date 

3/23/2017 

3/23/2017 

3/23/2017 

3/23/2017 

8/25/2016 

10/27/2016 

3/23/2017 

3/23/2017 

10/27/2016 

10/27/2016 

10/27/2016 

3/23/2017 

9/10/2016 

10/27/2016 

9/10/2016 

3/23/2017 

9/10/2016 

3/23/2017 
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Personnel Commission Meeting D-1 

April 14, 2016 

PERSONNEL COMMISSION AGENDA ITEM 

Name of Contributor(s): Date of Meeting: 

Jonathan Koch April 14, 2016 
Director, Classified Human Resources 

TITLE: First Reading – Personnel Commission Budget 2016/17 

DESCRIPTION OF AGENDA ITEM: 

Education Code Section 45253 provides that the Personnel Commission shall prepare an annual budget for its own office and 
hold a public hearing. The public hearing shall be held not later than May 30th of each year. 

Attached is the proposed budget. A justification for all expenses in the budget has also been attached. 

RECOMMENDATION: 

No official action is to be taken at this time. The Commission shall give direction on the formulation of a final budget 
draft which will be brought back for an open hearing and adoption at the regularly scheduled meeting in May. 

Reports/Other Information/Discussion Items-Budget (First Reading) April 14, 2016 
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2000 

3000 

4000 

ANNUAL FINANCIAL AND BUDGET REPORT 
FISCAL YEAR 2016-2017 

CLASSIFIED SALARIES* 

2300 Administrative Personnel $211,792 
Commission Members $3,600 

2400 Clerical & Other Office $227,996 
2900 Other 

$0 

$443,388 
EMPLOYEE BENEFITS* 

3100 Certificated Employees Retirement 
$0 

3200 PERS $50,400 
3300 OASDI & Medicare $32,545 
3400 Health & Welfare Benefits $87,915 
3500 SUI S213 
3600 Wmker's Compensation $16,286 
3800 PERS Reduction (PERS Rsduction is no longer 

valid in 2014115) 
$0 

3900 Other Benefits 
$20,422 

$207,781 
SUPPLIES 

4300 Other Supplies $2,000 
Literature, Periodicals 

$0 
Office Supplies 

$4,000 
Examinations Purchase so 
Printing & Forms $3,600 
Other 

$0 
4400 Non-Capitalized Equipment $1,800 

$11,400 

$211,774 

$3,600 

$236,817 

$0 

$448,590 

$0 

$58,443 

$34,260 

$91,511 

$224 

s12.4n 

$0 

$22,665 

$219,575 

$2,000 

$0 

$4,000 

so 
$3,600 

$0 

$1,800 

$11,400 

• It is uoderstood that the District agrees that monies budgeted fur salaries and employee benefits will be adjusted 
upward m downward depem:l:ing on actual wages. benefit r.i.tt:s. etc_ which may change over the course of the fiscal 
year and .u:e not yet conaetely known as of the time of this budget being presented and adopted. 

1 Include only those ezpemli.tures diRctly attributable to the activities of the Commission and its employees_ For 
example. salaries of adtrrirnmators having a line responsibility foe all district open:tions should not be prmated 
even though some time may be spent womng with the Personnel Directoc. 

2 Salaries fur r.nmmimon memben should not be included without prim and specific authorization by the 
Governing Board (Education Code SBCtion 45250). 

3 Gl"oup medical benefits cannot be provided to funner Penonnel Commission members_ 

Personnel Commission Meeting D-1 

April 14, 2016 
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5000 SERVICES & OTHER OPERATING EXPENSES 

5200 Travel & Conference Expense 

Mileage {Local) 
$750 $750 

Expense Allowance $1,250 $2,000 
Conference $4,250 $6,250 

5300 Dues & Membership $2,626 $3,100 
5500 Utilities & Housekeeping Services 

Electricity $0 $0 
Heat 

$0 $0 
Water $0 $0 
Other $0 $0 

5600 Rentals, Leases & Repairs 

Leasing of Equipment 
$0 $0 

Equipment Maintenance Contracts $700 $700 
Other $500 $500 

5800 Other Services & Operating Expenses 

Advertising $2,000 $2,000 
Salary Classification Surveys 

$0 $0 

$0 $0 
Fingetprinting 

$0 $0 
Other Recrnibnent Expense $0 $0 
Legal Expenses $2,000 $2,000 
Contracted Testing 

$0 $0 
Contracted Personnel Services $27,000 $18,270 
Other 

$0 $0 
5900 Communka.tions 

Telephone/Fax $0 $0 
Postage 

$0 $0 
Other $0 $0 

$41,076 $35,570 

-2-
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6000 EQUIPMENT 

6400 New Equipment 

Office Furniture $0 so 
Office Equipment $0 so 
Other $0 so 

6500 Equipment Replacement $0 so 
$0 so 

$703,645 $715,135 

-3-
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2016-2017 Personnel Commission/Classified Human Resources Budget Justification 

Classified Salaries All staff is budgeted at the top salary step for their classifications. 
This is due to the fact that the Ventura County Superintendent of 
Schools approves the Commission's budget on an annual basis 
following input from the Board of Trustees. At any time in the 
future prior to the adoption of a Budget, the Board of Trustees 
may make a recommendation to the County Superintendent to 
not approve the Commission's budget as submitted. If this 
occurs the likely result is the Commission receiving the exact 
funding as it received in the prior year. 

If the Commission's budget does not reflect the top salary step 
placement for all positions, it is possible that this funding would 
not be approved on a yearly basis and thus wage increases due 
to step advancement would be required to be cut from the 
Commission's non-personnel budget. 

The above being true, it is understood by the Commission that 
any money allocated in this area which is not currently going 
towards actual salaries is expected to be returned to the 
District's general fund at the end of the fiscal year and not used 
in other areas. Exception may of course be made for- extreme or 
emergency circumstances. 

For the 2016/17 year the budget reflects a slight increase in the 
clerical and office staff category due to a mid-year 
reclassification of a Human Resour-ces Assistant position to a 
Human Resources Technician position during 2015/16. 

Salary increases have not yet been negotiated and determined 
for- 2016/17 so this budget is being put through with a notation 
that salary and benefits will be adjusted to their true amounts. 

2300: Administrntive Personnel The Director, dassified Human Resources is paid out of this 
account and is tasked with overseeing all Personnel Commission 
and Classified Human Resources activities and supervising 
Classified Human Resources staff. 

The Senior Human Resources Analyst is paid out of this account 
and is tasked with overseeing the recruitment and testing 
functions along with other dassified Human Resources duties. 

Additionally, the wages for the Personnel Commissioners are 
paid out of this line. An amount consistent with past budgets has 
been adopted for the pay of the Personnel Commissioners. It is 
expected that the actual total may be slightly less, but a buffer 
has been built in to account for unforeseen special meetings and 
disciplinary appeal hearings. 

2400: derical & Other Office All non-management staff is paid out of this line. Current staff 
consists of: 

Page I 1 
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1 Administrative Secretary 
The Administrative Secretary provides clerical support 
for the Classified Human Resources function and 
alleviates the Director of dassified Human Resources of 
administrative detail. 

3 Human Resources Technicians 
The Human Resources Technicians perform tasks related 
primarily to the Human Resources functions of the 
department and manage the high volume workflow of 
employee evaluations, records, assignments, and 
staffing including transfers which related to both 
classified and exempt employees. Positions in this 
classification are also expected to assist with 
Commission functions regarding test proctoring as and 
application screening as needed. 

This account is recommended to be increased to cover increased 
salary costs for a Human Resources Assistant position which was 
reclassified to Human Resources Technician mid 2015/16. 

2900: Other No amount is budgeted for substitutes or extra help. The 
department continues to function with as small of a crew as 
possible, despite an increasing workload which has led to 
Certificated Human Resources adding three new staff members. 
The Classified Human Resources office functions with substitute 
and additional help only when absolutely necessary. It is 
forecasted that this will continue and the non-personnel budget 
can cover the cost if necessary. 

Employee Benefits Associated with department employees and Personnel 
Commissioners. As of the current time we have not received 
information regarding benefit rates for 2016/17. Much like the 
salaries section, this is being put through with a notation that 
the budget will be adjusted to reflect actual rates including any 
increases. 

3200:PERS Associated with department employees and Personnel 
Commissioners. 

3300: OASOI/Medicare Associated with department employees and Personnel 
Commissioners. 

3400: Health & Welfare Benefits Associated with department employees and Personnel 
Commissioners. 

3500: SUI Associated with department employees and Personnel 
Commissioners. 

3600: Worker's Compensation Associated with department employees and Personnel 
Commissioners. 

3800: PERS Reduction This area is not valid and no longer required, therefore this 
account has been adjusted to reflect a zero balance. 

3900: Other Benefits (includes CSEA Associated with department employees and Personnel 
Arc and Retiree Benefits) Commissioners. 

Page I Z 
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4300: Materials & Supplies This account provides funding for all office supplies necessary 
for the regular office duties of the Commission/Classified 
Human Resources department. 

This is also the account that provides for the cost of lunches for 
interview panel members. which can vary depending on the 
number of interview panels held over the course of the year. 

Lastly. the budgeted amount covers expenses of a recurring 
nature to.- copier charges and publications .-echarges. 

This account shows no charm;e from the previous year's budget. 
4400: Non-Capitalized Equipment An amount equivalent to app.-oximately two computers has 

been built into the budget for the 2014-15 year. It is expected 
that the department will need to replace two computers every 
year which would put our computers on approximately a 3 year 
replacement cycle. 

This account shows no chaooe from the previous year's budget. 
5200: Travel & Conference Personnel Commissioners and staff typically attend a few 

conferences and symposiums per year. One conference 
typically attended in the CSPCA Annual Conference which is 
typically a three or four-day conference with an associated cost 
of approximately $350 per individual plus room & board. The 
locations of these conferences are to be determined. as is the 
actual cost. The CSPCA conference typically totals about $3,500 
or more with reimbursement for travel and expenses. 

The Classified Human Resources department currently has one 
new Commissioner and is soon expecting one new staff 
membe.-. As such, it is expected that both will attend the Merit 
Academy during the upcoming year at a cost of $500 tuition 
each, plus other expenses. Additionally, It is anticipated that the 
new staff member will attend a number of 
conferences/symposiums during the year. 

This account also covers all mileage reimbursement expenses 
for Commission employees and allows for mileage 
reimbursement to interview panel members/raters from 
outside districts/agencies. 

This account shows an increase of $2,750 from the previous 
year's budget to allow for more staff involvement in 
conferences, allow for the two newcomers to attend the Merit 
Academy, and for other professional development. 

5300: Dues & Memberships The department has three ongoing memberships which require 
annual dues: Cooperative Organization to.- the Development of 
Employee Selection Procedures (CODESP), and California School 
Personnel Commissioners Association (CSPCA), and Personnel 
Commissioners Association of Southern California {PCASC). 
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This account shows an increase of $474 from the previous 
year's budget due to increased membership dues. 

5600: Rentals, leases & Repairs The department has one ongoing maintenance agreement with 
Apperson for the exam answer sheet scanning machine (similar 
to Scantron). 

A small amount for repairs has been budgeted in case any are 
needed on current equipment. 

This account shows no chamte from the previous year's budget. 
5800: Professional/Consulting Services The Commission is tasked with holding disciplinary appeals 

following actions taken by the Board of Trustees. These appeal 
hearings are held by an independent hearing officer who 
charges consulting fees. While the number of hearings is 
impossible to forecast, history has shown that the consulting 
fees typically fall below the amount budgeted ($5,000). 

Another use for this account is advertising and other 
recruitment expenses. The Commission only uses these services 
for recruitment which are inherently difficult, such as those for 
School Occupational Therapist. As such an amount of $2,000 
has been added. 

Out of this account is also an ongoing cost for computerized 
testing and integration with our current applicant tracking 
software. The ongoing cost for the software licensing and 
integration is $2,000. 

An amount of $2,000 is in place for contingencies where a 
conflict of interest is declared between the District and the 
Commission. In these instances the Commission would need to 
retain its own legal services. It is hoped and anticipated that 
these funds will not be used and will be returned to the 
District's general fund at the close of the fiscal year. 

An amount of $11,270 has been added to the budget due to the 
Commission budget needing to take on the cost of the NeoGov 
Insight Applicant Management System. For the past nine years, 
the District used this system for both certificated and classified 
Human Resources and paid the cost out of the General Fund. As 
of July 1, 2016 the District has decided it will no longer use the 
system for Certificated Human Resources and was planning to 
discontinue the software license agreement. Based on current 
practices and needs, ending the agreement with NeoGov would 
effectively cripple the work of the Personnel Commission and 
Classified Human Resources department. The responsibilities of 
the dassified Human Resources office require the performance 
of tasks which ar-e much more technical in nature than those of 
the Certificated Human Resources office. As such, a more 
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Page I 5 

robust software is needed to meet the demands of the 
department. Removing the current NeoGov system would 
result in undue hardship on aassified Human Resources staff 
and result in a need to hire a minimum of one additional full­
time staff member at the Analyst (or higher) level in order to 
maintain close to the same level of efficiency. 

Lastly, an amount of $20,000 has been removed from the 
budget as the money was budgeted in case the District wished 
to move forward with phase 1 of a District-wide classification 
and compensation study. At the present time the District has 
stated that it does not have interest in such an undertaking and 
would not be able to cover the costs of implementing the 
findings of such a large-scale study. As such, this money (which 
was seen as a short-term increase to the Commission budget} 
has been removed. This item may be discussed again in the 
future. 

This account shows a reduction of $8,730 from the previous 
year's budget. 
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Page 1 
CLASSIFIED PERSONNEL ACTIONS 

March 16, 2016 

New Hire 

Bhatia, Pavan 

De La Hoya, Susy 

Garcia de Ruiz, Claudia 

Kitagawa, Bryan 

Limon, Giselle 

Montes, Gladys 

Roque, Yosis 

Wilson, Karen 

Director of Facilities, Position #7354 

Facilities 8.0 hrs./246 days 

Paraeducator III, Position #7241 

Pupil Services 5.75 hrs./183 days 

Paraeducator III, Position #7242 

Pupil Services 5.75 hrs./183 days 

Paraeducator I, Position #7167 

Brekke 4.0 hrs./183 days 

Paraeducator I (B), Position #7280 

Haydock 5.0 hrs./183 days 

Paraeducator I, Position #7260 

Soria 5.0 hrs./183 days 

Paraeducator III, Position #7341 

Pupil Services 5.75 hrs./183 days 

Paraeducator I, Position #7191 

Rose Ave. 4.0 hrs./183 days 

03/01/2016 

02/11/2016 

02/16/2016 

02/24/2016 

02/16/2016 

02/29/2016 

02/17/2016 

02/23/2016 

Exempt 

Lucas, Yessenia 

Nunez, Nicholas 

Mendez, Vanessa 

Campus Assistant 

Campus Assistant 

Campus Assistant 

02/09/2016 

02/29/2016 

02/18/2016 

Limited Term 

Celedon, Eduardo 

McCulloch, Ashley 

Paraeducator 

Paraeducator 

02/04/2016 

02/16/2016 

Resignation 

Zamarripa, Jovana Paraeducator II, Position #6519 

Pupil Services 5.75 hrs./183 days 

03/04/2016 

Retirement 

Zambrano, Johnny Grounds Maintenance Specialist, Position #1036 

Facilities 8.0 hrs./246 days 

03/03/1980-03/31/2016 
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