THE PERSONNEL COMMISSION
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4*?0 SCHOOL DI 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 February 11, 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.

Grounds Maintenance Specialist (page 5)
The Personnel Commission will consider approving amendments to the job description.

Locksmith (page 9)
The Personnel Commission will consider approving amendments to the job description.

Facilities Purchasing Specialist (page 13)
The Personnel Commission will consider approving amendments to the job description,
title change, and salary reallocation.

EMS/HVAC Lead (page 17)
The Personnel Commission will consider approving amendments to the job description,
title change, and 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



5.

Eligibility Lists (page 21)
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.

Personnel Actions (page 23)
The Personnel Commission will receive a list of various personnel actions that relate to the
transfer, retirement, or other action affecting, classified personnel.

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

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

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.

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

E. ADJOURNMENT
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The Personnel Commission of the Oxnard School District met on Thursday, February 11,
2016, in the Oxnard Room of the ESC, 1051 South A Street, Oxnard, CA. The meeting
was called to order by Commissioner Perez at 3:30 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

Jonathan Koch, Director of Classified Human Resources
Tanya Ventura, Staff member

Guests: Matt DeGennaro; Paul DeGennaro; Officer Estrada; Ilene Poland, CSEA Job
Steward; Dr. Jesus Vaca, Assistant Superintendent of Human Resources and Support
Services, and Jabbar Wofford, CSEA President.

Commissioner Rhoads moved to approve the agenda of Thursday, February 11, 2016 as
resented. Commissioner Perez seconded and the motion carried. The vote was as
ollows 2-0. Perez Y ; Rhoads Y

Commissioner Rhoads moved to approve the minutes of Thursday, January 21, 2016 as
resented. Commissioner Perez seconded and the motion carried. The vote was as
ollows 2-0. Perez Y ; Rhoads Y

Commissioner Rhoads moved to deny the appeal of disqualification from examination
for the classification of Senior Human Resources Analyst. Commissioner Perez
seconded and the motion carried. The vote was as follows 2-0. Perez Y ; Rhoads Y

Commissioner Rhoads moved to approve the eligibility lists of Grounds Manager,
Paraeducator 1l, Paraeducator Ill, Intermediate School Secretary, and Secretary.
Commissioner Perez seconded and the motion carried. The vote was as follows 2-0.
Perez Y ; Rhoads Y

CALL TO ORDER

ROLL CALL

ADOPTION OF THE
AGENDA

APPROVAL OF
MINUTES

COMMENTS BY THE
PUBLIC
ACTION ITEMS

Exam Appeal

Eligibility Lists

Minutes of Thursday, January 21, 2016

March 10, 2016



The Personnel Commission reviewed the Personnel Actions of January 20, 2016 and
February 3, 2016.

Mr. Koch gave an update on the current recruitments for Adaptive Technology
Specialist, Bus  Driver  (Temporary/Substitute), Child  Nutrition  Worker
(Temporary/Substitute), Custodian (Temporary/Substitute), District Translator (Limited
Term), Health Assistant, Information Systems Data Technician, Office Assistant
(Temporary/Substitute),  Paraeducator  (Temporary/Substitute),  Paraeducator I,
Paraeducator I, Paraeducator Ill, Paraeducator-Hearing Impaired (sign language),
Preschool Assistant (B), School Occupational Therapist, Senior Human Resources
Analyst, Site Technology Technician, Speech-Language Pathology Assistant. He
summarized the Commission’s staff activities as of the last Commission meeting.

Ms. Poland reported that Mr. Koch was doing a great job.

Ms. Poland read a report from Dr. Vaca. It was reported that Mandated Reporter training
will be scheduled soon. She also reported that staff had an opportunity to attend the
Super Star Conference held at VCOE.

There being no further business, the Commission adjourned at 4:55 p.m. The next
regular meeting will be held March 10, 2016.

Jonathan Koch, Secretary to the Personnel Commission

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, February 11, 2016

March 10, 2016
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GROUNDS MAINTENANCE SPECIALIST

Class specifications are infended fo present a descripiive list of the range of dufies 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 Grounds Manager, Te-performs a variety of technical grounds maintenance duties
mncluding the maintenance and repair of plaveround equipment surfacing and automated and manual irrigation
systems; te-performs basic grounds mamtenance duties: #ee-trimminsand-manienance-and-landseape
eonstietionte performs minor construction duties on school grounds, buildings. and landscaped areas; repairs
and maintains fences and gates: and $e-performs a variety of technical duties relative to assigned area of
responsibility.

Incumbents in this classification help to ensure school srounds are kept in a clean_safe_and aesthetically pleasin

state which directly supports student learning and achievement.

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES
The Grounds Maintenance Specialist classification performs a variety of technical grounds maintenance duties

mncluding srounds construction work and the maimntenance and repair of irrieation systems. maintains and repairs

playground equipment responds to emergency grounds calls regarding safetv hazards and operates motorized
power grounds equipment as assigned.

The Irrication Specialist classification orms a varietv of s ecialized and fechnical maintenance and repair

work on commercial irrigation systems designs and installs new irrigation systems performs backflow
prevention device testing. and performs other technical duties relating to irrigation systems as assigned.

The Grounds Equi nt erator_classification orms more complex crounds maintenance duties including
assisting with construction duties and has primary responsibility for the operation of all motorized power srounds

equipment such as riding mowers. tractors. power sweepers dump trucks. and skip loaders.

The Grounds Maintenance Worker classification performs eeneral crounds maintenance. gardemine. and
landscaping work and may assist in the operation of motorized power grounds equipment as assigned.

SUPERVISION RECEIVED AND EXERCISED
= Receives general supervlsmn ﬁ'om the Qpeﬁmeiﬁ-hﬁmaﬂgepmd-ﬁw D&e@-tei—eat"—l?-ae-l-l-l-t-l-e-rﬁmuz1ds Manager.

- P051t10115 1n this classﬂcatmn ]:lave no formal supervisory re: mnslbﬂmes

WORK DIRECTION RECEIVED AND EXERCISED
= May provide technical work direction to Grounds Maintenance Workers.

ESSENTIAL DUTIES
= Assembles. asdunstalls. repairs. and performs routine maintenance on playground equipment and surfacings;

e Installs repairs. and maintains fences and gates: performs welding worlk as needed:

%W‘ : ; -

e Performs various concrete work; designs, constructs. and/-or modifiies wasensexisting concrete structures-;
mixes. pours. and finishes new concrete structures: performs routine maintenance on concrete and asphalt;

e Performs minor esspest—weslewoodwork needed for grounds and construction purposes, including
deszencreating and installing wood structures such as concrete forms sasdbestes

e Performs tree pruning on District #wde-trees in order to meetise the cultural and growth characteristics of the

trees-;
* Performs tree care maintenance tasks, such as fertilization, proper staking, and proper planting-techsigues;
Action ltems-Grounds Maintenance Specialist March 10, 2016
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e Performs a variety of preventive maintenance and repair work on automatic and manually operated irrigation
systems to asensure proper operation as needed=;

s Responds to emergency grounds calls regai‘d:ing safety hazards o
Lol e gt e s

s—Operates a variety of motorized power grounds equipment and machinery such as nding mowers_tractors
push mowers power sweepers. dump trucks skip loaders and jack hammers as assicned to ensure proper
upkeep of District sites and prounds Opesate—tras dian—fae melad—fme 33 and-atharlg

metemed—eqmﬁiﬂe&tf

and maintains repair. maintenance and supply records foras assiguedsks; orders and nb
materials as needed-;
s Performs ceneral pest (bees. rodents_etc.) removal as traned and taking into account all applicable safe

ins supplies and

COLCEINS:
= Ensures compliance and adherence to safety rules and regulations; performs sesesalorounds clean-up at the
job site.

Other Related Duties

=  Performs operator's maintenance on a District vehicle as necessary:

e Provides work direction and euidance to grounds personnel assigned to assist on larger projects:

o  May tram and provide work direction and cwidance to other personnel in the operation of motorized power
grounds equipment as assigned:

e Performs related duties and responsibilities as requiredassiened.

ENOWLEDGE. ABILITIES. AND TRAITS

Knowledge of:

#__ Operational characteristics of wrigation systems and components;

®__ Basic welding techniques:

* Prnciples, methods_and techniques used in the installation and repair of spesledesnrigation systems_including

various timing devices. controllers valves and heads:-
&  Operational characteristics of motorized srounds maintenance equipment:

= Basic principles of operation and care for mechanical and hydraulic systems:

e Concrete and masomry techniques and methods;

- Pacio oo dhode o d foolias o af snctolling oaodd e ot ot o alnee Tl oo oo "“;pﬂEﬂt—ﬂﬂd—Ee-]:&t-ed-
R e et R = —plesmenn s
SEELIEI L
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= Arboriculture as it relates to standard tree trimming practices in the landscape industry;

e Proper planting, staking and general maintenance care of trees-

= Basic mathematical principles-;
s Health and safety regulations_and procedures-

e R s s e s

Action Items- Grounds Maintenance Specialist March 10, 2016
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* Methods and technmiques of routine maimntenance and repair of grounds maintenance equipment_and tools
trucks. and tractors:

* Prnciples and procedures of record keeping=.

* Pertinent Federal, State and local laws, codes and regulations_regarding water conservation and playground

equipment.

sketches:
#__ Operate trucks. large po

large motorized vehicles and equipment as assigned-;

* QOperate a variety of tools and equipment utilized in groundskeeping such as trencher. jackhammer cement
muxer. chain and other power saws and various small hand and power fools:

o Drhrpmaggergedleiaoe

Understand and follow safety procedures_

Train personnel in the safe use of large and small motorized equipment:
Provide information and assistance to pasests—the general public and other staff members in a helpful,

courteous and timely manner-:

nderstand and follow both oral and written instructio;isf;

Establish and maintain effective working relationships —wsth-these-eontnetednthe courseafworle
e ind Jontls-swith Limi

Analyze sifuations accurately and adopt an effective course of action-,

s Commmmicate eleasb—and-eanesalreffoctively, both orally and in writing=;
#__ Safelv Goperate and perform operator's maintenance on a District vehicle-;
e Operate a computer and basic work-related software.

Traits:

s Diligently attends to details and quality;

= Easily adapts to situations and changes:

s Effectively manages one’s own fime_ priorities. and resources;
#__ Is punctual and follows through:

#_ TIs trustworthy and responsible for his'her actions:

= Puts safety first for self and others:
®# _ Remains steadv under pressure:

®_ Stays focused and has a good work ethic:
s Strives to meet customers’ needs:

*  Works around obstacles and 1s self-starting.
Action Items- Grounds Maintenance Specialist March 10, 2016
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EMPLOYMENT STANDARDS
Education: Graduation from high school or equivalency. Specialized traming in nrrigations systems and pest
removal 1s desirable.

Experience: Three years of mefe&&l-ﬂgly—ﬁes-peﬁs-tble-g;'ounds maintenance expenence which includes expenenc

mn_all of the following: # : o =
,g;rc-unds landscaping and mamtenﬂnce H%e—pﬁuﬂ-ﬁg—aﬂd—eafe urlgatlon systems—nmmtenmee and landscape

construction.
Special: Possession of—esabiste-ebtain- an appropriate: valid dDrniver’s License.

Ability to be insured. and continue to be insurable by the District’s liability insurance carrier.

All licenses. cerfificates. 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: Emplovess in this classification stand walk  sit. crawl climb ladders stairs.and
Gcaffolclin nnint'u'n bfilfm{'e lifi "car Fup to 70 1bs_without assishnce or over 70 lbs u,irh '155‘1'51111109 use v.‘rists

WORK ENVIRONMENT:

Emplovees i this classification work primarily outside. in changing temperatures. including temperatures below
50 degrees and over 90 deorees drv_atmospheric conditions. poorly ventilated areas wet or damp areas_on
uneven or slipperv surfaces at heiohts usine ladders or scaffoldine with electrical hazards and machinerv with
moving parts. fumes. allereenic dust, chenuecals. odors. toxic materials. in direct contact with the public. students,
and District personnel. and operate motorized vehicles and equipment in order to conduct worle

APPOINTMENT: In accordance with Education Code Section 45301. an employee appointed to this class must

serve a probatio 10dl of six months during which time an emplovee must demonstrate at least an overall
saftisfactory performance in order to atfain permanent status in the classified service.

Lo EH e e
Salary Range: 22.0

Approved: 7/00
Revised: 3/16
Action Items- Grounds Maintenance Specialist March 10, 2016
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LOCKSMITH

Class specifications are infended to present a descriptive list of the range of duties performed by employees in the class. Specifications are
not intended to reflect all duties performed within the job.

SUMMARY OF DUTIES

Under direction of the Mamntenance Manager, Te—performs skilled journey—level duties in the installation,
maintenance. and repair of locks and controlling devices on all relevant District property including lockers, doors,
windows_—sse cabinets_and vehicles; #s—maintains master key system: +s—makes and duplicates keys. and +
performs a variety of technical tasks relative to assigned area of responsibility.

Incumbents in this classification ensure District locks and controlling devices are installed and properly

maintained and District personnel are provided with the means for appropriate access in order to ensure safe and

secure conditions at school sites and other District properties which directly supports student learning and

achievement.

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES
The Locksmith classification performs skilled journev-level locksmith work in the installation, maintenance. and
repair of locks and controlling devices on all relevant District property. maintains the master key svstem and

needed combinations and codes; makes new and duplicate kevs: provides work direction and training to other

maintenance persomnel. and plans and estimates costs for projects.

The Maintenance Worker IT classification performs semi-skilled to skilled maintenance. repair. and construction
tasks in the upkeep of District facilities: and performs semi-skilled to skilled finctions in one or more of the

maintenance trades under the suidance of a journeyman-level trade worker.

SUPERVISION RECEIVED AND EXERCISED
= Receives supervision from the Maintenance Manager and the Director of Facilities.

s  Provides technical and work direction to Maintenance Worker IT and Maintenance Worker I positions.

®  Positions in this classification have no formal supervisory responsibilities.

ESSENTIAL DUTIES

e Installs, repairs, opens. and remowves locks and other controlling devices for all relevant District property
including lockers doors. windows, cabinets and vehicles; clears keyways of obstructions; repairs, replaces,
and alters tumblers, springs. and other parts; disassembles and assembles padlocks, door and safe locks_ and
other locks as required-

o Maintains routine records, lists_ and files, such as records of safe combinations_and electronic lock access
codes- as required; changes lselecombinations regularly fo ensure securify=;

* Monitors and maintains locks_and controlling devices in good working condition-_

e  Operates key-cutting machines= in order to make or duplicate sevwlkeys as required-_

e Operates a variety of equipment, tools. and machines such as micrometers, various saws, drills, planers and
hand tools; maintain and service relevant equipment, tools, and machines as necessary.

s Replaces, repairs. and adjusts other building hardware- such as panic bars, latches, hinges, door joints. and
window hardware-;

* Reads and interprets sketches, drawings. and blueprints; performs work to specified standards-,

e Provides for proper materials as necessary to accomplish work orders; prepares and maintain records
including labor, materials, and work orders completed; Eestimates time, materials. and equipment required for
assigned jobs; prepare reports as required-;

®  Orders and picks up material as needed; eperateand perform operater'smaintonance on—a—distriet webiela;
utilize and maintain tools and equipment.

Action Items- Locksmith March 10, 2016
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e  Operates and -performs operator’s maintenance on a district vehicle_as necessary=:

e Provide work direction and guidance to etherssmaintenance personnel as-assigned to assist on larger projects-;
e  Performs—sesesal clean—up at job site; observes and implements proper safety practices.

L]

5 ;' :.I'EEIIH l‘E'EB-l‘d‘. Bﬁ “'ei:k ISE'FﬁEFH:IEE‘ B!:.Id ]BR:FE‘E-—H‘.-EE‘— Cad

=

Other Related Duties

e Provide assistance in various other areas of maintenance—ss—seguired- by performuing semi-skilled te—<lelled
mainfenance- repair and construction work in other maintenance frade areas as needed:the-basietrades-

e Performs related duties and responsibilities as assigned.

ENOWLEDGE, ABILITIES, AND TRAITS

Knowledge of:
e  Operational characteristics of a variety of locking devices including electronic locking/controlling devices-:

e Methods, materials. and equipment used in the locksmith craft -

¢ Methods and techniques of performing maintenance and repair on locking devices-:
Regulations governing locking devices in a public school environment-:

Principles and practices of master key inventory and program administration-;
Applicable District security requirements-,

Principles and procedures of good record- keeping-,

Health and safety regulations-_

Basic mathematical principles-2

Pertinent Federal, State_ and local laws, codes. and regulations-_

®  Methods and techniques of storing equipment, materials. and supplies—

Safe workinge methods and procedures.

Ability to:

Oper;te a variety of hand and power tools and equipment-; .

L]

e Read and interpret sketches, drawings. and blueprints-.

s Maintain routine records;

¢ Provide information and assistance to parests—the general public and other staff members in a helpful,
courteous. and timely manner—

Understand and fo]low‘both oral and written iIlEtI'llEtiD;lS—'
Establish and maintain effective working relationships—=with-thesecontactedinthe conrce ofwerle

Work independenth-aath-hmited superasieneffectively within established time schedules and with minimal

direction:
e Analyze situations accurately and adopt an effective course of action-;

®#_ Plan and orgamize work for self and others:
e Communicate eleastyand-eaneselreffectively, both orally and in writing-:

\ l - i . . - 54 - . i

-Safely operate a motor vehicle:

(=

. ra el - -. . —
® Operate a computer and basic work-related software.
Action Items- Locksmith March 10, 2016
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Traits:

o Diligently attends to details and qualitv:

* FEasily adapts to situations and changes:

o Effectively manages one’s own time priorities. and resources:
Is punctual and follows throush:

Is trustworthy and responsible for his/her actions:

s Puts safety first for self and others:

*  Remains steadv under pressure:
L]

Stays focused and has a good work ethic:
®  Strives to meet customers’ needs:

* Works around obstacles and 1s self starting.

EMPLDYIMIENT STANDARDS
Education:

mnte;me—md—mp“m@la&ed—ﬁeld,&'aduation from hish school or evidence of equivaleﬁt educational
proficiency.

Experience: One of the following:

1. One vear of journey-level locksmith experience.

2. Completion of a recognized locksmuth apprenticeship program.
3. Two vears of semi-skilled locksmuth work and completion of a certificate of achievement in the locksmith

nade ﬁom a recaggzed college or trade school

Special: Possession of—essbilis—teebiain- an appropriate, valid dDriver’s License.

Ability to be insured. and continue to be insurable, by the District’s liability insurance carrier.

All licenses. certificates. and other requirements listed above are required at the time of emplovment and must be

maintamed durine the course of employment unless otherwise noted.

Physical Requirements: Emplovees in this classification stand. walke sit. crawl climb ladders. stairs. and
scaffolding. mamtain balance. lift/carry up to 30 lbs. without assistance or up to 100 lbs. with assistance. use
wrists or hands repetitively or while applving pressure. use both hands. arms. feet. and legcs simultaneously.

stoop/bend. reach overhead. push/pull. have dexteritv of fineers'hands and mwscular coordination. have color

vision or the fibllm to dl\_.tlllﬁlllsh shacles speak clemh hear 1101*11131 Cconv ersahon and see small details. Ea&ea-ﬁa-l-

Action Items- Locksmith March 10, 2016
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WORK ENVIRONMENT: Emplovees in this classification work both inside and outside. in chanein

temperatures_includine temperatures below 50 deorees and over 90 deorees drv atmospheric conditions. poorly
ventilated areas. inadequate lishting wet or damp areas. confined spaces. at heights using ladders or scaffolding.
with electrical hazards and machinery with moving parts__fumes allergenic _dust. chemicals_odors__toxic
materials. in d1rect contact w ith the ubhc students._and Dlt-tfl(‘l’ e1so1mel ancl operate a motor 1c,re‘l‘m:ha- i1 01{1&1

satisfactory performance 1n order to attain permanent status in the classified service.

Salary Range: 23 0

Approved: 879
Revised: 10/86_4/92_3/16

Action Items- Locksmith March 10, 2016
-12-
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FACILITIES PURCHASIMC MATERIALS SPECIALIST

Class specifications are infended to present a descriptive list of the range of duties performed by employvees in the class. Specifications are
not intended to reflect all duties performed within the job.

SUMMARY OF DUTIES

Under the direction of the Maintenance Manager. Te-locates and purchases tools. goods, supplies, and services for
the Facilities Department; #s—receives, stores. and issues hand tools, power tools_parts —ase equipment_and
materials; maintains tool crib area in an organized and efficient manner; provides assistance in various areas of
maintenance as required: and te-performs a vartety of testsasks relative to assigned area of responsibility.

Incumbents in this classification ensure the availability of appropriate tools. goods_ supplies. equipment._and

materials for the Facilities Department in order to ensure the proper upkeep of school grounds which directly
supports student learning and achievement.

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES

The Facilities Materials Specialist classification performs duties related to the purchasing. storage and issuance
of tools. parts, equipment. supplies. and materials for the Facilities Departiment: maintains the tool erib area in an

orgamzed and efficient manner: and provides semi-skilled work and assistance in various areas of maintenance as

required.

The Mamtenance W 01ke1 I classlﬁcatmn erforms sermi- 5k1lled mamtenance repair.and consh’uchon tasks i1 the

the maintenance trades l‘lﬂdﬁ‘l the suidance of a journey-level trade worker.

SUPERVISION RECEIVED AND EXERCISED

* _ Receives supervision from the Maintenance Manager and the Director of Facilities.
s Mav receive technical and work direction from jownev-level trade positions.

s  May provide technical and work direction to Maintenance Worker I positions.
L ]

Positions in this classification have no formal supervisory responsibilities.

ESSENTIAL DUTIES
e Tocates and purchases a variety of facilities-related items including supplies, parts. tools, equipment,

materials. and services; solicits quotes for major item purchases as directed;-essure sl purehaseseompbrwath

Do sanpcba o ol a
* Requsitions. Breceives, stores. and issues hand tools, power tools, parts, equipment. and materials; maintains

fool crib area i an organized and efficient manner: 2marks and assigns facilities inventory control numbers

to tools and eqmpment ﬁﬁ&&@qmpm@ﬂ-t—ﬂﬂd—&upphes- locates lost or Imsplaced tools as needed;

®  Unpacks and stores new equipment and materials;

e :ilnspects and/or measure tools with a micrometer for wear defects; coats tools with preservative as needed;
performs minor repairs, cleaning. and overhauling of tools and equipment-;

e Contacts a variety of vendors to exchange information and initiate buy-out requisitions; obtaing, verifsses. and
provides information from vendors regarding the purchase and delivery of maintenance related equipment and
supplies; obtains technical information as required-_

e Rewviews all invoices for complete and accurate information related to price, product quality. and services
provided; follows up on all back-orders to assure ensure steady flow of equipment and materials-;

e Answers telephone and assists in resolving facilities related problems_as appropriate; delivers supplies, parts,
erand tools to maintenance personnel at school sites as needed--

e Perform data entry of purchasing related items onto computerized tracking system; imtiate and update
records-;

Action Items- Facilities Purchasing Specialist March 10, 2016
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e Prepares and maintains a variety of records and files related to daily operations including stock and inventory
eeaa-&-e-l—ea-ﬁl—mée&e&rec or d“.-—ﬁ-l@-l—!ﬂe-ﬁ-ﬁ&!—

shop equlpment and tools_i
materials in tool crib area=;

4—Mainta1'ng 1’rn.fﬁ:111:4::-r_t,r of tnols—a-&é_ parts. eq_mpment. and materials' mainmins aerial and boom lifts: smewmtam

e Performs -Eee&em-l-clean up at job site; observes and implements proper safety practices-.

e Provide for proper materials as necessary to accomplish work orders; prepareandsnantain recordsinelidine
iaber—materalsand-worleorderseompleted—prepares reports as required-;

e Provides assistance in various other areas of maintenance as required; performs semi-skilled—+te—<slslled
maintenance repair and construction work in the basic trades-;

Other Related Duties
e Performs related duties and responsibilities as assissedrequired.

ENOWLEDGE, ABILITIES, AND TRAITS

Knowledge of:

*  Operational characteristics of tools and equipment used in general maintenance or shop environment_-

* Sources for maintenance supplies and equipment -

e Methods and techniques for ordering, receiving, storing and issuing materials and equipment in a general

maintenance shop:-

Materials inventory control methods_-

Modern office procedures, methods and equipment, including computers and supporting word processing and

spreadsheet applications.

Purchasing procedures and terminology as it relates to maintenance material procurement-_

Principles and procedures of good record keeping:-

Basic mathematical principles-.

Proper methods of storing tools. equipment. materials. and supplies-:

Health and safety regulations, including regulations regarding ordering, receiving/handling and storing
hazardous and/or flammable materials.

e Safe working methods and procedures.

Ability to:

Safelv use a variety of tools and machines utilized in the basic trades:

Identify, locate. and procure maintenance fools. materials. and goods-.
Prepare and maintain accurate records and perform routine clerical duties:-
Maintain a perpetual inventory system.-

Monitor and maintain inventory levels-

Make mathematical calculations quickly and accurately:_-

* Operate a variety of equipment ﬂmluding computers and all relevant hardware and softwaresuppertins
e

e Provide mformation and assistance to paresnts—the general public and other staff members i a helpful,
courteous and timely manner-;

e Understand and follow both oral and written insu'uctic-;lse;

Action Items- Facilities Purchasing Specialist March 10, 2016
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e Establish and maintain effective working relationships—ssth-these contaetedinthe conrse afawarle
o Work effectively within established timelines and with minimal direction:sndependenthr—with—linited

e e
e Analyze 51tuatmns accumtelj,r and adopt an effective course of act:Lon-

. Safelv operate a motor 1eh1cle9b5ewe4ega+mad—ée£eﬂsﬁe~dﬂﬂﬂg-pmeﬂees-
a—Felrne e rad e b ard et Pl e R T

Traits:

®__ Diligently attends to details and quality:

s Easilv adapts to situations and changes:

= Effectively manages one’s own time priorities and resources:
®__TIs punctual and follows through:

= TIs trustworthy and responsible for his/her actions:

®  Puts safety first for self and others:

s Stays focused and has a good work ethic:
& Strives to meet customers’ needs:

o  Works around obstacles and 1s self-starting.

EMPLOYMENT STANDARDS
Education: Graduation from high school or evidence of equivalent educational proficiency.

Experience: One vear of experlence perfc-nmnn a vanety of semm- sk:llled mamtenance and facilities repair
work Fhs :t : 433
control_or vwa:lehouse stockroom experience is desirable.

Special: Possession of—esabiit~—te-ebtain- an appropriate- and valid €Driver’s License.

Ability to be insured. and continue to be insurable, by the District’s liability insurance carrier.

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

Physical Requirements: ]
fime. climb ladders. stairs., and scaffoldine. maintain balance. 11ft carrv up m 80 Ibs. without assistance or up to
100 Ibs. w1t11 assistance. use v.rhts or_hands repetitively or Whﬂe applving ressure.use borh hands. arms. feet.

coordination. have color vision or the ability to d1st111m11~.-11 slmcles speal«. clemh’ hear nonnal conversation. and
see small details.

and over 90 degrees. drv atmospheuc conditions. poorly ventilated areas. inadequate lichting. wet or damp areas.
confined spaces_at heichts usine ladders or scaffolding_with electrical hazards and machinery with moving parts.
Action Items- Facilities Purchasing Specialist March 10, 2016
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ansfactm} performance in order to attain permanent status in the clasmﬁed Service.

Salarv Range: 215220

Approved: 10/81
Rev 1sed 10 86

Action Items- Facilities Purchasing Specialist March 10, 2016
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EMSHENAC TEADFNERGY MANAGEMENT SYSTEMS TECHNICIAN

Class specifications are infended fo present a descripiive list of the range of duties performed by employvees in the class. Specifications are
nof intended to reflect all duties performed within the job.

SUMMARY OF DUTIES
Under the direction of the Maimtenance manager. programs and performs routine diagnostics and maintenance on
automated building heating ventilating.  air conditioning. and refriceration (HVACR) confrol systems:
investigates_ troubleshoots and resolves control svstem inadequacies or problems: Fe—monitors the Energy
Management System (EMS) computers; plans and records the preventive maintenance of all heating, ventilation,
air condition. and refrigeration SEEAC —equupment; fs—nspects and reports on_the thﬂ condmon of the Thel'r.nal
Energ\, Stmage {TES) systems and related eqmpmen’r and facilities;
- —provides techmc*ﬂ 3111::1:3011 to HVACE. personnel:
installs_maintains. services. repairs_and replaces HVACR equipment as necessary and directed- and te—performs a

variety of +eebsiealdutestasks relative to assigned area of responsibility.

order to ensure a safe and comfortable '«:c}:mol environment wh.lch dne-cth, supports student learnine and
achievement.

DISTINGUISHING CHARACTERISTICS A}IDNG RELATED CLASSES

refrigeration control svstems: provides technical support and suidance to HVAC Techmicians in regards to EMS:
and provides assistance or fills in for HVAC Technicians as needed and directed.

conditioning and refrigeration SEtems.

SUPERVISION EECEIVED AND EXERCISED

® _ Receives supervision from the Maintenance Manager and the Director of Facilities.
®* _ May provide technical direction to HVAC Technician positions.

o  Mav provide technical and work direction to Maintenance Worker I & IT positions.
e Positions in this classification have no formal supervisory responsibilities.

ESSENTIAI DUTIES
* Performs routine diagnostics and maintenance on automated building HVACR control systems; adjusts
program changes as necessary-.

e TInvestipates and reports on control system inadequacies or problems and proposes and/or makes
modifications to resolve issuessasae

e Prepares and maintains reports, logs, and other documentation relative to the operation of the overall control
systems-_

* Inspects and‘estroubleshoots control systems to determine needs for preventive maintenance, routine repairs,
Or emergency repairs-, resolves issues as appropriate;

e TInstalls additions to computerized control systems including wiring, circuit boards, and programming—

* Provides technical assistance to dDistrict hestine —centlatine and air econdibonins mechanies HVAC
personnel: asdprovides basic information to school personnel eareparding the nse and function of +te:|1+erg;3r
management systems—saformation.

Action Items- EMS/HVAC Lead March 10, 2016
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systems components fixtures, and eqmpment in appropriate w mkmg condmon, pmfonns work accordmg to
manufacturer's specifications, departmental guidelines, trade practices, blueprints, shop drawings and
schematics—

® Checks temperatures and adjust thermostats of air conditioning equipment, furnaces, boilers, and related
equipment; performs physical electronic repairs as needed-:

e Performs electrical, electronic, mechanical, and computer testing of thermal energy system equipment;
diagnoses mechanical, electronic, electrical and computer program problems with thermal energy systems;
reports defective parts mn unit equipment and controls; reprograms thermal energy storage and/or energy
management system as necessary to correct problems:-

Answer-telepheneste-+Recerves complaints and concerns regarding heating and/or coohing-eemplasnts—frona

variety-of seurces systems throughout the District; keeps a comprehensive log of service calls; make rational

decisions on a course of action to correct the reported deficiencies-;

Installs. maintains, services. repairs. and replaces HVACE. equipment as necessary and directed;

MH&FH*H—]BF@%H@HE%—&I—@H&E&(—I@*—@J—E&Q—EREEHMI}? updates knowledge base tlwough attendance at

appropriate training sessions or seminars, reading related publications, and by contact with others in this

discipline-_

Performs seseral-clean—up at job sites; observes and implements proper safety practices-;

OpElatE's a_ud perfmm OPEI'BtOI' s mainfenance on a dlst:rlct vehmle as necessary—

ﬂ@ﬂ%ﬂﬁ—ﬁ@—ﬁﬁ@@iﬂpﬁ%@ﬁ{—@&l@ﬁ%pmﬁ and mamtam records 111-::ludmg labur matenals and work
orders completed; prepare reports as required-_

Other Related Duties

* Provides assistance in various other areas of maintenance as requred; performsz semu-skilled—e—=slslled
maintenance repair and construction work in the basic trades; pesfermn phisical elestronie ropairs.

e May Bprovide work direction and guidance to maintenance swesltesspersonnel assioned to assist on larcer

projects-;
e  Performs stherrelated duties and responsibilities as asstenedrequired.

ENOWLEDGE, ABILITIES. AND TRAITS

Knowledoe of:

e  Operational characteristics of electrical and electronic control systems and computer energy management
systems-,

* Prneciples and procedures of maintenance and repair for heating ventilating, asd—air conditioning. and
refrigeration systems-;

e Methods and techniques of preventive maintenance, bresledeswsrepair. and trouble—shooting of facilifies-
1elated electromc or computer pmblems—

. Methcds a_nd use uf dlagnostlc and testmg eqmpment—
e e e e e

= Materials safety data sheets-_

e  Proper handling, use, and storage of basic hand tools—

- Pﬁﬁ@ipl@&-ﬂﬂd—pi—&e{-lees-e-f—hHealth and safety regulations-;
e Advanced mathematies principles-.

*  Principles and procedures of good record keeping-;

* Pertinent Federal, State. and local laws, codes. and regulations.

Ability to:
e Test, inspect. and check for the proper operation of heating, ventilating. and air conditioning equipment-_
Action Items- EMS/HVAC Lead March 10, 2016
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Read, lmdersmnd, and work from bluepnnts techmcal shop drawmgs and schematics-
» Interpret and apply information contained in materials safety data sheets.

® Provide information and assistance to parests—the general public and other staff members in a helpful,
courteous. and timely manner—

Understand and follﬂw bc-th oral and wntten mstructl{ms-
e Establish and maintain effective working relationships—ssth-thesecentacted-inthe conrce afwarle
o  Work smdependenth—with-hmited supermsien—effectively within established time schedules and with minimal

direction:

. Analyze 51tuatmn5 acmnatelj,r and adopt an effectwe course of actmn—

Communicate eleaply—aﬂd-eeﬂetselﬁ-effectn'ell buth orally and in writing-:
e e = A tet-Safely operate a motor vehicle-;

Traits:

o  Diligently attends to details and quality:

*_ FEasily adapts to situations and changes:

e Effectively manaces one’s own tune. priorities. and resources:
= Is punctual and follows through:

e TIs trustworthy and responsible for his/her actions:

*  Togically grasps and thinks through issues and problems:
o Puts safety first for self and others:

* _ Remains steadv under pressure:

® Stavs focused and has a good work ethic:

®  Strives to meet customers’ needs:

®  Works around obstacles and 1s self-starting.

EMPLOYMENT STANDARDS

Education: Graduation from hlgh school or evldence of egmwalent educatmn,al p_mﬁmen-:; Equﬂﬂl@ﬂ-t—t-e—ﬂae

Experience: One of the following:
1) Completion of a formal HVAC apprenticeship program or approved HVAC traming/educational program
H2) Three years of inereasinelrrespensibleourney-level expenence in the maintenance and repair of

HVAC and thermal energy equipment including experience programming and froubleshooting
computerized energy management control systems.

Special: Possession ofesabilibrte-obisin- an appropriate, valid dDriver’s {License.
Action Items- EMS/HVAC Lead March 10, 2016
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Ability to be insured. and continue to be insurable. by the District’s liability insurance carrier.

All licenses, certificates, and other requirements listed above are required at the tume of employvment and must be

maintained during the course of employment unless otherwise noted.

Phyvsical Requirements: Emplovees in this classification stand. walk. sit. and crawl for moderate amounts of
time_climb ladders_stairs_and scaffoldine. maintain balance lift/carrv up to 80 1bs_without assistance or up to

100 lbs. with assistance. use wrists or hands repetitively or while applving pressure. use both hands. arms. feet.

and lees simultaneously. stoop/bend. reach overhead. push/pull. have dexterity of fingers’hands and muscular
coordination.have Colm V1s1011 or the ability ’ro dlSTlHElllGh shades. sueal. clealh’ hear normal conv ers.a’rmn and
see small details. : £ : +

WORK ENVIRONMENT: Emplovees in this classification work both inside and outside. in chanecing
temperatures_including temperatures below 50 deorees and over 90 degrees_drv atmospheric conditions, poorly

1.'entllated areas. mademlate l1gl1tmg wet or damp areas, conﬁned spaces. at hemhts. using laclders. or scaffolchng

APPOINTMENT: In accordance with Education Code Section 45301, an emplovee appointed to this class must
serve a probationary period of six (6) months durine which time an employee must demonstrate at least an overall

safisfactory performance in order to attain permanent status in the classified service.

Salary Range: 2--£24.0

Approved: 7/00
Revised and title change from EMSHVAC Lead to Eneroy Management Svstems Technician: 3/16

Action Items- EMS/HVAC Lead March 10, 2016
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DR T, 4

gy = Eligibility List No. 15-16:26
Empeue i il Established: 2/22/16

. O bl
?j.t-‘ o O ol e )QS'J

kD SCHOOL DVS™

Recruitment Type: Dual Certification

Director's Certification:

Child Nutrition Worker

Rank Name Expiration Date
1 Rodriguez Gaytan, Edmundo 8/22/2016
2 Preciado, Christian 8/22/2016
3 Garcia Mancini, Leonor P 8/22/2016
4 Guzman, Salvador 8/22/2016
5 Arroyo, Martha L 8/22/2016
6 Lozano, Maria A 8/22/2016
6 Medrano, Evangelina 8/22/2016
7 Romero, Letty 8/22/2016
7 Vergara, Brigitte 8/22/2016
g Larios, Joanna 8/22/2016
9 Cortez, Silvia 8/22/2016

Action Items-Eligibility List
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OXNARD SCHOOL DISTRICT PERSONNEL COMMISSION

Recruitment Type: Dual Certification Eligibility List No. 14-15:29
Established: 3/4/16

Director's Certification:

Senior Human Resources Analyst

Rank Name Expiration Date
1 Demian, Pierre N 3/4/2017
2 Keys, Danielle R 3/4/2017
Action Items-Eligibility List March 10, 2016
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Exempt
Barrera, Evelyn

Garcia Espinoza, Jazmine
Gonzales, Charlette
Gonzalez, Renata
Gonzalez, Stephanie
Moreno, Ascension

Perez Guzman, Patricia
Roa, Monica

Romero, Sandra

Salazar, Alex

Smith, Sarah

Tomasino, Idalia
Velazques Salazar, Jennifer

Limited Term
Duarte, Andrea M
Tellez, Teresa
Yepez, Bibiana

Increase in Hours
Camarena, Angie

lyam, Onnegadon S

Lopez, Sandy

Saenz, Mary J

Transfer
Cachu, Blanca

Cerda, Pilar

Extended Leave of Absence

Rodarte, Maribel

CLASSIFIED PERSONNEL ACTIONS

Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant

Paraeducator
Child Nutrition Worker
Child Nutrition Worker

Paraeducator Il (B), Position #2231
Pupil Services 5.75 hrs./183 days
Paraeducator Il (B), Position #2231
Pupil Services 5.0 hrs./183 days

Paraeducator 11, Position #1937
Pupil Services 5.75 hrs./183 days
Paraeducator 11, Position #1937
Pupil Services 5.0 hrs./183 days
Paraeducator Il (B), Position #2229
Pupil Services 5.75 hrs./183 days
Paraeducator Il (B), Position #2229
Pupil Services 5.0 hrs./183 days
Paraeducator 11, Position #2608
Pupil Services 5.75 hrs./183 days
Paraeducator 11, Position #2608
Pupil Services 5.5 hrs./183 days

Child Nutrition Worker, Position #1827
Ramona 5.5 hrs./185 days

Child Nutrition Worker, Position #2393
Soria 5.0 hrs./185 days

Child Nutrition Worker, Position #1830
Marshall 5.0 hrs./185 days

Child Nutrition Worker, Position #2678
Soria 5.0 hrs./185 days

Child Nutrition Worker, Position #2679
Soria 5.0 hrs./185 days

February 17,2016

02/01/2016
01/11/2016
01/11/2016
01/15/2016
01/25/2016
01/15/2016
12/01/2015
01/11/2016
12/08/2015
01/06/2016
02/02/2016
01/11/2016
01/11/2016

01/25/2016

01/25/2016

01/25/2016

01/27/2016

01/25/2016

02/01/2016

01/21/2016

01/25/2016

01/25/2016

02/01/2016-05/01/2016

Reports/Other Information/Discussion Items-Personnel Actions
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Exempt

Alejandre, Rosaicela

Garcia Jr., Robert
Espinoza, Eduardo
Lopez, Brandi

Valencia, Claudia

Limited Term
Gonzalez, Eric
Salas, Benito

Tellez, Teresa

Resignation
Saucedo, Bellinda

CLASSIFIED PERSONNEL ACTIONS

Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant
Campus Assistant

Custodian
Custodian
Custodian

Intermediate School Secretary (B), Position #6244
Lemonwood 8.0 hrs./192 days

March 02, 2016

12/08/2015
02/06/2016
02/03/2016
02/05/2016
02/01/2016

02/10/2016
02/17/2016
02/10/2016

01/20/2016

Reports/Other Information/Discussion Items-Personnel Actions
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