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The Personnel Commission 
(supporting education through merit) 

Oxnard school district 

NOTICE OF REGULAR MEETING 

AGENDA 

Thursday, March 10, 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 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. 

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

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

4. 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. 

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

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

4. 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.   

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

E. ADJOURNMENT 

- 2 -



  

 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 
                                                                                                                        

 

 

 

 

 

   

      

    

 

 

                                    

                                    
 
 

 

 
 
 

  
 

  
 

 

 

        
     
      

 

 

 
       

       
      

 

 

 
 

 
  

 
     

      
     

 

 

     

    
     

 

 

   
 

 

 

  

 

Oxnard school district 

MINUTES 

Thursday, February 11, 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, 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 
presented. Commissioner Perez seconded and the motion carried. The vote was as 
follows 2-0. Perez Y ; Rhoads 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 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 II, Paraeducator III, 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 
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REPORTS/OTHER 

INFORMATION/DISC 

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

Mr. Koch gave an update on the current recruitments for Adaptive Technology Director’s Report 
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 II, Paraeducator III, 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. Report by CSEA 

Ms. Poland read a report from Dr. Vaca. It was reported that Mandated Reporter training Report by Assistant 
will be scheduled soon. She also reported that staff had an opportunity to attend the 

Superintendent, Human 
Super Star Conference held at VCOE.  

Resources and Support 

Services 

There being no further business, the Commission adjourned at 4:55 p.m. The next 
ADJOURNMENT 

regular meeting will be held March 10, 2016. 

Jonathan Koch, Secretary to the Personnel Commission 

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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Oxnard School District Page 1 of4 

GROUNDS MAINTENANCE SPECIALIST 

elms~ an, intfllldflfl to pn,.wnt a dssr:riptiWI list qflhll ronge qf datiB:s plBj'onnsd by f111'¥1'/a.,_ in fhB dass.. SptlCjfit:atirms OTil 

IIOI inl&rdflfl to r,/1.flCt all dlltui:; fJflrformt,d within fhB job_ 

SUMMARY OF DUTIES 
Under 1he direction of the Grounds Manager, ~ a variety of technical grounds maintenance duties 
including the maj:otemm~e and repair of playground equipment, s:urfi:u;ng and automated and mamw irrigation 
systems~ t&perf"Ol'ID§ basic grounds maintenance duties· 1lf:ee j;AHJHJieg IIR.& IBIHll.teeeeee & 1ae4seape 
~; to perfom'.1§. minor cons1ruction duties on school grormds, buildings.._ landscaped areas; ~ 
and maintains fences and gates· and ~ a variety of technical duties · ·gned area of 
responstbility. 

Incumbents in this classification he to ensure school are k 
state which directly supports student learning and achievement. 

DISTINGUISHING CHARACTERISTICS AMON 

construction work and 1he 
res onds toe 

power grounds equipment as assigned, 

The 
work 

vention device 

The Grounds 
as 

ent as assi ed 

"bilities. 

and 

routine maintenance on playground equipment and surfacing.,.:;_ 

• mis weldin work as needed· 

• P~ various concrete work; design!, constructs, and/-or modifyjes wf'insexisting concrete structures.,;. 
mixes. pours. and finishes new concrete structures; performs routine maintenance on concrete and asphalt: 

• PerfOl'III§ minor eiupeBtEy 7A"8SiiWOOdwork needed for grounds and construction pwposes, including 
~ating and installing wood structures such as concrete forms sllll.6ou11;_,;. 

• P~ tree prumng on District wide-trees in order to meefmg the cultural and growth characteristics of 1he 
tree~,;. 

• P~ 1ree care maintenance tasks, such as :fertilization, proper staking,_ and proper planting 1nhri1lH'!S-~ 

Personnel Commission Meeting C-1 

March 10, 2016 

Action Items-Grounds Maintenance Specialist March 10, 2016 
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Oxnard School District Page 2 of 4 

• P~ a variety of preventive :mairit.eoance and repair WOik on automatic and mamm11y operated irrigation 
systems to fl!iellSUre proper operation as needed,_;_ 

• t-..ej~ BRd p~ HHljM eB& HHR.ef' irepeiP., ee. eeMl'el eloeks 1111ft spAIIWeF 1tenes; ~ 1tttes eB& 
SJlf'iBIE1ef' heeEls e1eaF ef Elel;ifis . .;. 

• llft,IHP.i B&fl,/!BF RfBflle@e.§. BRd peH8HB: Hl&jOP erd HHBeP FBf!Mri&=imttioe. meinlinei. IBIHiteF rJDl-ve5; :Aw.v 
sens&.P.ii eB wl~res wiFes mes!illl'e FBMeHffl: valves SB'lilHleP.i, IMeHI Imes SBftBIE1eFs 1111ft Felated e&HHllfBeBt; 
FBfl& BB&'ef: Hplaee lu:eli:en BF leHiBg 1tttes~ tmee 8Bd lee&te d:emeged 7.YH'OS. 

• ~ to emergency gounds caDs regarding safety bamrds.;. 8§ Hle.ted te iH:igel;ioe, 1He ~ eRtl 

• 
and maintains 
material~ as needed,,_;_ 

• Performs neral ees 
concerns· 

• Ensure§ compliance and adherence to 
job site . 

• 
• 
• p 

• 
• 
• 

• 

• 
~ 

• 'Resie Cm:pe&i:Fy teehBHples BRd metlleEls 

t 
loaders 

installation and repair of sp!Hllilerirrigation systeim including 
and heads·.,. 

ds maintenance t-
C 

• 'Ilasie metheds aBtl teehm(fHEls ef acoornb\mg, iwtameg "HKI iB"J:lCCfing ~ 8'p.pmeet 
• Arboriculture as it relates to standard tree trimming practices in the landscape industry.;. 
• Proper planting, staking and general maintenance care of trees,,._;. 
• PRBeiples ef lea& SIIJIBPAsieR: 8M tniet&g. 
• Basic mathematical principles,,..;. 
• Health and safety regulations and procedures,,_;_ 
• PRBeiples eB& pmetiees of FeeeFd keBfli&g 

Personnel Commission Meeting C-1 

March 10, 2016 

Action Items- Grounds Maintenance Specialist March 10, 2016 
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Oxnard School District Page3of4 

• Methods and techniques of routine maintenance and repair of grounds maintenance equipment and tools, 
trucks, and tractors: 

• Principles and procedures of record keeping,,,;, 
• Pertinent Federal, state and local laws, codes and regulatiom reprd.ilm water conservation and playground 

equipment_ 

Ability to: 
• PeffeRB e. TJBriet;y ef iBs&ellANB Hl8HMeBIHlee BM R!f)Mfl 1A"8fk 8B di!ilriet spRRkl@l'§ BM i&ige1:i8B. ~-
• Tmee BBEl loeete EH11111188d wiHs_ 

• PeffeRB eeee"8le BBEl HIB!i8BfJ l'eJHHF-
• .ru.semWe aBd iBsla1J. plaj~ eljllipmeBt 
• IesWI BM- moiHMie ehe.iB. ltek feeee 
• 

sketches; 

?,_Operate===--===-=~==:.=...==-==-==-=-= 
• tu· 

• PeffeRB &IBBIIAI 1&&9.F_ 
?._Understand and follow safety procedures,;, 
• Train el in the safe use of lar 
• Provide information and assistance to 

• 
• 
• 
• 

• 

• 

• 

• 
• ~ to~ ~ 

· th mjnjma] directi -
in wrifint,;, 

- . vehicl~,;, 

• Effectivel mana · mities and resources· 
• Is punctual and foll through: 
• Is trustwm:tl!y and remgnsible for his/her actions: 
• Puts safety first for self and others; 
• Remains steaqy under pressure· 
• Spys focused and has a good work ethic; 
• Strives to meet customers, needs-
• Works around obstacles and is self-starting. 

and 

Personnel Commission Meeting C-1 

March 10, 2016 

Action Items- Grounds Maintenance Specialist March 10, 2016 
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EMPLOYMENT STANDARDS 
Education: Graduation :lrom high school or eqp.ivalency:. Specialized training in irrigatioos mtems and pest 
removal is desirable . .,./eleBt '8 lie eBmpletiee ef t;ke t.weWt ~ S'8pfllemellled hy spe~ 1miRiRg in tree pl'IIIHllg' & ee£e; 

flB&let: ~BB system. IBIHBte&eBee • R!pBH' IHHl,ter, lae.t:lseepe eBR!!iH'IH!tiee.. 

Egerience: Three years of Hlel'eesiBsl-Y fBSfHHl!!aele gr01mds maintenance ~ence which includes emen,ence 
in all of 1he following: iBe eoai&ed :kee fo&etieas BF BBe ye&F BliJ:H!Ree.ee in eae1i ef t;ke tle:ee iime1iees: 
grounds landscaping and maintenance. tree pNBiBg eed eee, irrigation systems IBIHBteeeR.ee, and landscape 
oonstrudi.on. 

Special: Possession m, BF amMy '8 ehteiB, an a~ valid aD:river's 

Abili tobe. and continue to be insurable the District's 

· ts listed aho andmustbe 
maintained durin 1he course of ent unless otherwise 

Physical Requirements: Employees in this classification stand walk sit crawl climb ladders, stairs, and 
scaffolding, maintain balance, lift/carry up to 70 lbs. without assistance or over 70 lbs. with assistance, use wrists 
or hands repetitively or while applying pressure, use both hands. arms. feet and legs simultaneously. stoop/bend, 
reach overhead push/pull have dexterity of fingers/hands and muscular coordination have visual acu:gy to 
perform job fim.ctions meak: clearly hear normal conversation, and see small details.l!issesiel an4 ~ 

- - . . - . i!eeS!ielflf--lelF-ll!ee . . - . 

WORK ENVIRON~1:]~iii 
Employees in this classification work primarily outside, in changing temperatures, including temperatures below 
50 degrees and over 90 degrees, dry a1mospheri.c conditions, poorly ventilated areas, wet or damp areas, on 
uneven or sJippezy surfaces, at heights using ladders or scaffolding with electrical hazards and machinery with 
moving parts, finnes, allergenic dust chemicals, odors, toxic materials, in direct contact with the public, students, 
and District el and =-=::..:s: t in order to conduct work. 

HENIRI Peliey 1"itlepied: 1"illgll!it 9, 199Q 
PersBwl GrmmissiBB l!rfJIIFBil'Jed: J_,. H, ilQ99 
Salary Range: 22.0 

Approved: 7/00 
Revised: 3/16 

status in the classified service. 

Personnel Commission Meeting C-1 

March 10, 2016 

Action Items- Grounds Maintenance Specialist March 10, 2016 
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LOCKSMITH 

elms~ tlTII intf/llldlld to prawnt a dllScriptiwl list oflhll rm,p of dlltitJs ptllfenn,lld by 11ff¥1/oyllras in 'tluJ doss.. Spllqjit:atians an 
not inhlndlld to Tffll.llt:t all datilJs ptll'j'onruD within 'tluJ jab_ 

SUMMARY OF DUTIES 
Under direction of the Maintenance Manager, -+e-perf~ skilled jomney-=level duties in the installation, 
maintenance.., and repair of locks and controlling devices on all relevant District property including lockers, doors, 
windows..,-RBEI cabinets, and vehicles; .:te--main~ master key system; ie-~ and duplicate! keys; and -le 
pem>ml! a variety of technical tasks relative to assigned area of responsibility. 

to ensure safe and 
secure conditions at school sites and other District · es whi learn.in and 
achievement_ 

,!__Receives 
• Provides tee 

• 

E 
• 

• 
codes,as 

• Monitor.§: and 
• Operate§ key-cu 
• Operate§ a variety 

hand tools; mamtain 
• Replace§. repaH!.., 

window hardware,.,;_ 

ce and 
and 

to other 

acilities_ 
· e Worker I ositions. 

"bilities . 

controlling devices for all relevant District property 
and vehicles; clear.5. k.eyways of obstmcti.ons; ~ replac~ 

· assemb~ and assemble! padlocks, door and safe locks .. and 

• such as records of safe combinations and electronic lock access 
:oniblliations regularly to ensure security.,_;_ 
contron · devices in od workin condition._;,, 

in order to make or duplicate new-keys as required,._;,, 
• tools.., and machines such as micrometers, various saws, drills, planers and 

- relevant equipme:ot. tools.., and machines as necessary_ 
adjust§ other building hanlware; such as panic bars, latches, hinges, door joints.., and 

• ~ and interpre~ sketches, drawings;, and blueprints; pem>ml! work to specified standards:-~ 
• GeBFrfirate eeti..vities end ~de &!irisferee ie e4her m6ctceacee peP.,BIIRC!l &5 BP@PS!!iM'Y-

• Provi~ for proper materials as necessary to accomplish work orders; prepare! and maintain :records 
inclndm ... labor materials and work orders 1--4---i- ~sti.mates time materials and . t . d for 

·-.US, • .-. COJDP-........, - - • " equtpilleD i:eqwre 
assigned jobs; prepare reports as required,,_;_ 

• ~ and pi~ up material as needed; epCRlie eea perfe:He. epCF&t9f!s ma;eteeeee, en a :fi:s11'iet ... remele; 
utilize amt maintain tools and equipment. 

Personnel Commission Meeting C-2 

March 10, 2016 

Action Items- Locksmith March 10, 2016 
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• Operate.§ and-penOIII§ operator's mairitenaoce on a district vehicle as necessary-,,~ 
• Provide work direction and guidance to eiheP.i-maintenance personnel as-assigned to assist on larger projects,,._;. 
• ~ cl~ at job site; observe.§ and implement.§:, proper safety pradices_ 
• maie.taie. reeeRils efwOl'k. peri"ermed aa4 parts ased. 
• Perfotm ge.eeml elee:e. up etjee sile; eeser,e BBB implemeot fW&fH!f' safety pmeti,ees. 

Other Related Duties 
• Provide assistance in various o1her areas of~~ performing semi-skilled te slel-led 

maintenance- repair and cons1ruc1ion worlc in o1her maintenance trade areas as -the l,Hfiie 1mees. 
• Perfonns related duties and responstb.ili.ties as assigned. 

KNOWLEDGE. ABILITIES, AND TRAITS 
Knowledge of: 
• Operational characteristics of a variety of locking devices incl 
• Methods, materials., and equipment used in the locbmith 
• Methods and teclmiques of perfmming maintenance and 
• lleBeiples ef lead supef¥i:siett BBB 1RHBing. 
• Regulations governing locking devices in a public s 
• Principles and practices of master key inventory and 
• Applicable District security requirements,-,;. 
• Principles and procedures of ~record-_keepi.ng:,;_ 
• Heal1h and safety regulations.,,~ 
• Basir. mathematical princip&.,;. 
• Pertinent Federal, State.., and local laws, 
!,_Methods and techniques of storing equipment, 
• Safe working me1hods and procedures . 

• 
• 
• 
• public and other staff members in a helpful, 

• 
• 

orking relationships 7.Ni:th: 111.ese eeeillef;ed m the @9l1P.ie ef welk.,;. 
- ly within established time schedules and with mjnjmal 

ly and adopt an effective course of action:-_;. 

prieri-ties_ 
• Plan and qrganjze work for self and others-
• Communicate e1eel'ly BBB eeeeiselyeffectively. both orally and in writinge,.,;. 
• QpeF&te BBB peHBIBl epl!Rdel:'s lll8Hlle.Raeee Bil a DistHet vehiele. 
• Ol,ser,e legal BBB defeBsv.ie ~ pree~ees_Safely operate a motor vehicle; 
,!__~ellwN geed heelth ad sefe&y pl'fBelples BBB pree~ees_ 
• Operate a computer and basic work-related so:ftware_ 

Personnel Commission Meeting C-2 

March 10, 2016 

Action Items- Locksmith March 10, 2016 
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Oxnard School District 

Traits: 
• Diligently attends to details and quality: 
• Easily ad@pts to situations and changec.: 
• Effectively manages one's own time, priorities. and resources: 
• Is punctual and follows tbroygb,: 
• Is trustworthy and responsible for hisJb.er actions; 
• Puts safety first for self and others: 
• Remains steady under pressure; 
• Stays focused and bas a g_ood work ethic; 
• Strives to meet customers' needs: 
• Works around obstacles and is self-starting. 

EMPLOYMENT STANDARDS 
Education:~~BlE!m-.~he--ee&11Jilet!l8B.-~~¥ellEB--f!!RMle--setil)lai 

proficiency:. 

Experience: One of the following: 
L of journey-level locksmith e · 

3_ 

Abili tobe -

All licenses c 
maintained 

Pagel of 4 

ent and must be 

nir ees in this classification stand w si craw climb ladders stairs and 
scaffolding, maintain balance, lift/carry up to 80 lbs. without assistance or up to 100 lbs. with assistance, use 
wrists or hands repetitively or while applying pressure, use both hands, arms1 feel and legs simultaneouslv, 
stoop/bend reach overhead push/pull have dexterity of fingers/hands and muscular coordination, have color 
vision or the ability to distinguish shades, speak clearl:v, hear normal conversation., and see small d.etails.seBiial 
fe&etiees IIIIPl relf',life IBM14eieieft Jm'rsieal eeBEli.t:ien neee55flf''f feF ~, elilebi&g, eftl!'i\•; W8RE: 9f iesJ)eet in 
e8BEiietl 5f)&ees :feF ,releB#)EI peee• of time; \\talk, st&4 81' sit fe£ prele~ pefieds ef time; wefk 811. slippefY 
e, ~Wl !iHffe.ees, 81Jemk&g 1B8li~e eEIYiPme.at; 81' vehieles, h:eeeiBg, steetHRf!t ll&eeli&g; BeBf viseel: aeuity lie 
~T Yifttte& 80elHBi!Diatiee; &eilfty to ke&F elHI ~ sp@@eB 8:t BOfBl8-l f8811.l le\rels aBEI 811. the teleplLoBe; 
:IB8BH&l deMerity tio e,emte a telepkeBe; ~ &8Hi!!8Blelly BREi :rJeRieally. 

Personnel Commission Meeting C-2 

March 10, 2016 

Action Items- Locksmith March 10, 2016 
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WORK ENVIRONMENT: Employges in this classification work both inside and outside in changing 
temperatures, including temperatures below 50 degrees and over 90 degrees, my atmospheric conditions, poorly 
ventilated areas, inadequate lighting, 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 direct contact with the public, students, and District personnel, and o.perate a motor vehicle in order 
to conduct work.Sliep MHI fiekl, iBeeer MHI BtitdeM, ewM8BHl0Bt; ~eet ta w;elmg B'BIB: site ta site; efiPO!ilH'0 

ta &ei!ie, de:5t, gt=eese, smeke, BBBes, ekemieels, iRelemeBt weetker eOB&ikees; WOFk or illspeet m eosfi&ea 
spaees_ 

SalalJ' Ranae: 23.0 

Approved: 8/79 
Revised: 10/86 4/92 3/16 

te at least an overall 

Personnel Commission Meeting C-2 

March 10, 2016 

Action Items- Locksmith March 10, 2016 
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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-,_; 
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• 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.,;. 
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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, 
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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 
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K~/11'1/AC LKA,IJENERGY MANAGEMENT SYSTEMS TECHNICIAN 

Cla.u sJJ«Uications an intfllldfld to pTflSlmt a dtlscripti'Wl list oflhll n:mgil' of duJitls p-:fann«i by anplOJ,'IIG in U,,. da.ss.. SptlCjfit::alitm l11Yl 

not inlllndfJd to ,.,,P.«:t all dutifls ptlTfon,u,d within U,,. job_ 

SUMMARY OF DUTIES 
Under the direction of the Maintenance manager. programs and performs routine diagnostics and maintenance on 
automated building heating ventilating. air conditioning and refrigeration {HVACR) control systems; 
investigates troubleshoots and resolves control system inadequacies or problems· +e-mooitOr:§ the F.nerp;y 
Management System {EMS) computers; p~ and ~ the preventive mainteo8Jlt,e of all heating, ventilation, 
air condition, and refrigeration (IIVAC3 equipment; ~eta and ~ on the condition of the Thermal 
Energy Storage (TES) systems and related equipment and facilities; te JHB; es~ 'k=BiB, RMfflill.' &e.4 1119BHB£ the 
7Ne!Fk ef &e H\1i"..C TeelmieHHl5 ae:el e&e!F assigeeel t38l'See:eel: provides technical support to HV ACR personnel: 
installs maintains services · and laces HV ACR - t as directed- and~ a 
variety of teeemeel EIHaestasks relative to assigned area of responsibility 

order to ensure a safe and comfortable 
achievement. 

the Director of Facilities. 
itions. 
Workerl&Il ·tions. 

ventilatin air 

• PerfODD§ rou - maintenance on automated building HV ACR control systems; ad~ 
program changes 

• Investigate§ and on control system inadequacies or problems and propose§ and/or make§ 
modificatioos to reso issuesseme.~ 

• Prepare§. and maintains reports, logs. and other documentation relative to the operation of the overall control 
~.,;, 

• Inspec~ and.lM-1muble~ control systems to detem:rine needs for preventive maintenance, routine repairs, 
or emergency repairs,:· resolves issues as appropriate-

• Jnstall1i additioos to computerized control systems including wiring, circuit boards, and programming,-:;_ 
• Pmvi~ technical assistance to 4Dis1rict Jr±rg, ,:..~ IIIH1 IHI' ee&atiSEme IBR+wies HVAC 

personnel: ~des basic infonnation to school personnel earegarding the me and fimction of energy 
management system2 :iBfee:aatiSE..,;, 
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• PIBB; ~• BB& Hl8Hi.teF 1Be '1"\"0BI ef es~ pmr.JBB&el: seeedtile MHl assige. se~ ef IBIIHlleewe 
wen: l'eqee5'5 m aeeE!f'Mlt.ee •NHB estal,lishe4 seltedu:les BBtl speeifie es!loi:g'Rmeet;s ay Sl:i1fH!!l"WS81'; IBMa1nfajn 
systems, oompomm:ts, fixmres, and equjpment :in mJ.PIY.Piiate working condition: p~ work according to 
manufacturer's specifications, departmental guidelines, 1rade practices, blueprints, shop drawings and 
schema.ti.cs,,._;_ 

• Ch~ temperatures and adjust thermostats of air conditioning equipment, fumac.es, boilers, and related 
equipment; perf~ physical electronic repairs as needed,.;_ 

• PerfOl'.ID:§ elec1rical, electronic, mechanical, and computer testing of thermal energy system equipment; 
diagnos~ mecbanical, electronic, electrical and computer program problems wi1h thermal eilel'8Y systems: 
~ defective parts :in unit equipment and comrols; reprogr~ thfnnial storage and/or energy 
management system as necessary to correct problems.,;..,, 

,!__ABS!il.•eF telepkeBes te l'Recei~ complaints and concerns regarding 
variety ef soocees systems throughout the District: keep~ a cmnpr'ebe 
decisions on a course of action to correct the reported deficlf· meres-: 

• Install majnfajns services and laces HV ACR e ui 
• J.IIH:e:teiB JH'BHeie&ey et eHl'l'e&t lEwel BR4 !'Regularly 

appropriate training sessions or seminars, reading 
discipline-c-.,;. 

• Perf~ gee,eml clean-;:up at job site~ ob~ and 
• Operate.§ and perform operator'i;: majntenance on a district 

• 
aeeessm=y te &eeBIHplise: WR BRlel:s; p_ 
orders completed; prepare reports as 

other Related Duties 
• Provide.§. assistance in various 

maintenance repair · 

g eiem,leieis frem a 
calls: make rational 

• M.!x..lJl!rovide w ~!]:Qm:Y:ll..:i!as!.§.st:a!·.!m1~~§!fil...m!..1m~ 
projects,,;_ 

• PerfOl'.ID:§ 

• Materials safety data 
• Proper bandJ;ng, use, storage of basic band tools,,.,;. 
• Pf.:ineitlles BB& pmetiees ef hHealth and safety regulations,._;_ 
• Advanced ma1hematics principles,,,,;. 
• Principles and procedures of~ record keeping:,;_ 
e }t..ppliale laws, eedes, ~OBS:- aed ,eqeiretBems_ 
• Pertinent FederaJ, State.,_ and local laws,~ and regulations. 

Ability to: 
• Test, inspect .. and check for the proper operation of heating, ventilating_ and air conditioning equipment.,..,;. 
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• Operate a computer and all relevant software and hardware in Si'j'!'ileels electronic §YSlems eqy!pment-eF 
eemplHeF e~._;_ 

• Pl&a;: sekedule, eiHet, ~ERV aad IB8Bite.r t;1le 7.vedi ef essigeeEl perseBBet 
• Read, 1.mderstand, and work from blueprints. technical shop drawings.., and schema.ti.cs,.,;. 
• Interpret and apply information contained in materials safety data sheets. 
• Provide information and assistance to plH'e!RS, the general public and other staff members in a helpful, 

courteous and timely manner-· ... . ... 
• LHl Bp le 1,gg ~s. 
• MaiBIAHI eee.4iElee1iality ef pa,.Ji1eged iBfeRBal:i81l elJ:tmBed mike eEMrae efwe& 
• Understand and follow both oral and written instructi~_;_ 
• Establish and maintain effective working relatio:nshi:J)S-'Wll~lle!~!8Blaele 

• Work iBEl8f!eBEleetl-y .... viilt JwiieEl seperJisieaeffectivel within estab -
direction· 

• .Analyze situations accurately and adopt an effective c 

pemties. 
• Communicate elearly and e911.eiselyeffectively. both 

• 
• Ohser..-e legal aad defeesi?..-e drivieg pmet.i:ees. 
• 1-ellew geed aeallb ad~ pt'i&eiples BBS pmetiees. 
• WeRf: iadepeeEleetl-y v.41k limiied sepern!iMB::: 
• J.IMBIBHI a val'iety ef R!eeRls BBS ffl'eRS. 

Traits: 
• Diligently attends to details and quality: 
• Easily 

• 
• 

• 

• 
• 
• 
• 

Experience: One of the following: 
l} Completion of a formal HV AC apprenticeship program or approved HV AC training/educational program 
~2) 'Three years of iBe11eesmgly t=espees~le ~oumey level ~ence in the maintenance and repair of 

HV AC and thennal energy equipment including e,merjence pmgramm1ne and troubleshooting 
computerized energy management control systems. 

Special: Possession m, SF &1NWy le eWeie., an appropria~ valid eDriver's ~-
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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 time of employment and must be 
maintained dJlQD& the course of emplgyment unless otherwise noted_ 

Physical Requirements: Employees in this classification stand, walk, sit, and crawl for moderate amounts of 
time, climb ladders, stairs, and scaffolding, maintain balance, lift/cany up to 80 lbs_ without assistance or up to 
100 lbs_ wi1h assistance, use wrists or hands repetitively or while applying pressure, use bo1h hands, anns, feet, 
and legs simultaneouslv, stoop/bend, reach overhead, push/pull, have dexterity of fingers/hands and muscular 
coordination, · · · · <tistinm,ri -
see 

WORK ENVIRONMENT: Employees in this classification work both inside and 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 electrical hazards and machinery wi1h moving parts, fumes, allergenic dust, chemicals, odors, toxic 
materials, in direct contact with the public, students, and District personnel, and may operate a motor vehicle in 
order to conduct work8Bep ad field ee,,vip811RleB:t; s'&bjeet te tfw~teliBg ffem. site te site; @Kpes&Fe te aeise, dest, 

- - - -

t demonstrate at least an overall 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

Child Nutrition Worker 

Rank Name 

1 Rodriguez Gaytan, Edmundo 

2 Preciado, Christian 

3 Garcia Mancini, Leonor P 

4 Guzman, Salvador 

5 Arroyo, Martha L 

6 Lozano, Maria A 

6 Medrano, Evangelina 

7 Romero, Letty 

7 Vergara, Brigitte 

8 Larios, Joanna 

9 Cortez, Silvia 

PERSONNEL COMMISSION 

Eligibility List No. 15-16:26 
Established: 1/21/16 

Expiration Date 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 

8/22/2016 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

PERSONNEL COMMISSION 

Eligibility List No. 14-15:29 

Established: 3/4/16 

Senior Human Resources Analyst 

Rank 

1 

2 

Name 

Demian, Pierre N 

Keys, Danielle R 

Expiration Date 

3/4/2017 

3/4/2017 
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D-1 Personnel Commission Meeting 

March 10, 2016 

Page 1 February 17, 2016 
CLASSIFIED PERSONNEL ACTIONS 

Exempt 

Barrera, Evelyn Campus Assistant 02/01/2016 

Garcia Espinoza, Jazmine Campus Assistant 01/11/2016 

Gonzales, Charlette Campus Assistant 01/11/2016 

Gonzalez, Renata Campus Assistant 01/15/2016 

Gonzalez, Stephanie Campus Assistant 01/25/2016 

Moreno, Ascension Campus Assistant 01/15/2016 

Perez Guzman, Patricia Campus Assistant 12/01/2015 

Roa, Monica Campus Assistant 01/11/2016 

Romero, Sandra Campus Assistant 12/08/2015 

Salazar, Alex Campus Assistant 01/06/2016 

Smith, Sarah Campus Assistant 02/02/2016 

Tomasino, Idalia Campus Assistant 01/11/2016 

Velazques Salazar, Jennifer Campus Assistant 01/11/2016 

Limited Term 

Duarte, Andrea M Paraeducator 01/25/2016 

Tellez, Teresa Child Nutrition Worker 01/25/2016 

Yepez, Bibiana Child Nutrition Worker 01/25/2016 

Increase in Hours 

Camarena, Angie Paraeducator II (B), Position #2231 01/27/2016 

Pupil Services 5.75 hrs./183 days 

Paraeducator II (B), Position #2231 

Pupil Services 5.0 hrs./183 days 

Iyam, Onnegadon S Paraeducator III, Position #1937 01/25/2016 

Pupil Services 5.75 hrs./183 days 

Paraeducator III, Position #1937 

Pupil Services 5.0 hrs./183 days 

Lopez, Sandy Paraeducator II (B), Position #2229 02/01/2016 

Pupil Services 5.75 hrs./183 days 

Paraeducator II (B), Position #2229 

Pupil Services 5.0 hrs./183 days 

Saenz, Mary J Paraeducator III, Position #2608 01/21/2016 

Pupil Services 5.75 hrs./183 days 

Paraeducator III, Position #2608 

Pupil Services 5.5 hrs./183 days 

Transfer 

Cachu, Blanca Child Nutrition Worker, Position #1827 01/25/2016 

Ramona 5.5 hrs./185 days 

Child Nutrition Worker, Position #2393 

Soria 5.0 hrs./185 days 

Cerda, Pilar Child Nutrition Worker, Position #1830 01/25/2016 

Marshall 5.0 hrs./185 days 

Child Nutrition Worker, Position #2678 

Soria 5.0 hrs./185 days 

Extended Leave of Absence 

Rodarte, Maribel Child Nutrition Worker, Position #2679 02/01/2016-05/01/2016 

Soria 5.0 hrs./185 days 

Reports/Other Information/Discussion Items-Personnel Actions March 10, 2016 
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Personnel Commission Meeting 

March 10, 2016 

D-1 

Page 1 
CLASSIFIED PERSONNEL ACTIONS 

March 02, 2016 

Exempt 

Alejandre, Rosaicela 

Garcia Jr., Robert 

Espinoza, Eduardo 

Lopez, Brandi 

Valencia, Claudia 

Campus Assistant 

Campus Assistant 

Campus Assistant 

Campus Assistant 

Campus Assistant 

12/08/2015 

02/06/2016 

02/03/2016 

02/05/2016 

02/01/2016 

Limited Term 

Gonzalez, Eric 

Salas, Benito 

Tellez, Teresa 

Custodian 

Custodian 

Custodian 

02/10/2016 

02/17/2016 

02/10/2016 

Resignation 

Saucedo, Bellinda Intermediate School Secretary (B), Position #6244 

Lemonwood 8.0 hrs./192 days 

01/20/2016 

Reports/Other Information/Discussion Items-Personnel Actions March 10, 2016 
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