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A. ORDER OF BUSINESS 
 

1. Call Meeting To Order 
 

2. Roll Call 
 

3. Adoption of the Agenda 
 
4. Approval of Minutes of November 12, 2015  

 
 

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.   Oath of Office  

   The Oath of Office will be administered to Board Appointee-Irma Lopez. 
 

2.    Rotation of Chair, Personnel Commission rule 20.100.4  
   Commissioner Manuel Perez will assume the role of Chair.  
 

3.    Classification Review  
The Personnel Commission will consider a request submitted by Leonida Fierro, 
Accounting Specialist III. 

 
4.    Information Systems Data Technician-Establishment of New Classification 

The Personnel Commission will consider approving the establishment of the new    
classification, salary placement, and 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 
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5.   Operations Manager 

The Personnel Commission will consider approving amendments to the job description 
and salary reallocation. 

 
6.   Eligibility Lists 

    The Personnel Commission will review certification of eligibility lists.  
 

7.    Meeting Calendar for 2016 
The Personnel Commission will consider a proposed calendar for meetings to be convened 
in 2016.  

 
 

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

 
1. Annual Report 

The Personnel Commission will review the annual report for the 2014/2015 Fiscal Year. 
 

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

12, 2015, in the Oxnard Room of the ESC, 1051 South A Street, Oxnard, CA.  The 

meeting was called to order by Commissioner Rhoads at 3:32 p.m. 

CALL TO ORDER 

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

                                   Edward M. Castillo, Chair of the Personnel Commission 

                                   Manuel Perez, Member of the Personnel Commission  
 
 
   Jonathan Koch, Director of Classified Human Resources 

   Tanya Ventura, Staff member 
 
 
Guests:  Teresa Gern, Director, Certificated Human Resources; Rita Guevara, Employee 
Benefits Specialist; Esmeralda Hernandez, Human Resources Assistant. 
 

ROLL CALL 

 

Commissioner Perez moved to approve the agenda of Thursday, November 12, 2015 as 
presented.  Commissioner Castillo seconded and the motion carried.   The vote was as 
follows 2-0.  Castillo Y ; Perez Y 

ADOPTION OF THE 

AGENDA 

 
Commissioner Perez moved to approve the minutes of Thursday, October 15, 2015 as 
presented.  Commissioner Castillo seconded and the motion carried.   The vote was as 
follows 2-0.  Castillo Y ; Perez Y 

APPROVAL OF 

MINUTES 

 
 

COMMENTS BY THE 

PUBLIC 
 ACTION ITEMS 
Ms. Hernandez gave her background. Commissioner Castillo moved to approve the 
recommendation of Ms. Andrea Crouch, Director of Classified Human Resources for the 
Ventura Unified School District and approve the reclassification request.  This will be 
effective as of September 17, 2015 which is the date the reclassification action would 
have been brought to the Commission if there was not a delay due to working with an 
outside agency.  Commissioner Perez seconded and the motion carried.  The vote was as 
follows 2-0. Castillo Y ;  Perez Y 
 

Classification Review   

Commissioner Perez moved to approve the new classification and class description for 
Health Assistant and allocate the class to range 17.0 on the OSD/CSEA Salary Schedule. 
Commissioner Castillo seconded and the motion carried. The vote was as follows 2-0. 
Castillo Y ; Perez Y 
 

Health Assistant-

Establishment of New 

Classification 

Commissioner Perez moved to approve Personnel Commission rule 70.200.01 Initial 
Placement as presented. Commissioner Castillo seconded and the motion carried.  The 
vote was as follows 2-0. Castillo Y ; Perez Y 
 

70.200.01 Initial 

Placement (Second 

Reading) 
  

Oxnard school district  
MINUTES 

 

Thursday, November 12, 2015 

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

1051 South A Street, Oxnard, CA 93030 

 

 

 

 

SCHOOL 
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________________________________________________      

    

Jonathan Koch, Secretary to the Personnel Commission 

 

 

 

This certifies that these are the full and correct minutes of the meeting of Thursday, November 12, 2015 as approved  

by the Personnel Commission of the Oxnard School District.  

 

 

 

 

             

          Date        Chair, Personnel Commission 

 

 

 

 

 

 

 
Minutes of Thursday, November 12, 2015                                                                                                                December 10, 2015 

 REPORTS/OTHER 

INFORMATION/DISC

USSION ITEMS 
The Personnel Commission reviewed the personnel actions of October 21, 2015 and 
November 4, 2015.   

Personnel Actions 

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), Director of Facilities, 
Intermediate School Secretary, Library Media Technician, Office Assistant 
(Temporary/Substitute), Paraeducator (Temporary/Substitute), Paraeducator I, 
Paraeducator II, Paraeducator III, Paraeducator-Hearing Impaired (sign language), 
Preschool Assistant, School Office Manager, Secretary, and Senior Human Resources 
Analyst.  He summarized the Commission’s staff activities as of the last Commission 
meeting.  Mr. Koch thanked Commissioner Castillo for his service as Personnel 
Commissioner.  
 

Director’s Report 

Commissioner Castillo reported that he hopes the District and the Personnel Commission 
will continue to work together.  

Report by 

Commissioners 
 
There being no further business, the Commission adjourned at 4:17 p.m.   The next 
regular meeting will be held December 10, 2015. 

                

  ADJOURNMENT 
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Meeting with Ms. Fierro to discuss her request .md 
10/19/15 review her duties and clarify :infmmation provided 00. 

comolet.ed PCQ_ 
Meeting with Ms. Janet Pmanbnat. Directm of 
Finance in order to obtain her perspe.ctive on the 

11/10/15 reclassi1ication request .nd to review duties 
previoos1y perl'oimed and cmreot1y performed by 1he 

. 
11/12115 Recmommdation :lmm.ulared 
11/12115 K.eoort submitted to - · tendent's office. 
12/1/15 Dea.dJioe for • from- . 

'soffice. 
ltqDt taken to Persmmcl C-Ommission (12/10 dat.e 

12/lQ/15 or 1/14/16 dependent on. eady response ftom Superintendent's 
office and CSEA 15-da.y notice 

. 

Bacqromul 
On m abootAugust 10. 2015 a reclassificatioi-equest via Position Classification Questiormaire (PCQ) 
was submitted by Ms. Leonida Fierro and~ by Ms. Ka1hy Beasley, AccoontmtJJntan Auditor 
and Ms. Janet Peoanhoat. Director" of Finance. Tm! :request was reviewed and responded to by the 
aforementionedmamgcmmt pelSDDDCl .ndfOiwarded to aassi.fied llmnan. Rr:sourc:es. 

The Oxnard School Dislrict amendy has two main bargaining lmit dassificatiom in 1he Finance 
department: Accomding Specialist ill andAcmmdmg Specialist IV. At (ESCllt time 1he dqmfmmt: 
houses two Accounting Specialist IV positions (one in Payroll and one in Budget) and six Accounting 
Specialist m positions (two in Payroll. two in Accouots Payable. one in Acc:omds hceivable, and one 
split bdween Paymll .nd new items such as leave managrmmt fin the Affin:dable Care Act). 

.I 

Positions within the dassificalion of Accounting Specialist IV are higha" kvcl lead positions. Beimg lead 
positions. Accounting Specialist IVs may pemmn a number of 1he same duties as Accounting Specialist 
m positions aloog widJ. addi.tioml duties and respmsibilitics. Fm example, an .Accounting Specialist IV 
and an Accounting Specialisl m in Payroll will perfimn die same fype of payroll pmcessing duties and 
provide custmJer ~ tn thase with payroll questions. b1ll the Aocountiog Specialist IV also will serve 
as a le-ad tn 1mublesboot issues. handle all garnishments, and inte.tpret collective bargaining agrecmem .as 
meeded for payroll purposes. 

Ms. Fi.mo bas submittedha:-nrlassificalion request asking to be reclassified tn Accounting Specialist IV 
ftom ha:- cmrent cbss:ificalion of Accouotiog Specialist m based on. a gradm1 accretion of duties 
ioclllding mlining duties. 

llethodoJo.u 

An analysis was performed. based on a review of duties and responsibi1itie and intemews wilh the job 
im:umlleot and her immediale and depadlnm131 supavisols. 

PageZof7 
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Ile job audit amsisted of tile fDlmri1II steps: 

• Rniew of PCQ: The Director of Classified Humm R.esomces rewiewed the Position 
Cla:ssification Questionoaire submitted by Ms. Fierro. 

• Rniew of job desaipt:iom: 'I'hf job descripti.olls of Aocmmtimg Specialist m and Accounting 
Specialist IV were reviewed. The di!=tinguisbmg dJaractmstics among the two classifications were 
analyzed. 

• Inteni.ew with innmbmt: During the month of October. 2015. the Diredm of Classified 
Human Resources met with.Ms. Fi.em> in order to clarify and fudher- ascedain her view on what 
duties she is amemly pedbnning. Ms. Ficrm stated that she primarily pd in foe the 
reclassification because she believes she 1w been serving in 1he role of a lead warm and 
Accounting Specialist IV in Rgards to slaff 1raining. Ms. FiemJ stated that she has trained three 
substitute employees and one pemcment aoployee OD how topenmm the m1e of the second 
Accounting Specialist m working in the Accomds hyable division of the Fmance depar1mmt. 
Ms. Fieoo stated that she 1w 1rained these employees by demonstrating the work for 1hcm. 
wa1kiog 1hrm 1hmugh diffe:raJtpmcedures, and allowing 1hrm to came to her if 1hey had any 
questioos. Ms. Fi.em> also stated that the Dim" Accounting Specialist ill position assigned lo 
A.c.comds Payable has been vacant for some time resulting in some additioml tasks and an 
increased woddoad 

When asked about her rnulinc duties not related to trainmg, Ms. Fierro went OVeJ" a mmber of 
duties which she believed to :&11 within the scope of an Accomding SperiaJjst IV. 'I'hf majority of 
1hese duties are included on her PCQ. 

Dming the ink:lview. Ms. Fierro was asked a mmber of questions lo help darify if she was 
pmmning WOik: which is unique to 1he dassifi.catim of A.cc:omding Specialist IV. 'I'he;e 
questioos were aared amund the followiog duties which were deemed as mrique and not 
ovempping wi1h Accounting Specialistm duties. 

List ofJJmcme Duties: 

• Assists in overseeing 1he daily operation of an assigned subdivision within 1he Jhuriuess 
Department such as payroll. z:comds pay.d,lclreceivable, budgd: control. or categmical fimds; 
provides wod: coordmation and coverage h ottier- staff as needed; 

• Assists in planning :md mganizing dq:mtment :fimdioDS and pmvidiDg work coami.nation of 
usigned stiff; schedules and coordinates wmttoad 1D mttt pre-established due dates and 
deadlines; may provide inpll reg;nding eq,loyee perlbnnance as~ 

• Assists in reviewing. intapreting. and implementing collective bargaiDiDg agreements and any 
drmges in policies. procedures. or laws which peltml to assigned areas of respmlSibility; 

• Completes a variety of employtt smveys such as Fedelal Amrual Survey of Govemment 
Emplo}'JDmt. Ca1ifmnia Jndomy Verification St;ltemenl, Educational ltesean:h Suvice, 

Page3af7 
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Natioml ~ of Salmcs mil Wages, and 1he Cilifomi:t Dqm1mentofEducalicm Samy and 
Benefits Schedules (Fmm J-90); 

• Coosu1ts. advises. ml troubleshoots complex issues in older to resolve pmblmls in payroll. 
budgeting. a.a:amm payable, a.ccomds receivable, and categorical funds; 

• Develops salary pmjectioos for categorical and gmeral fimd personnel and for use in budgd 
~ provides dim:tion to support stiff involved in fmmulatmg a variety of caregorical 
~ 

• Ovasees prepacdioD of voluotlly payroll dr:docti.on. input; 
• Participates in a:te 1IlliDiog and developmmt of assigned stiff; creates desk mmmls far asslgnm. 
~ 

• Prepares qoartedy state and :fedelal payroll lax. retmns and amended rdums as needed; prepares 
federal and state payroll tax deposit for clCh payroll date; 

• Prepares repJits and mnreys re1ate.d w assigned fundiam, including JC1f-cod stlte and Fedenl 
~ gathers and pmvidts information in older to con:l)1ete reports as appmpiate; 

• Reviews and monitors department fbnctiom com:imuously to ensure roo:pianre with various 
Federal and State reqwrements; assists in mevaluating and refiDiDg programs mil procedures to 
mbanre the ovenll operalio:n oftk departmmt. 

Responses pmvided by Ms. Fierro during 1he intenriew detou1ined that she was notpafonmng1he 
above mereoced duties wilt the pomble exception of gaShtring and providiDg information. to 
complererepons and potmtially participating in the training of new sbff. 

• h.teniew witll inuoediate mpenisor. During the mmdh of October, 2015, the Director of 
Classified Humm R.esautes met with Ms. Kathy Beasley, immediate supervisor of Ms. Fierro, in 
order to clarify and filrther ascertain her view on what chJaes Ms. Fierro is Clll.1ently perfmming. 
Ms. Beasley pmvided that Ms. Fierro is a dedicated employee who always does her best. bu! she 
dces not~ she is wmking at1he 1cvd of mAccounting Specialist IV. Ms. &1sley" agreed 
1hal Ms. Fierro is perfmming 1he ovalappiDg duties contmled on her PCQ 3Dd agreed that Ms. 
Fierro is not pedbmmJg the unique Accounting Specialist IV duties as noted above 1111.der 1he 
in1r.rview with Ms. Fierro section. 

Ms. Beasley conceded that Ms. Fierro likdy did provide gmem 1r3imog to new cmplOJ!ttS in 1he 
past UDdcr the prior supeIVision. of Ms. Julie Reyes but tbme chJaes ~ since been mmved as 
they may not be appropriate form Accomding Spec:ialisl llL Ms. Beasley contends that "frainmg'' 
provided by Ms. Fierro is not 1Dinmg of new materials or 1he type of training which leads to 
employee devel.apmml Rathes-, Ms. Beasley states that 1he training which Ms. Fierro llas provided 
in the past bas been a genef3l overview of how things wmt in the Dimitt and 1he dqmtm.ent She 
went on to state that this is the same type of "1>:tsic ovenriew training" she would hope my 
employee would share widJ. !iCJIDeOllC new to 1he dqmlmmt ad would likely~ bmJ. 
pt.tfonncd. by 1he other AaDmling Spccialistill incumlJent in Accounts Pay.Ible if Ms. Fierro had 
left1hedqmtm.ent 

Ms. Beasley sb.ted that the items Ms. Fierro believes to be completing special RpOits are a.cil1ally 
basic data enllybsks where Ms. Fierro will enter iofmmation into a spreadsheet cm1lm by Ms. 
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Beasley which will calcnlate mdrelay infarma.tion needed foe reporting. Ms. Beasley stated 1hat 
shepafmms 1he actual reporting :fimctiom_ 

• Inteniew widt. departlllnt bead: Dwing the month ofNovanbcr. 2015. the D:irectoc of 
Classified Human Resomces met wi1h Ms.. Janet Peoanhoa:t, Directar ofF:inance and head of the 
dq,artmcnt in which Ms. Fierro WOfks, in order to clarify and fur1hCI" ascertain her view OD what 
du.ties Ms.. Fieim is cunmtly perfunniog. Ms_ Pmanhnat agreed 1hat Ms. Fierro is pedhrmiDg the 
ova:lapping duties contained onher-PCQ and agtttd 1hat Ms. Fierm is not pcdbDDing the uoiquc 
Accounting Specialist IV duties as noted above uoder1he iolaview wi1h Ms. Fierm sectioo, with 
1he possible exception of1raiming Ms.. Pemnhoat. simibr to Ms. Beasley~ shami 1hat she docs not 
believe that m definition of tnming is the same as the definition beioguscd by Ms. Fierro. Ms. 
Pmamoat stated that she believes 1raining to be something leading to employtt development, not 
"new to 1hejob basics." 

Ms. Peoanhoat shared 1hat Ms. Fmo is always punctual and is VCIY dedicated and loyal She also 
shared that she does a quality job pemmning m duties. Ms. Peoanhoat stated 1hat she does not 
believe that the duties pafimnr.d by Ms. Fmo are at the complexity le\d of those pafimnr.d by 
Accounting Specialist IV positions and stated that Ms. Fierro has neva been as1ml to perlbun any 
oflhe higha" level 1a5ks such as salalypmjections. annual tmeral/state ~ delegating wmk 
to o1het" statt: troubleshooting advanced problems, impJemen:t:ing oo11ective bargaining~ 
or organizing dt:pallmco1 :functions 

Ms. Peoanhoat stated 1hat any tnming duties. inchutingjob basics fm new std(~ been 
removed fum the 1a5ks of Ms. Fi.em>. She stated that this is not something 1hat will be changing 
as she wishes for new employees to be tr.unm a ca13i.n way which will be cmicd out by 
Accountamt/lntemat Audia incumbents with assistance and reinfim:emeot ftomAcc.ounting 
S~ ... 1.iri JV - ff"llh: ~ mcnm 

Findinn 

• Ms. Fierm has experienced an increase in m wmkload due to 1he o1hes-Acccmding SpeciaJ;st m 
pcsition m Accounts Payable being vacant and/or fined with a substi.tuk foe a dccmt amount of 
time. 

• Ms. Fierm has perlimDed some new duties due to the mher lkcounting Specialist m (XISi.tion m 
A.ccomds Payable bciDg vacant and/or filled with a substitute foe a decent amount of time. These 
new duties f.all within 1he class concept of Accounting Specialist m and were previously 
performed by an Accounting Specialist m incumbeot 

• The majority of duties mdicafied by Ms.. Fierm on badi he.I- PCQ and d1lring bee ioteiview are 
duties that micrlap between the dassifications of Accounting Specialist m and Acc.ounting 
Specialist IV. These duties~ are not fiJund to be at a higher" level.. 

• The duties indicafal by Ms. Fierm to support bee case for reclassification primarily relate to new 
empk>yet- aainmg This is a tad: which mppeos imrequmtly. As such. it cannot be argued that 
die.re has been a gradual accretion of duties over a period of two or more years. 
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• The "new" duties noted m Ms. Fimo's PCQ are not necessarily new duties as much as they' are 
changes to how 1he same duties are perfonned_ 

• It is a 11CffG1gement prerogative to mnove higher level duties which are being pafcn:ned by Iowa
level staff and place them more appropriately wi1h odter employees in order to llllllify a potential 
reclassification action. While there is debat.e on the adual definition or·•1raining., in this sense. all 
duties which could be perceived as 1rainmg and leadciship such as 1hat expectm ftom an 
Accomding Specialist IV have since been removed. 

In synopsis. 1he only cause fur a reclassifiratio is a gradual a.ccmion of duties oulsi.de of the current 
classification description and class CODCt'pl over a period of two (2) years m-more.. Changes ill~ 
dJangt"S in. tedmology. or performiDg new duties which still fall wilhin. 1he same class cmcrpt and job 
desaiption arc not grounds b- a recl.assificati W'hilc there appears to be lit.de doubt that Ms. Fimo' s 
position has increased in. workload over 1he last year. there has not been a definitive change in.1he duties 
being perlbrmed or a !ri.gmificmt increase in 1he level of responsibility. Adtlitjpna]Jy. any duties related to 
1rainiog which coo1d poladially be seen as bdpjng the case for a 1P.Classifie.atioo. have been removed by 
managanmt. 

Status of Incumbent 
The incumbent. Leonida. Fiam. has not gradually Oittl.ded new duties which are aul5ide of 1he scope of 
ha- current classmcation over a course of two m-more years. Any duties wbicll could be perceived to be 
outside of the scope of ha- cmrcnt classificatioo. have bem removed by mamgcmcnt. as is i1s prerogative. 
n is therefore not appropiate b-1he position 5hr: cmrent1y holds to be m:lassilied :from Acaamting 
Specialist ill to A.ccoonting Specialist IV based on the duties cmrent1y being peifmmed. 

Ketommendation 
Ilisrecommendrnfhat. effed:iveDecember 10. 2015 or January 14. 2016 (depeodeoton~date at 
wbicb. dlis m:nmmendation is submitted to the Personnel Commjssinn): 

1. The Pelsaond Commission 1ake adion to~ the nrlassification request submitted by Ms.. Leonida 
Fiello. 

Kirdy enla" your comments and/or coorems in the space below. then sign and date where :indicated, and 
ffllllD. this foon to Tanya Ventura, Administra.tive Assistmt_ in.my office by no later tllan NBfflllHI' U,, 
201S. 

Disclabna: As alway.i in 1M cas11 of a TtlC01l'llllflldtHl nclawjication. tlM Botud of T,usteas has 1M right 
to 1"IJ1IIOWI mgi highs, lsvsl dumls from 1M position in qwslion and have 'lhost1 dutitlS 111J long• p,J'ormtld 
by 1M incumlJMt. lf tht1 Botud inttmds to ta/a, such an action. pltltlSe indicate such bslaw. Pl11DSt1 note that 
tht1 fl/ftlCl.s of such an action could pottmtitJlly lNl subjsct to m,goDfllians with Chapttu 272 of:ths Calqbmia 

School Employllt,s Association.. lf SJJ.Ch as action is ltlksn. 'this case will 'tluJn lHl monitond to fUIS1l1"fl that tht1 
dutitlS mw nl1lllJVfld and eithBr llliminatlltl or proptlrly 1'flllistribu'tBtl 

Please feel wekome to contact me with any cmcerm or questions in regards to 1he recommendatioD above. 
Thankyou. 
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11 
I • 

I 8,8,t'Ce with the recommendation I disagree with tlui reoommcodal.ion for the 
reasons indiQ:ttcd in the space below. 

nate: II- ,1-16' 

Commenu: 

Page7of7 



 - 12 - 

Personnel Commission Meeting           C-3 

December 10, 2015 

 

 
 

 
  

 

Action Items – Classification Review                                                                                                      December 10, 2015  

August 10, 2015 

TO WHOM IT MAY CONCERN: 

REQUEST FOR Rl.a.AS$1RCATION 

I would like to take this opport.Unltv to ask for a re-class to an Accounting Spaci.ifist IV fram my tutnmt 
position of Aa:01.mtlr11 Specialist Ill. My reasons are outlined below: 

In the AccoW'll:fni Speclalgt Ill job description it states that the difference between the Ill and the IV are 
the fuOowinS: a) Tralnmg of asstaned staff and provide input of tlle performance of tlle empfcyi,e. 

bJ Calculate miscellaneous taxes 
cl Ptepa res the annual report 
d~ Maintain various records 
e) Performs compln technlical duties. 

a) I have trailled the following employe,s: UHt:te Solis (sub). 1:Mra Barajas CMlb}, Susan Houlden 
(staff), Debra Sandefur (sub} and hopefully the Incoming pe,son to replace Susan Houlden due 
to her retirarmmt. 

b) t have been doing the quarterlv report for the fuel taic and have submitted them to the 
tallfoma State Soard of Eql.Mllzatfon. 

c) I am in dlaq:e of pmparfng the Dumam aflocation utility costs to be reported annually- for 
reimbursements. 

d) I am in charge of processing Journal EMl'les. I maintain various ffllna In all 011anlzed system to 
devrabil the lengthy research for audit purposes. 

e) I have been assigned to do the Aa:ountabillty for mnstruction projects and have met requk'ed 
deadline. 

This Rscal Ynr 20t.t-2015 WilS the second time Id~ the books in the: AP De:,partment H the: only Key 
personnel of the Department. The ot!htt time was In Rscal Vear 2010-2011. 

Listed betow are some additioivl duty requirements that are list@d in the Accountir11 Specialist IV 
desaiptlon th1t I also perform: 

1) Serve as If.arson between District and auditors, contractors, and vendors 
2) Operam ofrrce equipment; 
l) li::nowledgeable of acx:cunting and financial record keeping principfa and procedures as they 

relate to accooots payable; 
4> Work independently witll iero to minimal supeirvmon; 
Sl I have B ynrs of experience, perfonning in Acoounu Payables 
6J Insure that impfementatkffl of District policies and procedures are always followed; and 

troubfeshoot fim1t1dal problem, and question$. 

I am a wery ded'ated person, f gel: alon.8 &ood witll my peers. I am trtJSlWOrthy, confident and 
comfortable with my joti duties. rm always punctual and I take a pat dem of pride in the performance 
of my job. 

Tl'lanl VoU for your coosideratlons
Rl!$pKl:fully Yours; 
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P&MONN&L COIIMISIIQN 

POSmQN CLA§SIFJCAJIQN QU;ESJJQNNAJRE 

INSTRUCTIONS; You •• lllked ta eampWe tttla quealOffllldnl In anler to furnim ll'lfaffl181:ian allout yoc.it job. 
PINN Ill in Sedioas I, 11 am:I Ill, and llawi yollf ~ til in~ IV. 'Wl'NtB 1ie q....,,an is 
~. ,.._ retwn I to lbe ~ Oommitaian Daperln'lat. 

Tha ....._ ygu make will nGt be chanpd by your immect• supecvieor, department head or pinclp,I. 
Yaur mmplelild queaUonnaire wil be ffMIW8d by u.n and thay may mate any cammems 111-.y al are 
necs1111ary. 

P..._ denote t,; an -■k (") lhoa dutt8I yau .. cunenlJ pedarmlng omt you baleve aM oiJlaida tl'l9 
scope of ~d..-.:alion'ajob ~ 

SECTIOH I • To be fJOfflpletecl by Ille emplayae. 

PLEASE TYPE OR PRINT ALL IIFORIIATION 

Fierro Leonida 
Lau:Nam• 

WOrk sn.; Budget 
Dlparlment: Accounts Payable 

Pllone Exl.; 2471 
claasificatian: Accounting Specialist Ill 

M 
M.t 

----------lmmaie I 1 'rl:uperviso,: _Ka_t_h_y_B_eas __ ley _____________ _ 

HouraofWOrt: From: 8:00 To: 5:00 

lundf Hour: fioor. 11 :30 To: 12:30 

Bi'Mks: Flum: 10:QO To: 10:15 fian: 3:00 To: 3:15 

- 1 -
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SECTION II - To be comptetad by the employee. 

QE§QRteTJON OE DUTJES 

l!§TRUCIIONS: DHOiba tha llttlfk y:gy_ do In your own worda. Be spedfic; ~2. DI!. mKt_qapaCIJ. 
d!temloll- TeR haw often you do each task • evmy day, week. month or how many times a ,ear. After you 
have marked how frequenlfy you perform each task. intfrcale the estimated weraH percentage of your time ttiat 
lf1e tnk takes. ff fflOf8 space i:s ll8ed8d. use addillOnaJ sheets of paper Md attach them to this one. 

PLEASE TYPE OR PftJNT ALL INFORMATION 

h:Ucata below the frequency each task r. completed. Check 1ha column whk:h la apprapriate using the 
folknllng key: 

D•Daily 
S ■ Semi-Annually 

SAMl?l.ij; 

W•W.akly 
A ■ Annually 

Tuk 
Type vouchers in duplicate to accampany lnvok:n 

Antwer the telephone and give Information to wndors-. 

Type lett8ts from rough draft for Mr. Jones, 

FIie purdlatn orders chronologic::al~. 

Remove obScete Vendor 1'old.rs rrom file. 

Coq:)OM lfl1,llkti1 co11e1ponclence to ve,ido rs. 

Miscettanaous dmies. 

Type vendor report. 

Commenla 

UYRO Jhe YI ndor [IP9rt on I bi:fDontblY bay, 

II :a Momhly Q ::t Quarterly 
0 = otbar (pleue deacrlbe below) 

D w M Q 8 A 0 OVttaR 
'% 

X 10% 

X 20% 

X 20% 

X 10% 

X 1% 

X 17% 

X 17% 

X 5% 
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PLEASE TYPE OR PRfNT ALL INFORMATION 

Indicate below the frequency each task ia completed. Chac:k the column which la appropriate using the 
following key: 

D= Dally W•Weefcly 
A=Annually 

M • Monthly Q • Quarterly 
S • SemlMAnnualty 0 = Other (please describe below) 

Task 0 w M Q s A 0 

Opatimal/,OlfflO-~la1ll!ilPl"'lilillt,t...i'1Wl'lfllf~by~llillilll~-bllck. X maldlllltln-Pl'.tsiltldMlllllffl-b'llldll.Vllfl'l--b'~-~-~ 
b Ill ftllldnr fn,plldall. 

IQi1f> _______ l"l',l""l\"IIWlillllpl,--lllll-.... ___ llllolllll-

X ..... ,_. .. _...tot_,. .. -. __ .., .. _..,.~,.-~~---
lnllllnlMllnllll;ldl.,.__tllr..~II\Ollla ...... lllr,,..lo_llr ___ lll_l'IIII 

t a.ulil =nd ~ al 0011llll'lldlo!, tRvOlcill ID lxl ~ ltlam olra 118f118,due ID alldlable budget X c:Gdt, ~~and llllildled hn 1D1iilt ~l,lfigl"IOSIIDding11Mffl b;i¢ounfrfl:it $pp1V1S 

*Prepare and submit quarterly fuel tax to Calif Board of Equalization X 
,, 

"Prepam monthly log for Durtiam alloca11on of utility cost and submit an annual X fep:)l't to supervisor. 

"Trained the folltllNing employees and IIWllllutes. Unt Ms. EMra 13arajM, SU&a!'I X H<nden and Debra Sandefur for M' job. A good lrairing takes fl mon1h& per employee 

Prepare Year End Aa:ounls Payable dosing. Boxed old files to send to Archives fur X storage 

Comments: 

OveraJf 
% 

25 

25 

10 

3 

7 

20 

10 
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(Continued from previous page• 

Indicate below the frequency each task ii completed. Check the column which Is appropriate using tha 
following kay: 

D = Daily 
S • Semi-Annually 

Comments: 

W•Weekly 
A• Annually 

Task 

M - Monthly Q :a Quarterly 
0 • Other (please describe below) 

D w M Q s A 0 OVerall 
% 

.. 
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SECTION HI - To be completed by the employee. 

PLEASE TYPE OR PRINT ALL INFORMATION 

1. ~ is your immediate supervisor? Kathy Beas_re_y ______ _ 

2. From whom do you receive your assignments? 

Kathy Beasley 

3. In what form do you receive your work assignments? (Check all lhat are applicable.) 

Iii Verbal Instructions 

Iii Written lnstNctions 

D other- Explain: 

0 Rough Draft 

D Outline Form 

D Detaifed Instructions (What to do and how to do il) 

D Instructed as to the desired objectives; must determine own methods 

Iii Work is performed according to established procedure; instructed only in the event of variations 

D Other - Explain: 

4.. Are you required to interpret Iii Policy Iii Rules Iii Regulations 

If you sefected on or more options above, please explain: 

Interpret policies, rules and regulations in accordance with the financial record 
keeping establish for our school district. 

5. What tools or equrpment do you use in your work? 

Personal computer, fax, copier, telephone, typewriter and 10 key calculator 

6. Does your position require that you hold a icense, permit, certificate. or registration? If it does, expfain, 
giving the name and kind. 

No 
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7. Do you supervise other em pbyees? 

0 YES 0 NO 

If you do, give their names and job classification titles. If you supervise more than six employees, group 
them by title and Indicate how many under each tttle. but do not 11st their names. 
I have been the lead Accounting Specialist Ill in the Accounts Payable department for the 
last five (5) years. I have been in charge of training new employees and check and monitor 
their WOik, also assign the emptoyees daily duties in the Accounts Payable department 

8. If you supervise others, check those statements which best describe your supervisory 
responsbirrties. !!.mu.ml agt gupervi~!J. pleasttkiR.!bi§ guestion. 

II Assign work to employees 

D Assist in selection of new emptoyees 

II Assist employees with difficult assignments 

II Check completed work 

Ii Check work in progress 

0 Complete performance evaluations 

0 Recommend disciplinary action 

0 Spot check work only 

II Train new employees 

9. V\lhat do you believe is the minimum level of education needed for the work you are currently doing? 
(For example: High School Diploma, Bachelor's Degree, etc.) 

High School Diploma Please note; I have a Bachelors Degree in Accounting 

10. What do you believe is the minimum lavel and type of experience needed for the WOik you are 
currently doing? (For example: 3 years of ClericaJ, 1 year of working With computers, etc.) 

3 to 4 years of related accounting duties 

11. How long have you been employed in your present classification? 

10 years 

12. How long have you been performing the duties as you have explained them earlier? 

8 years 
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1:1. PNM Ost 81'1)' dutiel « taakl that 1119 "new· o, have been added 10 your job b@fow. Next 10 ead1 duty. 
silllM list an aPJJR»(imata dat9 when you started performing the du«y, 

T•k 
Start 
Date 

I am assigned to do 1he Acoountability for Ccnstruc1ion projed&. Mlrd12015 

Pl'0C88S check to Amerlcan Express for various vendors Aprl2015 

14. Aaide from the "new"' o, added duties listed abOve, In what olh81's ways do you belleve your job ha& 
cbangad? 

Pfease see attached accompany letter. 
Last Evaluation Report dated August 2, 2011 

f hereby certify that the statements made above are my own and 1hat to my knowledge they are 
complete and correct 

~~ 
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.. 
o-rdkfloal~ 
~051 Saulh A .,_ Oxnan1. Ca ~ (IDS) 417..Jfrl 

~L6111fllP PfLQYl!I! Pl!RFQRMANCE EYAWAIION BEroBI BBi 
~ OF FlEPORT iH!!2fl:2!. TO a!:!11!!!.,!!d1 ENOOFPR'OIIATION_ 

~•NanlJtmWl fWIP ~ AmlPrilP: §om;IM'M I 
I.OCalJr" ft,,,,, :,]d fTnm D• ,e..- Z 2011 

Chea:- a1dJ1a•..,_, Q:I"" ~ ■MIIIIII ..... a...-.....-
.. llh)tdbll:allllf ~ 11111 - pail• 111111 ...,.,,_.. ~- n d N - In -.ilan Ill - lll!lllla1a--. 
--•---- Ip FI,..__,_,......._--•-...... -• Cl'W-~• ••••■W-- .......... Cllllllll:I-... ......... impnll'IIIINIIII 0-0-llltnNe!Dlllnl: ..,_ 
1 . .HlllltilOIM.a ... TIie _______ .,.,.......... l"'i4l 
~Ndal'lllll!llil'Wt lD.......,.ad~llalalllllllllD ...... hlrjllbWII. l.=..J 

t~Lwr::~•==r:.=.:~.,._"T.::IC~~ .. anrJlllffllWlll,._1n.. ~ ......... 
L QUNfflTY f:. lll!lffllf. 'WCNIK HMffS & l'IIIIOIXIGTMT'I 1M ...,_ ......... _....,._, __.. ___ _ fel 
C:O::::.~wn11111oar11t11wtwwio...-....-111a1n,_..,111111Mr. L:J 

c4. A~ANDll'UNC1'1JMJTY 'Tlll>....,._ll..,.._1111. 11 f ••---- re, 
OonltarlllrNldalla atl(IOt......,_..,... .... _,......, L!:.J 

I.Jl,TTJl'tafll■ .............. lllltill'Nt.llOOU ... ..,,,.. ............... ,...: ...... Mt ..... 111...._ re, 
Omtlltllltll: Mda~le-• .......... --~ .. ~--... 1llltllrtDllll'kt~ ad L=.J --1.INl'MTM HID DaPINOMIUTV Tiw ...... ._., --- -• 1 IIMl _111111 - Ii.........,_ a 1111 fllllirJiw...,.,, •..., f"iil ~r:= .::.--min CMlldlfta In llllnlll'. h le a-,.. dlpal:dllll'II ....... W: at._._ claul:D ._ t.=.J 
HIIJ .. illllMlslfl I, 

1, MPln' li. ....... ----•~.....,, .._•Dli■ll1't•lll __.... .......,.,....,~.,.1 M-J ~.=----- ----------~pllltlNllm.-11-pia,,w■qlllllprwe. ---JIii-~ n._,.,..._..__,_ __ .,..,.., ..... - ...... 1111 ...... ---re-i 
~lltlfa ..... ,,..._,._, SM.,_ID rmillltm9DQII ,.,.._,..~___, L::.J 

I ; llWI_ID ____ -.... __ ■----•mllnlaf_......, ■,.W--lll!l!llt"•._ ____ _ 

&lftlllill,N-1111 IH!- ■llllmllwilll'IIOIDB___...,.. 
I aaa 1:11 DO mT Fl&COIIMRND THAT 11-119' EIIPUW& N COlfflNUID IN~. (Pl ~I Illa .... ___,_ arnl)') 

I 
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SECTION fV - To be completed by lhB immediate supervisor 

Cheek lho9e slalements which you believe best apply lo this position. 

PLEASE TYPE OR PRINT ALL INFORMATION 

1. Judgment planning, analytic::al ability requiled. 

Ii(' Works acx:«ding to detaired insbu(:tions. 

~ Works aoccrding to established procedures 

D General outline of procedure and desired rewts given 

□ Must det:errMie own methods to achie-ve specified resuris 

'2f'" Work is routine or repetitive 

O Work is varied ar semf-rouflne 

D Requh'es planning own work 

D Requires planning work for Othl!!l'S 

Q"°" Work requires appllcatlon of rufes and regulations 

(3"" Work reqUires application of policy 

D Work requires interpretation of rules and regulaticns 

D Work requires interpretation ol policy 

2. Desc::ribe how closely the employee is supemsed. 

□ Work is checked in detail efspotchecks 

n:r"' Work Is checked in process ~ Casual observation 

0 Chect completed work O Works independently 

~ Work checked as assistance is required 

D Work subject tD automatic checks 

D Administrative review 

□ Other: 
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3. Do you agree wrl:h the employee's assessment of their job in Sections II and Ill? 

□ YES til NO 

4. Please list any areas in which you do l'10t agree with the emplayee's assessment of their job. 
Pfease Nst your reaaons for disagreeing and any needed clarifying statements. 

lmployee d.oes not t:rain staff. Employee will clan1en:1atrat@ certain t:aaks as a 
new employee 1a leanii.DB 11 theropes11 and/or the compueer systam. 

ll!rployee d.oa11 not lead the daputment. All w-ork ia bued oo shared reaponsibllity; 
the two positou ill! tande111. 

5. /Ve there other employees perlonning the same duties in the deparlment? If yes, give name and 
ctaumcation. ff more Ulan six, give total number and classification. 

Yee. one other emplayee, Susan Hould.en, Ac count Asst:. III. s,.u1an :is currantly 
on an mr:tandl!d '!lick leave. lfida has had to step in and perform more work of 1::be 
same typa. but nothing at an :increased leval of ralJPOllSibility. 

El. Add any dudes omitted or information necessary to complete th& employee's description of the 
Jab. 

As Accot111.ts Payable has Ulffll'ad into m.ore electronic functio11:11 add paymenta, we 
have addad the use of .Aml!lrican Exprass t:o pay Vendor tnvoicll:!111. Thi& has not 
added lllOr•. but rather a new method of 4oiq the sa11u1, job, paying vutdor11. 

Nida indicated that 11he do- the Accountability Software, which sha has baan 
asked to tate on iu SuNu'a ab11ence. 

Iida ~s a dedicated. raspons:ibla and loyal employaa. bowev•~• the positon she 
currently holds doe& not warrant the comprehensiva level of an Aceounting 
A11sistaut IV. 

r hereby <:ertify lhat the statements made above are my own and that to my knowledge they are 
complete and correct 
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OJmam School Disl:rid: Pagel of3 

ACCOUNTING SPECIALIST m 
Clc:r ~ 111'!1 Dl'IIIMlltll to JlftiSllllllll MSR'QHZN Im qftltll nmgv qfdlai&. pa,J'm&d ~ ....,.,_.- m dNI idi&:l;l. ~

-~,. l'f/lllK.tall dlld& pwJ/lmluld witll'm 11Yjall. 

SUMMAR.YOFDUilES 
Under the directmn of an Accauobmtliotem Allditm", perlbnns: diflirnli and campier financ:ial omd accounting 
wmk mqniring indepmdml judgment and~ of finan:ial pmcecbes in support of an assigned 'Oislric:t 
fimc1ian IIIEh aspapoll., categcrical fimds, accoonts payable. a,;xxmnts ~ or budget comml; andperlbrms 
II variety of tasks relative to assigned area of~. 

DISTINGUISIIING CHARACTERISTICS.AMONG RELATED CLASSES 
ne~ 1w1aw-J1N'flidtal• ..___ MN' din ~JflJ> witbin • ~ _,, 1111 msi.r.t in pki(v~ 
~ ~ a.r-ds~ 1'lllid llll.{ll'"llJ.ll!III' atllillnllm mrmar. All ~am'a&s llN lm.t in,,,_.,._ iipmt r,, --,_ 

The J\a:nmtmg Specialist 1V classi:fic:atjnn serves as a lead warbir- and per:fuaos c:oqllez :fioaor:ial and acC011111ing 
recordbepmg cloties fur an assigoed Dimu:t iux:tion suclus payroll,, budgetamlml,, or categorical mods,pmvides 
wmk c:omdimdicmand assistam:e to olbers at peak llVld: times. pmvides tniniog and wmk direction to depart:mem 
~ andlll!:IW::II as aresoun:e totmuW.esbootpmble:ms in payroll, BCCa1mts payable. aa:oao.t:srec:ei.vable, hufigding, 
and categorical fimds. 

The~ Specialist ID dvs:ifi--!11:i.OD perfimm camplelt financial ad accounting derical duties in S1J111XX1 
of an assigoed D:imict imdion ax:h as payroll,, ac::oomds payable. accomds rec:ei.vable, hodgiet CODtml, or 
calegorica.l fimds. 

SOPER.VISION RECEIVEDAND EXEK.CISED 
• lt.ec::enres supervision Jiom die Dim::tot" of Budget & Finam:e and Aa:ouotant/Ilde Anditar incnmheols 
• May rec:ei.w: tedmit"Jlil and llVld: directmn :&am 1be Posilian CaD1ml Specia1ist and hcommng Specialist IV 
~ 

ESSENTIALDUIIES 
• Prepares, mainfaios, and pmc::esw fioaoei•l and accClUllliog m::oms celm:ing to Dislrict fimd:i.ms such as 

paJrOlJ, !lrr;cmnb, payable., aa::oullls rec:ei.vable, ~ cmdrol, QC ca.regoric:a1 mods; ensures c:mqdimce willh 
applicable Federal and State roles, laws,, and regulations; 

• Mair,btios joumals and ledgen; posts, a.djum. and wrifies data; a:mec::ts uregotaril:ies and balances jDuma1s 
and ledgers; reviews daily repmts fur 11CC111l1Cl'; matches bank deposit slips to die daily report; p:epares bank: 
depwts; 

• Plepus ad maartaio vuiDus REOlds, files, lists,,~ aodcards :related to assigned pmg;ram or iux:tim1; posts, 
assembles, and ta.lm1ale« fimmcial "IIMI stabslic:al dala; compiles iofmmat:i.on and data and PffP1RS II variety of 
fioam::iaJ andldatistieal repmts and IIIDIDW'ies ela1ed tocategariad pmgmm;. 

• lt.ec::enres and processes cl1•ified or oertmc:ated payml1 time cards; aimpqles eammgs and calculates 
dedix:tioos; CCIIIR!lds, adjum. and bafaoces payroll; wrifies B.CallllC)' and "'CWDpleli , ..... of data and dccomerds 
and submits to Cmmty- fix proeessipg of pay VilllDllls; IDDDitms cbmge,. in papml-celated data; PffP1RS 
dumges QC caaecticas as oec::essuy;. receives and SOIis paychecb h c:lelivmy acccxding tc> estahlnbecl 
pmcecbes and gindelioes; 

• Plepus -volum:ary payroll deductiaa. ioput; verifies accuracy and compleleoess of.~ directed clunges; 
e.<dal,1!isbes dedud:ims resulting Jiom employee cmmactual agreemems; reconciles ancl balBDalS vchmtary 
billing statements uril:h paJrOll decluctioos; 

• Plepus and p:ocesses iovoices,. hiDings, pmcbase m:dm:s, requisi.ti.aos,, and :s:imilac docomeots; axles and 
wriJies eidensioDs; mm:hes invoices willh claims and stare-ne,lls; eocomhea, audils, and inputs h paymeol; 

• Collects and ll!CODriles II variety of payments and Jiles; a:mlacls parties iD order to full.ow up Oil. IIDColledm 

papoems; 
• Mair,btios "IIMIIIIDDitms mcords and accouolsregardiogDi.smct COlllrads aod aa,-eemeiits; pmc:ieuespayments 

ofdew:k:Jper&es; 
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Clmam School District Pagclof3 

• Proeesses and disbibotes clmdm to lllD1on and individuals; 
• llec:xmciJes aml. baJaores wumdb1y bank- stafl'me!rts; 
• Madaios, verifies. and provides iofcxmalicn to o1l:e- Disb:ic:t clepartmmls. penanoel, and schoals, and outside 

agencies and organizations; responds to ~ finm ~ regm:dimg ~ of laws, rules, 
p.g,.Jations,, cadracls. and atlec documeob. ~ District pa:yml, ~ or related pmceilures; 

• Mooitars Ta:z:ShelteredAunnities (TSAs)andJRS Section 12:5 accounts; veri.fiesampianc:ew.ithbotb.Fedenl, 
State,. and Dimic:t policies; 

• Proeesses .ezpmse claims :fm- Ilisb:i.ct peDDIIDl!I; 
• Calculates :mi,,ce(IBQl'OIIS tax payn:E',llts and processes appropm1e tax mrms; mnnn1s completed bms to 

appopriat,-, agencies 

0th.er Related Du.ties 
• May assist wilh ampling data to be used in the developnent, i:q,lemf'fllalion, and. nuxritoring Qf program 

budgets; 
• Ped'u.:ms related duties andrespomilritities as l1!:qlliled. 

KNOWLEDGE.ABILITIES, AND TRAITS 
Knawledgeof: 
• Practices, prncecmres, and tenni:notomr usec1 in accomdiog. boolkeepmg. :imroice aodiling, and finaoc:ial ~ 

kHpin& 
• Priocip]es and pmcecbes of paJ'l'Oll amt. financial ll!:COl'dbeping and zeporting; 
• Basu-: malhematicu principles;. 
• Cmrec:f:Engtisb usage. gtliiiilDllf. spelling, punctwdiaa, and vocabulary. 
• Modem office pmdices, procedmes, and eqnipment:. 
• Good poblu: :rehdians redmi.ques; 
• &tipeirtelepbone-.tiquette; 
• Laws, mies, and ~ODS gowmiug school district aa:nnnting :IIJlld. paymll apenti.cms. 

AhilitytD: 
• Mak,- mat:heu,,djr;al afenJatiOUB quickly and acamdely; 
• F.slabliisJlaml.maiutaiu filing syslmDs; 
• Uncll!lslaod and follow both m:al and i,,uritten directions; 
• Read, intetpret, and 1bll.ow mies, ,egulat:icxw, policies. and~ 
• Provide iufixmatian and assislana': to panmts, tbe gen«a1 puhl:ir:, and o1l:e- staff IJ'H'D'D!'R in a helpful, 

o:mrteous., and timely :lllllllllelr, 

• Openle a variety ofoffia,. mac:JulN'S and equipment such as a penaoal camputer and all applicable hardware 
and software, capifn,. prioBs. SCBlllleR, ~- cak:olaton. and fimc: mac:JulN'S; 

• Ped'u.:malplu•muneric .BIid 10-keydataemryquidlya:odaa:urately;. 
• Eslablisb anti.maintain ~wading t'Plafumsmps~ 
• &mrise good judgment~ 
• Maiobtin amfidemialify' of priw.egecl iufu.mati.ua ablained during die caurse of-work; 
• Wmlt ~ within established time schedoles, with minimal direction,, and rmder tigJ!t deadlines; 
• Connrami.cate e:flr:dively, both araUy and in writing. 

TRAITS: 
• Diligently at1eods to details and quaJity; 
• Easily adapts to sibJat:iam and. c:hangrs; 
• Effedively maoaws ,,ue 's DWJl time, priorities, and resourees;; 
• Is 1mstwarthy and respcmsible h hi.slle:c actions; 
• Is punctual and m1IDws thmogb; 
• I.ogical1y gJJlllpS and thinks through issues and problems; 
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• ltrmaim steadyundecpres:aure; 
• Stays :f.baJsed and bas good WOik ethic; 
• Strives to!D!:et mst.Pmels' needs.. 

EMPLOYMENI'SIANDARDS 
Eduratioa: Two yem (41 semester or 72 quarter llldS) of m~lnel oomsework :itdodiog coumewml: in 
accomning. bu&inels adminisb:ation, oc a dDlely related field. AdditiooaJ years of cleriai1 aa:omting eiqeience 
maybe substiluled fur the requimicollege caunewml: on a year mf"}'Bll' basis. 

'E!IHlJ'¥!Kl'!~ Two years of clerical accx-a•tiog expe,:imce in aRaS mc:h as accounts payable, aa:ollds ieczi:vable, 
paJmll. or a related field. Additional yeam of college-level annewmk in addition to die educatimJ. requiremmt 
abovl!: with a. majcr in aa:omding. business adminisltatmo. or a closeJy related field may he substilmd h oue }'Bil' 

of the requimi~ 

Pllyskal Lqaitewm. Employees in lm!i cJassmratioo slaod, walk. sit.~ :readt O'Wlhead, lift and 
cmrv up to 20 lhl.., 1.112 fiogen repetitively, me bodi bands simulbmeously. speak cleady, hell: nonnal vaire 
cODWISllb.OD, and see small detail&. 

WORK ENVIRONMENT: ~ in this dauifiratioo. work primarily inside an office emrimnrnmt, with 
hqueot :intmuptions. and with dumging piorities a.od sbDrt deadlines 

APPOINTMENT: In lilCCCldaoce with F.doadion Cade Sectim 45301, an eqdoyee appaimed to this class out 
serve a. pmbatimary period of six (6) mombs cluoog which time an eqdoyee most demo.omte at least an ownll 
satisfactory pedonna.m:e in order to attam pmurnent staba in dP c]assifird ssvice. 

Salary Range: 21..5 

Approved.: &n4 
hvised: 2192. 3/14. 4/15 
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ACCOUNTING SPECIALIST IV 

Clt.m-~ .. inlllNltHI to JIINlffftl a ~ Im l!/ftllll lllllp' l!/fdNJila >-<fl»&J b,v ~ m lfN! di=. ~
_, m1llmlal III n,flal all drniiE" Jlf/lJarmell witlrm fMjab. 

SlJMMAllY OF DIITIES 
Uoderthe di.rectimofanAcoouubmt/Iolem AJJddm.., petfuuut c:aq,Jex 6uaucial and accamdingrea:xdkefpiog 
cbdies firm ~Dislrict fum:tion such as payroll,~ coolml, m ~ :imds, re,quimq!; ~ 
jndgmmt andknowledge :related to Di.stric:t:6uaucial ~ assists wi1h IIE imp1N,u,rtat:ion ofllislridpoli.cies 
and procedues; wists in 1muhle--shootin fimo::m pmblsm and questions; trains and provides wad: diredion to 
departmem staff; and pedixms a variety oftasb rela1ive to assi~ ~ ofrespcmslbility. 

DISTINCUISBING CIIAllACIERISTIS AMONG RELATID CLASSES 
ne ~ _,_. _ JlffWillMI » ..__tNn __. fin ~JfS witbin tllll ~ 111m 111J amtt ill pidlv ~ 
~~ htWffl dm~ wlliri 1lltl'J' ,..,_,,, at~ :wm1ar . .m ~ anr li.l-1 m __. ,Jtrn,, ii&"h'lt to Inwt. 

The Pmilicn Cammi Specialist dassifieatioo perlbrms COIIIJlfeic analyticaJl and tedmiad finaucia1 and hodw'ting 
wm:kin suppcrtofthepositionamlml system fur all posdicos.inibe Disbict; wmbclosely withsite aod departnEnt 
admiuistndive slaff in Older to de!relop and ~ site bucl,;ets; VWJlftl"S hudRet updates and calcolms site 
alhx:mcms;. and aeales andlm: compiles p,sitinn alkx:atioo, p,sitinn coolml, budget, and oCbrc related a:eports as 
direded 

Thee A.a-anding Specialist IV dassifinrtinn serves as a lead wmhs- and perl'mm COIIIJlfeicfiumcial llDl1 ammnting 
recard.kefpiog cbdies :fm: an assigned District mnd:ion mcJus payroll. budget mn1ml, m: categmic:ali :funds. provides 
wm:k comdimdio.n andassisbmce to others at peak wod::times, provides training and wod: direction to departmmt 
stafl;, and 11e1VeS as a rescmn:e to 11llubleslmotpmblenB in pa:ymU, aruJ1mfs :poaym,).e, acwums rec:eiva.b1r_ budgeting, 
and~ fimds.. 

The~ Sps:iaJist m dassificsd:i.on perlmms cCllllplrs financial '111d 11.CCODDbDg derical duties in IIIJIIIXX't 
of an wlgoed District mnd:ion 'IIX:h as payroll. aa:amds payable, IK'X"OPPfs receivable, budget COD1ml. m: 
calegorical fimds. 

SlJPER.VISION RECEIVIDAND EXERCISED 
• ~ supervision ftomtbe Diredm ofBodget & Finance andAa:ouol:anlllnt Auditor im:mnhems.. 
• May pmvide tec::JmicaJ 'Im woo: diredion to support staff. 
• Pmilicns in thu: dassifieatioo have DD fumJal mpenismy esp,ns,mlities 

ESSENI1ALDUI1ES 
• Assists in owneeing the duly opemtion of an assi~ ~ within IIE Business~ sueh as 

papoll. aa:mmls ~ budgd: mn1ml. 0£ artegaric:aJi fimds; provides wod: a,r,nlinatjnn ... 

c:ovemge fir oCbrc slaff as needed; 
• Coosulls, advises,, and troubleshoocs in 00ft to :resolve pmblems. in papoll, budgeting. IK'X"OQfflS payable, 

acoomds~ andadegori.cal fimds; 
• Selves as Jiaiscn between department and District petsDIIIIEl and cumde agencies; mamtains, verifies, and 

pmwles udixmaban to olhel- District cieparbmms. penmmel, and schools. as well u amsi.dP agencies and 
~ responds to inqoiries from eq,]oyees and the piblic egmdiDg iuteq:,matiua. of laws. mles., 
:regulaticms, axdracls, and ode--docommls govemiog District paymll,. imuruKz, m::related pmcedores; 

• Assists in IEViewing. ~ and iaqJlementiog colledm! bupimog ~ and 1111}" d:Janges, in 
policies. prncedores, 0£ laws wbidJ. pertain to assigned- of respmisibility. 

• Participates in the training and dewetopmmi of assigned sbdJ; aeala dest-lJUIIIWIJS fur assignrd mnd:icos; 
• Assists in plmming and oqprrizing depm:lmi:Dt fnn::tiom and pmvidiDg WOik: c:omdioatiaD of·-~ !daft; 

sc:heclules and coonliwdes woddoad to meet pm-estab]imed due dates aorl- deadlinrs; may provide input 
regmding employee pe.rfil"QMJD'! as requested; 
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• :Reviews andlllDllitms depm1meot fimctiDm a-1ti111--.slyto emure compliance tntbvariaus Fedenl and Stale 
:reqmremmts; assists in reevaluating and refining pmgnmm and pmamres tr> eobanre die ovemll apendian of 
die clqJar1mem; 

• ~ aod pmc:esses classified ,md/m: certific:akd payroll; cowputa.. earnifW! and calculates deduct:iom; 
cmrec1s, adjusts. and balHOa-:s paymll; verifies accuracy and ~ of clala and dcx:umeots and sobmi.ts 
to Camdy h pmcessmg of pay wamm1s;. mmiton changes in ~ clala; prepares dumges or 
amecticms u ~ i:eceives amd smlB paydlecb. :fur delivay HaD:ding ID established~ and 
gui~ 

• Ovenees JJffllHfllb.OID of vohmmy payroll dedocticn :iopol; verifies aa:umcy and annpleteness of eqdoyee 
direm6 ~ establishes declxii.oos resulting from eqdoyee ommactual agreemems; recorriles and 
bafam:es vo1urdmy biDiogstatemeuts 'Vith payroJI dednd:ioos~ mairdains ,ECOR1s of all employee mdhamatioos; 

• Devemps salary projections far categmica1 aod ~ fund peDC!lllaell and far me in budget pRpllldian; 
provides directico to support staff involved in fnmm1ating a variety of calegmiad RpCXts; 

• Prepmes rep;lll1s and surveys :related to assigned tiux:ti0111, iDcmdiog yeu-eod. slate and Fedenl fffXlllS; gathers 
aodpmvides inmnmdicn in mdel-to c~ tqKXts m appnipriate;. 

• Prepmes-,1 nwiotaios varicus reaxds, files. lisls, log,saodcmds related toassignedpmgramactiux:tion; posts, 
assembln, :md 1:abu1alet fioHOcial and sbdistiad clala; compiles infmmati.on HIid data and prepares a variety of 
:finHDCial :md sbdistical reports aod SllllllllHries relaled to ca.tegoric:a1 ~ 

• Mainlaios joumals and ledgers; posts. adjmls, HIid veri&s data; amecls uregularities and balances _jauma1s 
HIid ~ reviews daily reports for aa:macy; matches bank deposit slips to the daily ffllDd.; p:epares bani: 
ciep:,s;ts; 

• lttt:om.::iles and balHDcn ommlbly 1Hm)- stamneuts; 
• Calculates misce:llameous tax paymmts and processes appmpriale tax ~ ~ n:,mpletrd :bms to 

app:opria agencies; 
• Prepares quarterly state and fe:deral payroll In. ffJbJms HIid ............... returns HS needed; p:epares fe:deral and 

state paJIRJl1 tax dq,mi.t for each paJIRJl1 dale; 
• Ccopetes a variety of eq,lo)'ee surveys such as Fedenl Amma1 Survey- of Govemmem Employment, 

Calimmia Jndomy Verifiation ~ F.dnndional lb!sem:m Service,. National Survey of Salaries and 
WHgl!S. and die C'.alifixoia Tlepirtmrm ofEduiadion Sa1ai:y and Bmd.ts Schedules (Farm J-00); 

• Moui:tan Tax~ .Aumrities (TSAs) andIRS Sedion 125 acc:ounts; wm:11"" annpliauc:ewithbolb.Feclmal, 
State. amt District policies;. 

• Pnx:essesexpense claims h District pel3(lODfll; 
• Pe.:funm special IISsi~ HS directed. 

Other Related. Dams 
• Pedbrms related duties HIid :responsibilities a fflqllired. 

KNOWUDGE,.ABILlTIEL AND TRAITS 
Knnledge of: 
• Pnor:iples,, procedures, amt methods ofgove,11ment;il ~ 
• Principles ofbuc1gd prepmaticm, axdrol, amt analysis:; 
• Payron 1-, dedm:tmos, retiremmt p:ogmms. amt specialim ,:ompensatian programs; 
• Medmds amtpccx:edm:e& c.wfiuaocial ~heping; 
• Pe.tioeol Fedenl, St.ate and meal laws,, codes, and ~ons pertaining to schcoJ fioHOcial ~ and 

:repoding mqmr:ements; 
• Modem office pndices. p:ocedures, amteqniproe,,t: 
• Pcaciices, proc:ewres. tedmiques. HIid temrinoJogy mm in payroll, acooumiog, 'boi:lk1cerping invoice audilillg 

aod financial ~ 

Abilityto: 
• Kead, inteq,ret, tb11Dw, amt~ rutes. ~ODS, policies. and pmamres; 
• Maimain comp1er fioHDCial D!iOOlds,. aoal:yZI! c1a1a. and prepare aa:orate fffXl(ls; 
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• Analyze situatioos aa:mate1y and adopt Bil eftmive CCJUDe of adi.oo; 
• Maidlain cmdideolialify of privileged infmmatioo. ablained in theamrse ofwnrk; 
• Opmde a nmty of offitt mac::Jriues awl equipmmt such as a penamll computm: and all applicable hardware 

and software, oopien. prioten. SCIIIIDefll, typewiilt:a, cak:ulaton, and fimmac::Jrines; 
• Pemxm afphamvneric and 10-ey data miry quidly and accmately. 
• Provide infixma1iaA and assistance to pare.ms. the genen1 public. and oflB !daft' members in a helpml, 

oour1eDos, and timely"mamier, 
• Commuoicale eflectiwly. bolh aca1ly and in~ 
• Under:slaod and foll.ow bodJ. ma1 am1 wrinen diredions; 
• Mah ;m;rtl,enwtical calc,:datians quiddy andacamdely; 
• Esbtblish !DI maintain l'fledive wading fl'latiooslrips: 
• Wort eflectiwly wi1hm. established time schedules, with n:rinimal dirediao, and under tigbt dr:adlines 

Tran: 
• Diligmlly a1tmds to details and quality; 
• Easily adapts to ,aifmrfinns and cbanges; 
• Efledively numages nne's own tinE, piorities, and D!::111D11fCeS; 

• Is punctual and fi>1laws through; 
• Is 1mstworthy and responsible fur bislhec ~ 
• 1.ogical1y gmsp aad thiDb through issues aad pmbJems; 
• Rrmaim stmdy midec~ 
• Stays fbcased aad bas goad wmk ethic; 
• Strives to meet a.Jldmnels' needs. 
• Warb amood Clbstades and is self~ 

EMPLOYMENT STANDARDS 
Edaca1ioa: Two JeBl3 (41 seDll'!Stel" or 72 quarter units) of m~Jeel munewmt: inclodiog cOUl3eWOll:k in 
IICCOllllling. busilJelP admiuismt.i.Oll, er a dmely elatm field. .Additiaoal ymrs of cleri.a,1 IKX'Dlmting ~ 
may be substituted fur the eqmed college ~ on a year fur yem- basis.. 

:hperil;oce: Three yem-s c.nfinanciali or cleri.cal ac:counting ezper:iem:e in aeas such as accounts payable. aaxu:.11:s 
receivable. payroll. or budget con1rol. &pmi.ence in a lead positioo. is desiGlble. Up to two yem-s of additi.oml 
coll.ege-level munewml: with a majcr in aa::auming. h:ariuess ~ or a closely re1alied field may be 
subsl'itutedhthe eqmed~ onayearfiryearbuis.. 

Plmiql~: Employeesintbisdassific:ationltmd,, walk, sit, stooplbend.reachoW!dlead, liftandcany 
upto 20 lb&., me~ repetitively. me botlihaod!i: smu:dt.n.musly. speflkdady, hearnmmal vaice c:atM!ISlbml, 
and see small cleta:ils. 

WORK ENVIRONMENT: Employees in this dauific-.ati.on wm:k primarily inside an oflke mviroomml, with 
hquem iDmmptions. and wit1, changing p:iotities and sbmt deadlmes 

APPOINTIIENT: In accardmce with Edoratioo Cade SecliaD 45301, an employee appainled to this class mat 
serve a probatimmyperiod of six (6) mmdbs: during vbich time: an employee most demmJsblde at least an ovenll 
!Ulbd'ac:trxypafurmam:e in order to att:ai.npenmmem SbdlJs in the cJassrned Sl!t1ri.ce. 

Salary Ruge: 23.0 

Apprund.:6194 
:hwised: 9/04, 4115 
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PERSONNEL COMMISSION AGENDA ITEM 

 
 

Name of Contributor(s):  Date of Meeting: 
 
Jonathan Koch      December 10, 2015 
Director, Classified Human Resources 

 

TITLE:  NEW CLASSIFICATION – Information Systems Data Technician 

 

 
DESCRIPTION OF AGENDA ITEM: 
 
District administration requested that the Personnel Commission create a new job classification which would be 
tasked in managing various information and data systems within the District. This new classification will perform 
duties in the areas of processing, preparing, verification, record-keeping, and reporting of student information, 
assessment, demographic, and program data and support sites and departments in utilizing data systems 
effectively.  
 

FISCAL IMPACT:    
 
A salary study of twenty-one school districts with similar positions within the state including nine within Ventura 
County has been conducted (attached). In order to be competitive in the marketplace and maintain correct 
internal alignment, salary placement is being recommended at Range 24.0 ($4,193 - $5,094 monthly) on the 
OSD/CSEA salary schedule. This recommendation, following approval, is subject to negotiations between the 
District and CSEA, provided that the internal alignment of the position is not changed.   
 

RECOMMENDATION: 
 
Staff recommends that the Personnel Commission take action to approve the new classification and class 
description for Information Systems Data Technician and allocate the class to range 24.0 on the OSD/CSEA 
Salary Schedule. 
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INFORMATION SYSTEMS DATA TECHNICIAN 

C1t.w speq/it:alions tl1'II inttllldtld w ptWSflflt a rki:icriptlvB list af llttl ranp af tAt1itls ptlfj'm7lftld by ""V'IOJIIIIIS in fhll dass. SJJtlCifications an 
not inlllndtld w 1'f!/lsct all didu!s JN,1j'omuid within fhll job. 

SUMMARY OF DUTIES 
Under the direction of the Chief Information Officer, performs a variety of technical and complex 
activities involved in the processing, preparation, verification, record-kecpina, and reportina of student 
information, assessment, dcmoaraphic, and pro,vam data; supports sites and departments in u:tilizina 
data systems effectively; provides reports and access to educational and proaram data for school sites 
and district departments; develops detailed instruction documents/manuals; and compiles and analyzes 
data in order to assist with the preparation of State mandated student and educational information 
reports. 

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
The Technology Services Technician classifi.catioo ·cian and performs duties in the 
installation, support, and repair of computer area netwmks, and other 
telecommunication devices. 

The Infonnation Systems Data Teclmician classificati 
processing, preparation, verification, record-keeping, 
demographic, and program data, supports · · t sites and 
and compiles data in order to assist with 

TbP. English Learner Data Technician 
management duties inv · 
systems, generates 
based on knowt 
examination. 

E 

activities involved in the 
·oo, assessment, 

data effectively, 

· ety of specialized records 
data in student information 
s data enms and problems 
·ting portion of the CE.LDT 

• ~ilba!!i.eS to meet various District data and reporting needs, 
H:CUracv and integrity of data and reports; 

·ety of data and information; 
a variety of data in assigned computer systems; establishes and 

maintains au ; creates macros and pivot tables, develops spreadsheets and generates a 
variety of c documents; 

• Ensures accuracy and comp s of input and output data; compares data fi:om a variety of sources and 
identifies errors and discrepancies; makes corrections, additions, and modifications as needed; 

• Designs and updates supplemental fields, lookup keys, and other methods for capturing student assessment, 
demographic, and program infutmati.on in a variety of database systems; 

• Prepares a variety of narrative and statistical lists, records, and reports related to student infonnation, 
assessment, demographics, programs, grants, enrollment, curriculum, and assigned projects and activities; 
formats and generates charts and graphs; 

• Researches, compiles, and verifies a variety of data and information; computes statistical information for 
various federal, State, and Dis1rict reports (e.g. CELDT, CalPADS) as necessary; resolves a variety of 
statistical discrepancies; sorts, arranges, and tabulates data according to reporting requirements; 

• Advises and assists various departments with meeting data and program needs; provides technical information 
conceroing reports, researeh, statistics, and related practices, standards, requirements, and procedures; 
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• Ensures mandated and requested reports related to student information, demographics, programs and assigned 
activities are completed according to established ti.me lines and requirements; troubleshoots and resolves 
problems with report queries and macros; 

• Receives and evaluates requests fur data, statistical analysis and researeh projects; designs strategies to 
complete assignments; develops and implements researeh activities and methods of statistical data collection, 
analysis, and presentation fur assigned projects; 

• Trains and provides direction to District staff on the monitoring, maintenance, and distribution of educational 
data; prepares imtructi.ons with step-by-step procedures fur data entry and database management; composes 
memos and instmcti.on documents and manuals to be used by computer operators on a Dis1rict-wide basis; 

• Serves as a liaison between District departments and sites in regards to the access and distribution of data; 
t"nmrmmicate. with personnel and various outside agencies to exchange information and resolve issues oc 
concerns. 

Other Related Duties 
• Provides recommendations concerning computer system 
• Attends and participates in meetings, conferences, and 

maintain current knowledge of technological ad\ranc~ 

• Perfonm related duties and responstmlities as 

KNOWLEDGE, ABILITIES, AND TRAITS 
Knowledge of: 
• Principles, method'i, practices, an 
• Computer and server hardware 
• Computer, tablet, and mobile 
• Methods, practices, tenninol 
• Data security standards 
• Principles and prac · 
• Modem office pi: 

• Components, capa 

to new software and technology to 

·on systems and database software; 

• , and procedures associated with reporting of 
studen 

• Distri 

Ability to: 
• Manage 

student, as 
• Detectand 

• Use easy to 
• Perfonn database 

department use; 

preparation, verification, and reporting of a variety of 
other data; 

· · 8 with end mers; 
appropriate representations of information for District and 

• Read, interpret, and apply technical information; 
• Fmmulate and express difficult 1:eclmi.cal concepts clearly and effectively in written and oral presentations; 
• Problem solve and troubleshoot simple to complex anomalies in data management systems and relational 

database systems; 
• Provide infonnation and assistance to parents, the general public and other staff members in a helpful, 

courteous and timely manner; 
• Operate a variety of office machines and equipment such as a personal computer and applicable hardware and 

software, copiers, printers, scanners, calculators, mobile devices, and fax machines; 
• Maintain confidentiality of privileged information obtained in the coW"Se of work; 
• Establish and maintain effective working relationships; 
• Work independently and exercise initiative and good _judgment; 
• Comnnmicate effectively, both orally and in writing; 
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• Understand and follow oral and written directions; 
• Update and maintain a variety of files and reconls accurately. 

Traits: 
• Diligently attends to details and quality; 
• Easily adapts to situations and changes; 
• Effectively manages one's own time, priorities, and resources; 
• Is punctual and follows through; 
• Logically grasps and thinks through issues and problems; 
• Puts safety first for self and others; 
• Remains steady under pressure; 
• Stays focused and bas a good work ethic; 
• Strives to meet customers• needs; 
• Wm:ks around obstacles and is self-starting. 

EMPLOYMENT STANDARDS 

Education: Two years (48 semester or 72 quarter 
minimum of 12 units of coursework in 
management, or a closely related field Additional 
may be substituted for the required education on a year for 

Experience: Two years of experience · 
systems. F.xperience working with student · 

Special: Possession of an 

All licenses, . 
maintained 

or equivalent including a 
·on systems, database 

·ence indicated below 

are required at the time of employment and must be 
ted. 

Ph ·ca1 en : mployees in this classification stand, waJk, sit, lift/carry up to 25 lbs., use fingers 
repetitively, use wrists or hands repetitively in a twisting motion or while applying pressure, use both hands 
sunultaneously, 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. ,., 

WORK ENVIRO loyees in this classification work primarily inside an office environment, with 
frequent interruptions, with chan · "orities and short deadlines, and may 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 six (6) JDOJ1tbs 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: 24.0 

Approved: 12/15 
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Information Systems Data Technician 

Classification Title Agency 

Min 
Monthly 

Salary 

Max 
Monthly 

Salary 
 Information Systems Data Specialist Charter Oak Unified School District $4,613  $6,818  
 Education Data Specialist Santa Monica-Malibu Unified School District $4,702  $6,001  
 Specialist, Data Integrity Berkeley Unified School District $4,531  $5,518  
 Lead Student Information Systems Analyst Ukiah Unified School District $3,337  $5,424  
 

Information Systems Specialist I Anaheim Union High School District $4,112  $5,411  
Q3 

  Oxnard School District (Recommended) $4,194  $5,094  

Database Administrator Oxnard Union High School District $4,165  $5,075  
 Data Analyst Lynwood Unified School District $4,163  $5,072  
 

Student Data Specialist Las Virgenes Unified School District $4,005  $4,963  
 

Information Systems Analyst Hart Union High School District $4,372  $4,948  
 

Student Information System Specialist Pleasant Valley School District $3,997  $4,862  
 

Student Data Information Specialist Santa Paula Unified School District $3,995  $4,855  
Median 

Student Information Database Admin Lompoc Unified School District $3,946  $4,799  

Student Data Specialist Ventura Unified School District $3,771  $4,728  
 Data Processing Analyst I Bassett Unified School District $3,601  $4,614  
 Database Technician Hueneme School District $3,691  $4,275  
 Data Support Technician La Mesa-Spring Valley School District $3,149  $4,025  

Q1 
Student Information Specialist Moorpark Unified School District $2,947  $3,952  

Data Control Technician Pasadena Unified School District $3,027  $3,951  
 Data Control Clerk San Bernardino City Unified School District $3,182  $3,871  
 Student Data Systems Specialist Rio School District $2,943  $3,578  

 
Data Control Specialist Ventura County Office of Education $2,839  $3,540  

 Mean 
 

$3,786  $4,790  
 Median 

 
$3,971  $4,858  

 Quartile 1: 
 

$3,174  $4,007  
 Quartile 3: 

 
$4,172  $5,173  

 

     Ventura County Districts 
    

     Network Systems Analyst Range 32.0 
   Technology Services Technician Range 27.0 
   Information Systems Data Technician Range 24.0 (Recommended) 
   Instructional TV Services Coordinator Range 23.5 
   Help Desk Support Technician Range 21.0 
   Site Technology Technician Range 17.0 
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PERSONNEL COMMISSION AGENDA ITEM 

 
 

Name of Contributor(s):  Date of Meeting: 
 
Jonathan Koch      December 10, 2015 
Director, Classified Human Resources 

 

TITLE:  REVISED CLASSIFICATION – Operations Manager 

 

 
DESCRIPTION OF AGENDA ITEM: 
 
District administration requested that the Personnel Commission revise the existing classification of Operations 
Manager in an effort to reposition it within the Facilities department.   
 
Currently, there exists a classification for Operations Manager within the Oxnard School District. The intent of this 
classification was to oversee both the Custodial and Grounds functions of the Facilities department as an 
immediate and front-line supervisor. This classification, however, has been vacant for a number of years with the 
staff of the Grounds division currently reporting directly to the Assistant Director and Custodial staff reporting to 
the Custodial Services Manager.  
 
In speaking with District leadership, the goal is to slightly reorganize the department wherein there would be one 
position overseeing Grounds and another overseeing Custodial work. Both positions would report to the Assistant 
Director and Director of Facilities. As such, the District has asked that the Operations Manager classification be 
rebranded to a Grounds Manager and be placed at the same level of the Custodial Services Manager. 
 
Attached you will fine recommended revisions to the Operations Manager job description to bring it in line with the 
new title of Grounds Manager and provide support for what is needed for the desired direction of the Facilities 
department. 
 
Additionally, you will find a recommendation below to reallocate the salary of the classification from a higher level 
(due to the previous supervision of Grounds and Custodial) to a level equal with that of the Custodial Services 
Manager classification.  
 

FISCAL IMPACT:    
 
Since a position in this classification does not currently exist, the full cost of the position will be an added cost to 
the District budget. That said, the cost will be less than if the position were to be staffed at the current level of 
Operations Manager. 
 

RECOMMENDATION: 
 
Staff recommends that the Personnel Commission take action to approve the revised classification description of 
Operations Manager, approve the title change from Operations Manager to Grounds Manager, and reallocate the 
classification on the Management Salary Schedule from the range of $64,232 - $76,312 to the new range of 
$57,791 - $68,671 (same as Custodial Services Manager). 
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Oxoml School Dislrid 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

Bus Driver 

Rank Name 

1 Barrios, Debra L 

1 Gonzalez, Jesus M 

1 Lynch, Cynthia M 

1 Magana, Carlos S 

2 Moreno, Tamara D 

3 Zumarraga, Mayela 

4 Peralta, Marta S 

4 Reyes, Michelle C 

5 Gonzales, Maria Isabel 

6 Salinas II, Marco A 

1 Melendrez, Juanita 

PERSONNEL COMMISSION 

Eligibility List No. 15-16:10 
Established: 10/22/15 

Expiration Date 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 

10/22/2016 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

PERSONNEL COMMISSION 

Eligibility List No. 15-16:11 

Established: 10/22/15 

Cover Bus Driver/Office Assistant 

Rank Name 

1 Beltran, Daniel J 

1 Moreno, Tamara D 

2 Peralta, Marta S 

Expiration Date 

10/22/2016 

10/22/2016 

10/22/2016 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: 

Director's Certification: 

Rank 

1 

1 

1 

2 

3 

3 

4 

4 

5 

6 

7 

7 

8 

9 

10 

11 

12 

13 

Paraeducator I 

Name 

Aguirre Cayeros, Carmina 

Cisneros, Daisy 

Gabrielli, Danielle 

Meraz, Deseri R 

Koressa, Marcel 

Montejano, Monica 

Jasso, Judy E 

Ortiz, Sheena N 

Rivera, Andrew 

Bernal Pastrano, Jessica 

Vazquez, Brenda 

Wilson, Karen 

Cummings, Natalie 

Silva,Ana M 

lee, Claudia B 

Kitagawa, Bryan K 

Montes, Gladys M 

Brisco, Lola 

PERSONNEL COMMISSION 

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

Updated (Merged): 8/25/15, 9/10/15, 

Expiration Date 

8/25/2016 

8/25/2016 

9/10/2016 

9/10/2016 

9/10/2016 

8/25/2016 

8/25/2016 

10/27/2016 

10/27/2016 

11/19/2015 

11/19/2015 

10/27/2016 

10/27/2016 

10/27/2016 

10/27/2016 

10/27/2016 

10/27/2016 

11/19/2015 
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OXNARD SCHOOL DISTRICT PERSONNEL COMMISSION 

13 Farfan, Diana 10/27/2016 

13 Greene, Shawna 11/19/2015 

14 Crotts, Matthew 10/27/2016 

14 Laveaga, Brianda I 10/27/2016 

14 Limon, Giselle 10/27/2016 

14 Pina Robles, Mayra 10/27/2016 

15 Rivera, Maria D 9/10/2016 

16 Aguilera, Martha A 10/27/2016 

16 Humphrey, Jamie L 9/10/2016 

16 Vargas, Raquel 10/27/2016 

17 Higuera, Cinthia 9/10/2016 

18 Lopez, Cynthia E 10/27/2016 

19 Sandoval, Beatrice Carmona 11/19/2015 

20 Hernandez, Guadalupe Maria 9/10/2016 

20 Kerissa, Hoda M 9/10/2016 

21 Hernandez Vivanco, Regina R 10/27/2016 

21 Jensen, Lindsey 11/19/2015 

22 Martinez, Guadalupe R 9/10/2016 
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OXNARD SCHOOL DISTRICT 

Recruitment Type: Dual Certification 

Director's Certification: 

PERSONNEL COMMISSION 

Eligibility List No. 15-16:09 
Established: 10/21/15 

Merged with Eligibility list No.14-15:35 

Site Technology Technician 

Rank Name Expiration Date 

1 Soffer, Jean 10/21/2016 

2 Gutierrez, Andrew A 10/21/2016 

3 Salgado, Rodrigo 10/21/2016 

4 Alnouri, Muhammed Ali 10/21/2016 

4 Guzman, Mauricio 1/21/2016 
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To: Interested Persons  

 

From: Jonathan Koch 

Director, Classified Human Resources 

 

Date: December 10, 2015 

 

Re: Personnel Commission Meeting Agenda Schedule – January 2016 through December 2016 

 

 

Below are the Commission meeting dates for 2016.  The Commission meetings will convene at 3:30 p.m. The meeting dates and times are 

subject to change.    

 

Commission Meeting Date Available on Website * 

Thursday, January 21, 2016 Monday, January 18, 2016  

Thursday, February 11, 2016 Monday, February 8, 2016 

Thursday, March 10, 2016 Monday, March 7,2016 

Thursday, April 14, 2016 Monday, April 11, 2016 

Thursday, May 12, 2016 Monday, May 9, 2016 

To Be Determined 

5:00 p.m. 
Board/Commission Celebration  

Classified Employees of the Year 
Thursday, June 9, 2016 Monday, June 6, 2016 

Thursday, July 14, 2016 Monday, July 11, 2016 

Thursday, August 11, 2016 Monday, August 8, 2016 

Thursday, September 15, 2016 Monday, September 12, 2016 

Thursday, October 13, 2016 Monday, October 10, 2016 

To Be Determined   

 

Board/Commission Celebration for 

Retiree Recognition 

Thursday, November 10, 2016 Monday, November 7, 2016 

Thursday, December 8, 2016 Monday, December 5, 2016 

  

 

* If a Monday is a holiday, posting will be the preceding Friday. 
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