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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



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.

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.

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

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

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

Commissioner Perez moved to ap[)rove 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

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

CALL TO ORDER

ROLL CALL

ADOPTION OF THE
AGENDA

APPROVAL OF
MINUTES

COMMENTS BY THE
PUBLIC
ACTION ITEMS

Classification Review

Health Assistant-
Establishment of New
Classification

70.200.01 Initial
Placement (Second
Reading)



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

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 I, Paraeducator Ill, 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.

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

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

Jonathan Koch, Secretary to the Personnel Commission

REPORTS/OTHER
INFORMATION/DISC
USSION ITEMS
Personnel Actions

Director’s Report

Report by
Commissioners

ADJOURNMENT

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



Personnel Commission Meeting C-3
December 10, 2015

OXNARD SCHOOL DISTRICT

1051 South “A" Street » Oxnard, California 93030 « 805/385-1501 » www.oxnardsd.org

1 . &
R0 SCHOOL DISS "

To: Dr. Cesar Morales, Superintendent
From: Jonathan Kmﬂﬁed Human Resources
Date: November 12, 2015

Re: Classification Review Recommendation

Background

On or about August 24, 2015 a reclassification request via Position Classification Questionnaire form
from Leonida Fierro, Accounting Specialist 1l in the Finance department, was received by Classified
Human Resources. The Position Classification Questionnaire (PCQ) form reflected comments made by
Ms. Kathy Beasley, Accountant/Internal Auditor, and Ms. Janet Penanhoat, Director of Finance. This
request was made in accordance with Personnel Commission Rules & Regulations 30.300.1.

The staff of the Classified Human Resources Department took action on the request and has formulated
the recommendations below.

Timeline

The following is a timeline of the process:

Qate
8/10/15

Employee submitted request for classification review

to Ms. Kathy Beasley, Accountant/Internal Auditor.
Employee paperwork and supervisor response
Approximately 8/24/15 (no date stamp) | received in the Classified Human Resources
Department.

PCQ reviewed. Duties indicated by employee
compared to duties currently included in classification
descriptions for Accounting Specialist TIT and
Accounting Specialist V. -\
Meeting with Ms. Kathy Beasley. Accountant/Internal
Auditor in order to obtain her perspective on the
10/19/15 reclassification request and to review duties

previously performed and currently performed by
employee. |

8/15 - 10/15

Page 10f 7

Action Items — Classification Review December 10, 2015



Personnel Commission Meeting C-3
December 10, 2015

Meeting with Ms. Fierro to discuss her request and
10/19/15 review her duties and clarify information provided on
completed PCQ.

Meeting with Ms. Janet Penanhoat, Director of
Finance in order to obtain her perspective on the

117107115 reclassification request and to review duties
previously performed and currently performed by the
employes.

11712715 Becommendation formulated.

11712715 Beport submitted to Superintendent’s office.

12/1/15 Deadline for response from Supenintendent’s office.
Beport taken to Personnel Commission (12/10 date
127104115 or 1/14/16 dependent on early response from Superintendent’s

office and CSEA waiving 15-day notice requirement)

Background

On or about August 10, 2015 a reclassification request via Position Classification Questionnaire (PCQ)
was submutted by Ms. Leonida Fierro and received by Ms. Kathy Beasley, AccountantTnternal Auditor
and Ms. Janet Penanhoat, Director of Finance. The request was reviewed and responded to by the
aforementioned management personnel and forwarded to Classified Human Resources.

The Oxnard School District currently has two main bargaiming unit classifications in the Finance
department: Accounting Specialist III and Accounting Specialist IV. At present time the department
houses two Accounting Specialist IV positions (one in Payroll and one in Budget) and six Accounting
Specialist IIT positions (two in Payroell, two in Accounts Pavyable, one in Accounts Receivable, and one
split between Payroll and new items such as leave management for the Affordable Care Act).

Positions within the classification of Accounting Specialist IV are higher level lead positions. Being lead
positions, Accounting Specialist IVs may perform a number of the same duties as Accounting Specialist
IIT positions along with additional duties and responsibilities. For example, an Accounting Specialist IV
and an Accounting Specialist IIT in Payroll will perform the same tvpe of payroll processing duties and
provide customer service to those with payroll questions, but the Accounting Specialist IV also will serve
as a lead to troubleshoot 1ssues, handle all garnishments, and interpret collective bargaining agreements as
needed for pavroll purposes.

MMs. Fierro has submitted her reclassification request asking to be reclassified to Accounting Specialist IV

from her current classification of Accounting Specialist ITI based on a gradual accretion of duties
mecluding tramning duties.

Methodology

An analysis was performed. based on a review of duties and responsibilities and interviews with the job
mcumbent and her immediate and departmental supervisors.

Page 2 of 7
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The job audit consisted of the following steps:

* Review of PCQ): The Director of Classified Human Fesources reviewed the Position
Classification Questionnaire submitted by Ms. Fierro.

* Review of job descriptions: The job descriptions of Accounting Specialist ITT and Accounting
Specialist IV were reviewed. The distinguishing charactenistics among the two classifications were
analyzed.

¢ Interview with incumbent: During the month of October, 2015, the Director of Classified
Human Resources met with Ms. Fierro in order to clanfy and further ascertain her view on what
duties she 1s currently performing. Ms. Fierro stated that she primarily put in for the
reclassification because she believes she has been serving in the role of a lead worker and
Accounting Specialist IV in regards to staff traming. Ms. Fierro stated that she has trained three
substitute emplovees and one permanent emplovee on how to perform the role of the second
Accounting Specialist ITT working in the Accounts Pavable division of the Finance department.
Ms. Fierro stated that she has trained these emplovees by demonstrating the work for them,
walking them through different procedures, and allowing them to come to her if they had any
questions. Ms. Fierro also stated that the other Accounting Specialist IIT position assigned to
Accounts Payable has been vacant for some time resulting in some additional tasks and an
mcreased workload.

When asked about her routine duties not related fo tramng, Ms. Fierro went over a number of
duties which she believed to fall within the scope of an Accounting Specialist IV. The majornity of
these duties are included on her PCQ.

During the interview, Ms. Fierro was asked a number of questions to help clarify if she was
performing work which 15 unique to the classification of Accounting Specialist IV. These
questions were created around the following duties which were deemed as unique and not
overlapping with Accounting Specialist ITT duties.

List of Unigue Duties:

»  Assists in overseeing the daily operation of an assigned subdivision within the Business
Department such as payroll, accounts pavable/recetvable, budget control, or categorical funds;
provides work coordination and coverage for other staff as needed;

*  Assists in planning and organizing department functions and providing work coordination of
assigned staff, schedules and coordinates workload to meet pre-established due dates and
deadlines; may provide input regarding emplovee performance as requested;

* Assists in reviewing, mterpreting, and implementing collective bargaining agreements and any
changes 1n policies, procedures, or laws which pertain to assigned areas of responsibility;

* Completes a vanety of employee survevs such as Federal Annual Survey of Government
Emplovment, California Industry Verification Statement, Educational Research Service,
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National Survey of Salaries and Wages, and the California Department of Education Salary and
Benefits Schedules (Form J-90);

¢ Consults, advises, and troubleshoots complex issues in order to resolve problems in payroll,
budgeting, accounts payable, accounts recetvable, and categorical fnds;

¢ Develops salary projections for categorical and general find personnel and for use in budget
preparation; provides direction to support staff involved in formulating a vanety of categorical
reports;

¢ (versees preparation of voluntary pavroll deduction mput;

» Parficipates in the training and development of assigned staff, creates desk manuals for assigned
fonctions;

» Prepares quarterly state and federal payroll tax refurns and amended returns as needed; prepares
federal and state payroll tax deposit for each pavroll date;

» Prepares reports and surveys related to assigned functions, including year-end state and Federal
reports; gathers and provides mformation in order to complete reports as appropriate;

» FBeviews and monmifors department functions continuously to ensure compliance with varions
Federal and State requirements; assists in reevaluating and refining programs and procedures to
enhance the overall operation of the department.

Responses provided by Ms. Fierro during the interview determuned that she was not perfornung the
above referenced duties with the possible exception of gathering and providing information to
complete reports and potentially participating in the tramming of new staff.

» Interview with immediate supervisor: During the month of October, 2015, the Director of
Classified Human Resources met with Ms. Kathy Beasley, immediate supervisor of Ms. Fierro, in
order to clarify and further ascertain her view on what duties Ms. Fierro 15 currently performing.
Ms. Beasley provided that Ms. Fierro 1s a dedicated emplovee who alwavs does her best, but she
does not believe she 15 working at the level of an Accounting Specialist IV. Ms. Beasley agreed
that Ms. Fierro 1s performuing the overlapping duties contained on her PCQ) and agreed that Ms.
Fierro 15 not performing the unique Accounting Specialist IV dufies as noted above under the
mterview with Ms. Fierro section.

Ms. Beasley conceded that Ms. Fierro likely did provide general training to new emplovees in the
past under the prior supervision of Ms. Tulie Revyes but those duties have since been removed as
they may not be appropriate for an Accounting Specialist IIT. Ms_ Beasley contends that “traimng™
provided by Ms. Fierro 1s not trammg of new materials or the type of training which leads to
emplovee development. Rather, Ms. Beasley states that the training which Ms. Fierro has provided
i the past has been a general overview of how things work 1 the District and the department. She
went on to state that this is the same type of “basic overview traming” she would hope any
emplovee would share with someone new to the department and would likely have been
performed by the other Accounting Specialist ITT incumbent in Accounts Payable 1f Ms. Fierro had
left the department.

Ms. Beasley stated that the items Ms. Fierro believes to be completing special reports are actually
basic data enfry tasks where Ms. Fierro will enter information into a spreadsheet created by Ms.
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Beasley which will calculate and relay information needed for reporting. Ms. Beasley stated that
she performs the actual reporting functions.

» Interview with department head: During the month of November, 2015, the Dhrector of
Classified Human Resources met with Ms. Janet Penanhoat, Director of Finance and head of the
department in which Ms. Fierro works, in order to clanfy and further ascertain her view on what
duties Ms. Fierro 1s currently performing. Ms. Penanhoeat agreed that Ms. Fierro 1s performing the
overlapping duties contained on her PCQ and agreed that Ms. Fierro 1s not performing the unique
Accounting Specialist [V duties as noted above under the interview with Ms. Fierro section, with
the possible exception of traming. Ms. Penanhoat, similar to Ms. Beasley, shared that she does not
believe that her definition of training 1s the same as the definition being used by Ms. Fierro. Ms.
Penanhoat stated that she believes fraiming to be something leading to emplovee development, not
“new to the job basics.”

Ms. Penanhoat shared that Ms. Fierro 15 always punctual and 15 very dedicated and loyal. She also
shared that she does a quality job performung her duties. Ms. Penanhoat stated that she does not
believe that the duties performed by Ms. Fierro are at the complexity level of those performed by
Accounting Specialist [V positions and stated that Ms. Fierro has never been asked to perform any
of the higher level tasks such as salary projections. annual federal/state reporting. delegating work
to other staff, troubleshooting advanced problems, implementing collective bargaining provisions,
or organizing department functions.

Ms. Penanhoat stated that any training duties, including job basics for new staff. have been
removed from the tasks of Ms. Fierro. She stated that this 15 not something that will be changing
as she wishes for new employees to be trained a certain way which will be carried out by
Accountant/Internal Auditor incumbents with assistance and reinforcement from Accounting
Specialist IV incumbents.

Findings

* Ms. Fierro has experienced an increase in her workload due to the other Accounting Specialist 111
posttion 1 Accounts Payable being vacant and/or filled with a substitute for a decent amount of
fime.

* Ms. Fierro has performed some new duties due to the other Accounting Specialist I posttion n
Accounts Payable being vacant and/or filled with a substitute for a decent amount of time. These
new duties fall within the class concept of Accounting Specialist IIT and were previously
performed by an Accounting Specialist IIT incumbent.

¢ The majority of duties mdicated by Ms. Fierro on both her PCQ and during her interview are
duties that overlap between the classifications of Accounting Specialist 11T and Accounting
Specialist IV. These duties therefore are not found to be at a hugher level

¢ The duties indicated by Ms. Fierro to support her case for reclassification primarily relate to new
emplovee tratming. This 1s a task which happens infrequently. As such, it cannot be argued that
there has been a gradual accretion of duties over a period of two or more years.
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¢ The “new” duties noted on Ms. Fierro's PCQ are not necessarily new duties as much as they are
changes to how the same duties are performed.

¢ Itis a management prerogative to remove higher level duties which are being performed by lower
level staff and place them more appropriately with other employees i order to nullify a potential
reclassification action. Whule there is debate on the actual definition of “traiming™ in this sense, all
duties which could be percetved as tramming and leaderslup such as that expected from an
Accounting Specialist IV have since been removed.

In synopsis, the only canse for a reclassification 1s a gradual accretion of duties outside of the current
classification description and class concept over a permd of two (2) vears or more. Changes in workload,
changes in technology, or performing new duties which still fall within the same class concept and job
description are not grounds for a reclassification. While there appears to be little doubt that Ms. Fierro's
position has increased in workload over the last year, there has not been 2 definitive change in the duties
being performed or a sigmificant increase in the level of responsibility. Additionally, any duties related to
trainmg which could potentially be seen as helping the case for a reclassification have been removed by
management.

Status of Incumbent

The incumbent, Leonida Fierro, has not gradually accreted new duties which are outside of the scope of
her current classification over a course of two or more vears. Any duties which could be perceived to be
outside of the scope of her current classification have been removed by management, as is ifs prerogative
It 1s therefore not appropriate for the position she currently holds to be reclassified from Accounting
Specialist IIT to Accounting Specialist IV based on the doties currently bemng performed.

Recommendation
It is recommended that, effective December 10, 2013 or January 14, 2016 (dependent on meeting date at
which this recommendation 15 submitted to the Personnel Commission):

1. The Personnel Comrmssion take action to deny the reclassification request submitted by Ms. Leonida
Fierro.

Kindly enter vour comments and/or concerns in the space below, then sign and date where indicated, and
return this form to Tanya Ventura, Administrative Assistant, in my office by no later than November 24,
2015.

Disclaimer: As always in the case of a recommended reclassification, the Board of Trustees has the right
fo remove any higher level duties from the position in question and have those duties no longer performed
by the incumbeni. If the Board infends fo take such an action, please indicate such below. Flegse note that
the gffects of such an action could potentially be subject fo negotiations with Chapter 272 of the California
School Employees Association. If such as action is faken, this case will then be monitored fo ensure that the

duties are removed and either eliminated or properly redisiributed.

Please feel welcome to contact me with any concerns or questions in regards to the recommendation above.
Thank you.
Page 6of 7

Action Items — Classification Review December 10, 2015

-10 -



Personnel Commission Meeting
December 10, 2015

Tt | reasons indicated in the space below.

) I .

| : ) | T disagree with the recommendation for the
.-\[ [ agree with the recommendation
)

- = s, ¥ J
Signature: _{,_L__ri)_z /
Dr. Cesar Morales, Su
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August 10, 2015

TO WHOM IT MAY CONCERN:
REQUEST FOR RE-CLASSIFICATION

I would like to take this opportunity to ask for a re-class to an Accounting Specialist IV from my current
position of Accounting Specialist I, My reasons are outlined below:

In the Accounting Specialist Il job description it states that the difference between the Il and the IV are
the following:  al Training of assigned staff and provide input of the performance of the employee.

bl Calculate miscellaneous taxes

c] Prepares the annual report

4] Maintain various records

e} Performs complex technical duties.

a}l | have trained the following employees:  Lisette Solis (sub), Elvira Barajas (sub), Susan Houlden
(staff), Debra Sandefur [sub) and hopefully the incoming person to replace Susan Houlden due
to her retirement.

b} | have been doing the guarterly report for the fuel tax and have submitted them to the
California State Board of Equalization.

c] | am in charge of preparing the Durham allocation utility costs to be reported annually for
reimbursemeants.

d} 1am in charge of processing lournal Entries. | maintain various filing in an orgamzed system to
alleviate the lengthy research for audit purposes,

&) | have been assigned to do the Accountability for construction projects and have met required

deadline,

This Fiscal Year 2014-2015 was the second time | closed the books in the AP Department as the only Key
personnel of the Department. The other time was in Fiscal Year 2010-2011.

Listed below are some additional duty reguirements that are listed in the Accounting Specialist IV
description that | also perform:

1} Serve as ligison between District and auditors, contractors, and vendors

2} Operate office equipment;

1) Knowledgeable of accounting and financial record keeping principles and procedures as they
relate to accounts payable;

4] Work independently with zero to minimal supervision;

51 1have B years of experience, performing in Accounts Payables

&) Insure that implementation of District policies and procedures are always followed; and
troubleshoot financial problems and questions.

| am a very dedicated person. | get along good with my peers. | am trustworthy, confident and
comfortable with my job duties. I'm always punctual and | take a great deal of pride in the performance

of my job.

Thank you for your considerations.
Respectfully Yours:
/‘2 Il *
.H'J" g A
i,E/ﬂNi A FIERRD — ACCOUNTING SPECIALIST I

Action Items — Classification Review December 10, 2015
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POSITION CLASSIFICATION QUESTIONNAIRE

PERSONNEL COMMISSION

NSTRUCTIONS: You are asked to complate this questionnaire in order to furnish information about your job.
Please fil in Sections I, |l and Ill, and have your supervisor fill in Section IV. When the guestionnaire is

complete, please return it to the Personnel Com mission Department.

The statements you make will not be changed by your immediate supervisor, depariment head or principal.
Your completed questionnaire will be reviewed by them and they may make any comments they feel are

necessary.

Flease denote by an asterisk (7) those duties you are currently performing that you believe are outside the
scope of your classification’s job description.

SECTION | - To be completed by the employee,

PLEASE TYPE OR PRINT ALL INFORMATION

Fierro Leonida M

Last Name First Name M1

Work Site: BUGEL

Department. -\CCOUNts Payable

Phone Ext. 2471

Classification. ACcounting Specialist 11

Immediate Supervisor: Featny Beasley

Hours of Work. From: O-00 1o 2:00

b Feoe 1200 To. 12:30

Breaks: from 10:00 510115 . . 3:00 o 3:15

Action Items — Classification Review
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SECTION Il - To be completed by the employee.
DESCRIPTION OF DUTIES

INSTRUCTIONS: Describe the work you do in your own words. Be specific, do_not make general
statements. Tell how often you do each lask - every day, week, month or how many times a year. Afler you
have marked how frequently you perform each task, indicate the estimated overall percentage of your time that
the task takes. If more space is needed, use additional sheets of paper and attach them to this one.

PLEASE TYPE CR PRINT ALL INFORMATION

Indicate below the frequency each task is completed. Check the column which is appropriate using the

following key:
D = Daily W = Weekly M = Maonthly Q = Quarterly
S = Semi-Annually A = Annually 0 = Other (please describe below)
SAMPLE:
Task piwim|la|s|alo 0"';?"‘"
Type vouchers in duplicate to accompany invoices
X 10%
Answer the telephone and give information to vendors,
X 20%
Type lettars from rough draft for Mr. Jones.
x 20%
File purchases orders chronologically.
X 10%
Remove obsolate Vendor folders from file,
A 1%
Compose routing correspondence o vendars o
X 17%
Miscellaneous duties,
Type vendor report '
X 5%
Comments
| type the vendor report on & bi-monthly basis,
Action Items — Classification Review December 10, 2015
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PLEASE TYPE OR PRINT ALL INFORMATION

Indicate below the frequency each task is completed. Check the column which is appropriate using the

following key:
D = Daily W = Weekly M = Monthly Q = Quarterly
§ = Semi-Annually A = Annually O = Other (please describe below)
Task p|w[mla|s|a|o| Ol
(1]

Oipan miail, stamp dals invosces, Sort in alpha ordes, send them for aporoval by department. Whan invoices comes back,
fralch tharm with PO and sel tham aside for sudit. Verfy vendisr statamant for sutstanding invoicag. Answer (he feephona 25
fo il vardid inguines,

iy 0 apited awoacss st P0G aapisrs rembsrasinte, denct Bay, 0 any, n e Facips wyem. R report and Dasice D HToul rios i 0ot
i repeor 0 o ke aporovl i sk, Ml checon ol i vrdon and ampioy Fiba shemumarin iy, gunersd ored i, 300l
B fle. proesd fund fin, and employes rbursement e Qccasonaly. | Fepe & iquast for eiynd k sencons e nllmed deins alsr s bean S X I 25
| audit ard verify all construction imolces to be processad. It takes exlra steps due lo auditable budget
code. Scan atachments and artached (ham 1o the system prior to sending them to County for approval 1 0
*Prepare and submit quarterly fuel tax to Calif Board of Equalization >< 3
“Prepara monthly log for Durham allocation of utility cost and submit an annual >< 7
report 1o supervisor,
*Trained the following employees and substitutes, Liset Solis, Elvira Barajas, Susan X
Houlden and Debra Sandefur for AP job. A good training takes 6 months per employee 20
=
Prapare Year End Accounts Payable closing. Boxed old files to send to Archives for >< 1 0
storage
i
Comments:
Action Items — Classification Review December 10, 2015

-15-



Personnel Commission Meeting

December 10, 2015

{Continued from previous page)

Indicate below the frequency each task is completed. Check the column which is appropriate using the

following key:

C-3

D = Daily W = Weekly M = Monthly Q = Quarterly
S = Semi-Annually A = Annually O = Other (please describe below)
Task plw|m|a|s|a|o| Ol
o

| |

|

Comments:

Action Items — Classification Review
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SECTION It - To be completed by the employee.

PLEASE TYPE OR PRINT ALL INFORMATION

1. Whao is your immediate supervisor? Kathy BEES'EY
2, From whom do you receive your assignments?
Kathy Beasley
3 in what form do you receive your work assignments? (Check all that are applicable.)
@ Verbal Instructions [ ] Rough Draft
[® Written Instructions [] Outline Form

[] Other-Explain:

Detailed Instructions (What to do and how to do it)
Instructed as to the desired objectives; must determine own methods

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

[0 m O O

Other - Explain:

4, Are you required to interpret: ] Policy [ Rules [ Regulations

If you selected 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 equipment 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 license, permit, certificate, or registration? If it does, explain,
giving the name and kind.
No
Action Items — Classification Review December 10, 2015
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7.

10.

1.

12.

Do you supervise other employees?
YES L] 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 title, but do not list their names.

| have been the lead Accounting Specialist lIl in the Accounts Payable department for the
last five (5) years. | have been in charge of training new employees and check and monitor
their work, also assign the employees daily duties in the Accounts Payable department

If you supervise others, check those statements which best describe your supervisory
responsibilities. If you do not supervise others, please s kip this question.

(W Assign work to employees [ 1 Complete performance evaluations
[] Assist in selection of new employees [] Recommend disciplinary action

W Assist employees with difficult assignments [ ] Spot check work only

W Check completed work W Train new employees

W Check work in progress

What 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; | have a Bachelor's Degree in Accounting

What do you believe is the minimum level and type of experience needed for the work you are
currently doing? (For example: 3 years of clerical, 1 year of working with computers, etc.)

3 to 4 years of related accounting duties

How long have you been employed in your present classification?

10 years

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

8 years

B e T T RV VL S P
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13.  Please list any duties or tasks that are “new” or have been added to y our job below. Next to each duty,

please list an approximate date when you started performing the duty.

Task E'[;t:t::
| am assigned to do the Accountability for Construction projects | parch 2015
Process check to American Express for various vendors | April 2015

14.  Aside from the “new” or added duties listed above. in what others ways do you believe your job has

changed?

Flease see attached accompany lefter.
Last Evaluation Report dated August 2, 2011

| hereby certify that the statements made above are my own and that to my knowledge they are

complete and correct.
‘}:%1.%#7_ g-10-/5
Signatire/ /) e

Action Items — Classification Review

-19 -

December 10, 2015



Personnel Commission Meeting
December 10, 2015

Oxnard Schaaol District
1051 South A Streec Ownard, Ca 93030 (B0S5) 487-39(18

[ EE PE E
PERIJD OF REPORT Jurne 2007 T _August 2011 EMD OF PROBATION
Employea's Mame Lapnjda Fierrg Pasiion Accounting Specialist |1l -
Lecation Budget and Flnance Date August 2 2011 -

Check one: 00 18t probatonary 0 2™ Probstionary B Annual report [ Special repan

PERFORMANCE EWVALLUATION wil bscame pam of the lllﬂ'lph'rﬂl parsonte B, and wil be conaidered i retabion o contirusd smpkyment,
attainment of permanent classficaton, ranafer, pramotion, and mwmmmw lthnn
Choose ors: E—Exceeds District Standands  M—bssts Distrct Stand N—Nlawds Imp t D—Dows not meat Distmct Standands

1. JOB EMNOWLEDGE Tha empicyes possessas and maintans the requined job ki
Camments: Nida continuas fo strengthan and increases har abilities b pcrﬂ:rm her job vl

2 QUALITY OF WORK The amployos at, wall-crganized and th
Comments. Nida has bom a gmnt auel m .u..rP d'uﬂnn his h‘-lmdinn pesiod nrm Ihe only pesmanant persen in the

daparirman,
1 QUANTITY OF WORK, WORK MASITS & PRODUCTIVITY The smpioyss works io potential, consistensy compistes schedules and Ei

Dﬂm ml has II'I-EI.ITIHI"M'M work athic and doas her best to process paymants. in a imely manner,

4 ATTENDAMCE AND PUMCTUALITY The employse is regular in amsndancs and s punciual.
Comments: Nida has a good atendance recond and (8 very punctual,

5 ATTITUDE Theamployes sxhbits marest, is and a lmam worker, ang accepis n‘ll
Commenis: Mida continuas to be a team player. She is respectful and courteous '.mun aha daaln will I:IIuIrlu amployeas and

veridcrs
& INMTIATIVE AND DEPEMNDABILITY Tha oicry raacily pts rasporsibiity and can be depended on o follow throwgh on work

assgrments with minimum diection.
Commants: Nida needs to have mom confidenca in hersedl, She is a very dependable employes but at tmes she doubls her

ability and knowledge.

7 SAFETY Tha smployss usss arsd caras for s3uipment propery, adherss o Catnct and governmental guidedinea for salety procedures, and
réparts wisale condtians. Ween appiicabie the smpioyes sears perional prolechcs and uses propar squpmeant. IE
Camments:

B, WOHRK RELATIOMSHIPE The amplcyes is courisous and solfe fo ataf, parents, stucents ard wsbors, s coopariatve &nd asiigts oMers
LT T i
Comrmants: m;l:d thowghtfud and caring persan. She sirives o maintain good reiationships weih co-workers

Emmwmm

The Addendum o this form musl be complated when thae salcation form bas & rating of * Nesde Imgrovement’ o “Dose Mot Mest Dawic! Sendands ™
Employes must e resvaieated within 3 o 50 Salendar days.

1000 O 0O MOT RECOMMEND THAT THIS EMPLOYEE BE CONTINUED N EMPLOYMENT (Frobatoriary srmploysss soly)

. % fﬁf‘:f" __Accountantinternal Auditor ) oemoz2011
[ ——— furm ’ B T Popson Tws T Datw

EMPLOYEE; Fuave seen e avaluation report, and it Sas been Sacusesd &t me | understand my sigrature doss nof Necessariy MAAR

iy complete agreesmerd with all facices of the swesluaSion (The Lnd Member may appand comments o S svaiuation By
aub iR g e i owrting el 30 das fo Humsn Resources |

______ Accounbing Specialist |1 ) oa0272011 -
S R T g e e
oIS THAELS i":'C'.N' O Hiuman Fesouses 0 Employee ¥ Supersisor
Action Items — Classification Review December 10, 2015

-20 -



Personnel Commission Meeting C-3
December 10, 2015

SECTION VW — To be completed by the immediate supervisor
Check those statements which you believe best apply to this position.
PLEASE TYPE OR PRINT ALL INFORMATION

1. Judgment, planning, analytical ability required.

IE’/Wc:rks according to detailed instructions

E/kas according to established procedures

[l General outling of procedure and desired results given

[l Must determine own methods to achieve specified results

@‘?_T/Work is routine or repetitive

[l Work is varied or semi-routine

[1 Requires planning own work

[[1 Requires planning work for others

IE’/Wurk requires application of rules and regulations

E/WDFH requires application of policy

[] Work requires interpretation of rules and regulations

[l Work requires interpretation of policy
2. Describe how closely the employes is supenvised.

[ Work is checked in detail I_chifSput checks

IE/Wcrk is checkad in process [_Jj’/Casual observation

[ 1 Check completed work 1 Works independently

?'//‘;"Jﬂrh checked as assistance is reguired

[] Work subject to automatic checks
[ Administrative review

[ Other:

Action Items — Classification Review December 10, 2015
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3 Do you agree with the employee’s assessment of their job in Sections I and 1117
[0 veEs K MO

4. Please list any areas in which you do not agree with the employee's assessment of their job.
Please list your reasons for disagreeing and any needed clarifying statements.

Employee does not train staff. Emplovee will demonstrate certain tasks as =2
new employvee is learning "the ropes" and/or the computer system.

Employee does not lead the department. All work is based on shared respunsihilitﬂ
the two positons in tandem.

5  Are there other employees performing the same duties in the department? If yes, give name and
classification. If more than six, give total number and classification.

Yes,ona other employee, Susan Houlden, Account Asst. IIT. Susan is currently
an an extended sick leave. Nida has had to step in and perform more work of the
same type, but noching ar an Increased level of responsibilicy.

& Add any duties omitted or information necessary to complete the employee’s description of the
job.
As Accounts Payable has moved into more electronic functions and paymenta, we

have added the use of American Express to pay Vendor inveices, This has not
added more, but rather a new method of doing the same Fob, paying vendors.

Mida indicated that she does the Accountability Saftwarae, which she has beaen
asked to take on in Susan's absence.

Nida is a dedicated, responsible and loval emplovee, however, the positon she

currently holds does not warrant the comprehensive level of an Accounting
Assistant IV.

| hereby certify that the statements made above are my own and that to my knowledge they are
complete and correct.

___Eg%g&f ..... o

/ps IP——
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ACCOUNTING SPECTIATIST IT1

specifications are intended fo present o descriptive izt of the range af dutics performed by employees in the clazz. Speciffcarion: are

Jazs
r intended o reflect ail duties performed wirthim the job.

N

H

SUMMARY OF DUTIES

Under the direction of an Accountant/Internal Auditor, performs difficult and complex financial and accounting
work requiring independent judgment and knowledge of financial procedures in support of an assigned District
function such as payroll, categoncal funds, accounts payable, accounts receivable, or budget control; and performs
a variety of tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS AMONG RFTATED CLASSES
The descriprions below are provided fo demonsmrare how thir classification fits within the organization and to azzist in quickly idenrjfiing
Eey differencer benween classiffcarions which may appear otherwize similar. Al classifications are listed fn erder from highest ro lowese.

The Accounting Specialist IV classification serves as a lead worker and performs complex financial and accounting
record keeping duties for an assigned District finction such as payroll, budget control, or categonical funds, provides
work coordination and assistance to others at peak work times, provides training and work direction to department
staff, and serves as a resource to troubleshoot problems in payroll, accounts payable, accounts receivable, budgeting,
and categorical funds.

The Accounting Specialist IIT classification performs complex financial and accounting clerical duties in support
of an assigned District function such as payrcll, accounts payable, accounts seceivable, budget control, or
categorical funds.

SUPERVISION RECETVED AND EXFRCISED

+ Beceives supervision from the Director of Budget & Finance and AccountantInternal Auditor incumbents.

¢ May receive technical and work direction from the Position Control Specialist and Accounting Specialist TV
incumbents.

ESSENTIAL DUTTES

* Prepares. maintains, and processes financial and accounting records relating to District functions such as
payroll, accounts payable, accounts receivable, budget control. or categorical funds; ensures compliance with
applicable Federal and State roles, laws, and regulations;

o Maimntains joumals and ledgers; posts. adjusts, and verifies data; comrects irregularities and balances journals
and ledgers; reviews daily reports for accuracy; matches bank deposit ships to the daily report; prepares bank
deposits;

* Prepares and maintain various records, files, lists, logs. and cards related to assigned program or function: posts,
assembles, and tabulates financial and statistical data; compiles information and data and prepares a variety of
financial and statistical reports and summaries related to categorical programs;

* FBecetves and processes classified or certificated payroll time cards; computes earnings and calculates
deductions; corrects, adjusts, and balances payroll; verifies accuracy and completeness of data and documents
and submits to County for processing of pay warrants; monitors changes in payroll-related data; prepares
changes or comrections as necessary; recetves and sorts paychecks for delivery according to established
procedures and gumdelines;

¢ Prepares voluntary payroll deduction input; verifies acouwracy and completeness of employee directed changes;
establishes deductions resulting from employee contractual agreements; reconciles and balances voluntary
billing statements with payroll deductions;

¢ Prepares and processes imvoices, billings, purchase orders, requisitions, and similar docoments; codes and
verifies extensions; matches invedces with claims and statements; encumbers, andits, and inputs for payment:

¢ Collects and reconciles a variety of payments and fees; contacts parties in order to follow up on uncollected
paAVINEnts;

¢ DNMaintains and monitors records and accounts regarding District contracts and agreements; processes payments
of developer fees;

Action Items — Classification Review December 10, 2015
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# Processes and distributes checks to vendors and individuals:
Reconciles and balances monthly bank statements;
Maintains, verifies, and provides information to other District departments, personnel, and schools, and outside
agencies and orgamzations; responds to ingquries from emplovees regarding interpretations of laws, mles,
regulaticns, contracts, and other documents governing District payroll, insurance, or related procedures;

o Monitors Tax Sheltered Anmuties (TSAs) and IRS Section 125 accounts; verifies compliance with both Federal,
State, and District policies;

# Processes expense claims for District personnel;

 Calenlates nuscellanecus tax payvments and processes appropriate tax forms; forwards completed forms to
appropriate agencies.

Other Eelated Duties
o May assist with compiling data to be used in the development, implementation, and momtoring of program
budgzets;

¢  Performs related duties and responsibilities as reguired.

ENOWLFDGE, ABITITIES, AND TRAITS

Enowledge of:

# Practices, procedures, and terminology used in accounting, bockkeeping, invoice anditing, and financial record-
keeping;

Principles and procedures of payroll and financial record keeping and reporting;

Basic mathematical principles;

Correct English usage, grammar, spelling, punctuation, and vocabulary;

Modern office practices, procedures, and eguipment;

Good public relations technigques;

Proper telephone etiquette;

Laws, rules, and regulations governing school district accounting and payroll operations.

Ability to:

¢ Male mathematical ealeulations gquickly and accurately;

Establish and maintain filing systems;

Understand and follow both oral and wiitten directions:

Bead, interpret. and follow tules, regulations, policies, and procedures;

Provide information and assistance to parents, the general public, and other staff members in a helpful,
comrtecns, and timely manner;

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

Perform alphamuneric and 10-key data entry quickly and accurately;

Establish and maintain effective worldng relationships;

Exercise good judgment;

Maintain confidentiality of privileged information obtained duning the course of worls

Waortk effectively within established time schedules, with nunimal direction, and under tight deadlines;
Communicate effectively, both orally and 1o writing.

TRATTS:

Diligently attends to details and guality;

Easily adapts to situations and changes;

Effectively manages one’s own time, priorities, and resources;
Is tustworthy and responsible for hisher actions;

Is punctual and follows through;

Logically grasps and thinks through issues and problems;

Action Items — Classification Review December 10, 2015
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» Femains steady under pressure;
®  Siavs focused and has good work ethic;
¢  Sirives to meef customers’ needs.

EMPLOYMENT STANDARDS

Education: Two vears (48 semester or 72 quarter vits) of college-level comsewaork including conrsewoerk in
accounting, business administration, or a closely related field. Additional vears of clenical accounting experience
may be substituted for the required college coursewotk on a vear for year basis.

Experience: Two yvears of clencal accounting experience in areas such as accounts payable, accounts recervable,
payroll, or a related field. Additional years of college-level cowrsework in addition to the education requirement
above with a major in accounting, business administration, or a closely related field may be substituted for one year
of the reguired experience.

Physical Requirements: Employvees in this classification stand. wallk sit. stoop'bend, reach overhead, lift and
carry up to 20 1bs., nse fingers repetitively, use both hands simultaneously, speak clearly, hear normal voice
conversation, and see small details.

WOBK ENVIRONMENT: Emplovees in this classification work primanly inside an office envirenment, with
frequent interruptions, and with changing priorities and short deadlines.

APPOINTMENT: In accordance with Education Code Section 45301, an emplovee appointed to this class must
serve a probationary period of six (6) months dunng which fime an employee muost demonsirate at least an overall
safisfactory performance 1n order to attain permanent status in the classified service.

Salary Range: 21.3

Approved: 874
Revised: 2/02, 3/14, 415

Action Items — Classification Review December 10, 2015
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ACCOUNTING SPECTATLIST TV

Clazs specifications are intended fo présent a descripiive Tizt of the range af duties parformed by empiayees in the clasz. Speciffcatnion: are
mot intended fo reflect all duties performed withim the job.

SUMMARY OF DUTIES

Under the direction of an Accountant/ Internal Auditor, pesrforms complex financial and accounting record keeping
duties for an assigned District function such as pavroll, budzet control. or categorical funds, regquinng independent
udgment and kmowledge related to District financial procedures; assists with the implementation of District policies
and procedures; assists in trouble-shooting financial problems and questions; trains and provides wotk direction to
department staff; and performs a vaniety of tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTFRISTICS AMONG RFTATED CLASSES
The descriprions balow are pravided to demonztrate how thiz classification fits within the organization and fo amzizt in quickly idenrjfiing
key differences benween classiffcations which may appear erherwize similar. Al class{fications are listed in order from highest ro lowess,

The Position Contrel Specialist classification performs complex analytical and technical financial and budgeting
work in support of the position control system for all positions in the District; works closely with site and department
administrative staff in order to develop and manage site budgets; manages budzet updates and calculates zite
allocations; and creates and/or compiles posttion allocation, posttion control, budget, and other related reports as
directed.

The Accounting Specialist IV classification serves as a lead worker and performs complex financial and accounting
record keeping duties for an assigned District function such as payroll, budget control, or categorical fimds, provides
work coordination and assistance to others at peak worl times, provides traiming and work direction to department

staff, and serves as aresource to troubleshoot problems in payroll, accounts payable, accounts receivable, budgeting,
and categorical funds.

The Accounting Specialist III classification performs complex financial and accounting clerical duties in support
of an assigned District fonction such as payrell, accounts pavable, accounts receivable, budget coatrol, or
categorical fonds.

SUPEEVISION EECEIVED AND EXFRCISED

¢ FRecerves supervision fiom the Director of Budget & Finance and AccountantToternal Anditor incumbents.
¢ May provide technical and work direction to suppott staff.

¢ Positions in this classification have no formal supervisory responsibilities.

ESSENTIAL DUTTES

®  Assists in oversesing the daily operation of an assigned subdivision within the Business Department such as
payroll, accounts payable/recervable, udget confrol. or categorical funds; provides work coordination and
coverage for other staff as needed;

o« Consults, advises, and troubleshoots in order fo resolve problems in payroll, budgeting, accounts payable,
accounts receivable, and categorical funds;

* Serves as liaison between department and District personnel and outside agencies; maintains, verifies, and
provides information to other District departments, personnel, and schools, as well as outside agencies and
orgamizations; responds to inguiries from employees and the public regarding interpretation of laws, mles,
regulations, contracts, and other documents governing District payroll, insurance, or related procedures;

*  Assists in reviewing, inferpreting, and implementing collective bargaining agreements and any changes in
policies, procedures, or laws wlich pertain to assigned areas of responsibility:

# Participates in the training and development of assigned staff’ creates desk manuals for assigned functions;

*  Assists in planning and orgamzing department functions and providing work coordination of assigned staff:
schedules and coordinates wotkload to meet pre-established due dates and deadlines; may provide imput
regarding employee performance as requested;

Action Items — Classification Review December 10, 2015
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¢ PBewviews and monitors department functions continmously to ensure compliance with various Federal and State
requirements; assists in reevaluating and refimng programs and procedures to enhance the overall operation of
the department:

s« Receives and processes classified and'or certificated payrell; computes earmngs and calculates deductions;
corrects, adjusts, and balances payrell: verifies accuracy and completeness of data and documents and subimits
to County for processing of pay warrants; momtors changes in payroll-related data; prepares changes or
corrections as necessary; receives and sorts paychecks for delivery according to established procedures and
gudelines:

¢  Owersees preparation of voluntary pavroll deduction input; verifies accuracy and completeness of employes
directed changes: establishes deductions resulting from employee contractual agreements; reconciles and
balances veoluntary billing statements with payrell deductions; maintains records of all employvee authorizations;

¢ Develops salary projections for categorical and general fund personnel and for use in budget preparation;
provides direction to support staff inmvolved in formmlating a variety of categorical reports;

+  Prepares reports and surveys related to assigned fimetions, including vear-end state and Federal reports; gathers
and provides information in order to complete reports as appropriate;

¢ Prepares and maintains vanous records, files, lists, logs and cards related to assigned program or function: posts,
assembles, and tabulates financial and statistical data; compiles information and data and prepares a variety of
financial and statistical reports and summaries related to categorical programs;

+  Maintains joumals and ledgers; posts, adjusts, and verifies data; comrects irregularities and balances journals
and ledgers: reviews daily reports for accuracy; matches bank deposit slips to the daily report; prepares bank
deposits:

. Re?:an-::iles and balances menthly bank statements;

¢ Calculates muscellanecus tax pavments and processes appropriate tax forms; forwards completed forms to
appropriate agencies;

* Prepares gquarterly state and federal payroll tax returns and amended returns as needed; prepares federal and
state payroll tax deposit for each payroll date;

¢« Completes a variety of emplovee swveys such as Federal Annual Swrvey of Government Employvment,
California Industry Verification Statement. Educational Research Service, National Survey of Salaries and
Wages, and the Califorma Department of Education Salary and Benefits Schedules (Form J-907;

+  Moenitors Tax Sheltered Annmities (TS5As) and IE.S Section 125 accounts; verifies compliance with both Federal,
State, and District policies:

» Processes expense claims for District personnel;

¢ Performs special assignments as directed.

Other Eelated Duties
¢ Performs related duties and responsibilities as required.

ENOWILFDGE, ABITITTES. AND TRATTS

Enowledge of:

Principles, procedures, and methods of governmental accounting;

Principles of budget preparation. contrel, and analysis;

Payrell taxes. deductions, retirement programs, and specialized compensation programs;

Methods and procedures of financial record keeping;

Pertinent Federal, State and local laws, codes, and regulations pertaining to school financial operations and

reporting requirements;

Modem office practices, procedures, and equipment;

¢ Practices. procedures. techmiques, and terminology used in payroll, accounting, bookkeeping, invoice auditing
and financial record-keeping.

Ability to:
¢ PBead interpret. follow. and explain imles, regulations. policies. and procedures;
¢ DMaintain complex financial records, analyze data. and prepare accurate reports:

Action Items — Classification Review December 10, 2015
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* Analyze situations accurately and adept an effective course of action;

o Maintain confidentiality of privileged information obtained in the course of worlk;

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

¢ Perform alphamumeric and 10-key data entry gquickly and accurately;

Provide information and assistance to parents, the general public, and other staff members in a helpfial,

cowteous, and timely manner;

o  Commuicate effectively, both orally and in writing;

# Understand and follow both oral and written directions:

¢ Make mathematical caleulations gquickly and accurately;

L]

L]

Establish and maintain effective wotking relationships;
Wotk effectively within established time schedules, with nunimal direction, and under tight deadlines.

Traits:
# Diligently attends to details and quality;

#  Easily adapts to situations and changes:

# Effectively manages one’s own time, pricrities, and rescurces;

o Ispunctual and follows through;

¢ Is trustworthy and responsible for his'her actions:

# Logically grasps and thinks through 1ssues and problems;

# Femains steady under pressure;

o Stays focused and has good work ethie;

»  Strives to meet customers’ neads.

o Works around obstacles and is self-starting.

EMPLOYMENT STANDARDS

Education: Two years (48 semester or 72 quarter nits) of college-level cowmsework including comrsework in
accounting, business administration, or a closely related field. Additional vears of clerical accounting experience
may be substituted for the required college comrsewotk on a vear for vear basis.

Experience: Three vears of financial or clerical accounting experience in areas such as accounts payvable, accounts
receivable, payroll, or budget control. Experience in a lead posttion is desirable. Up to two years of additional
college-level coursework with a major in accounting. business administration. or a closely related field may be
substituted fior the required experience on a year for yvear basis.

Phvsical Bequirements: Employvees in this classification stand, wallk:, s1f. stoop/bend. reach overhead. lift and carry
up te 20 Ibs., use fingers repetitively, use both hands simultanecusly, speak clearly, hear normal voice conversation,
and see small details.

WORK ENVIRONMENT: Employees in this classification werk primarily inside an office enviromment, with
frequent interruptions, and with changing priorities and short deadlines.

APPOINTMENT: In accordance with Education Code Section 43301, an emploves appointed to this class must
serve a probationary period of six (6) menths duning which fime an employves must demonstrate at least an overall
satisfactory performance in order to attain permanent status in the classified service.

Salary Range: 23.0

Approved: 694
Revised: 9/04, 4/15
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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.

Action Items —New Classification-Information Systems Data Technician December 10, 2015
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INFORMATION SYSTEMS DATA TECHNICIAN

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

SUMNMARY 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-keeping, and reporting of student
information, assessment, demographic, and program data; supports sites and departments in utilizing
data systems effectively: provides reports and access to educational and program 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 RETATED CTASSES

The Technology Services Technician classification serves as a field technician and performs duties in the
mstallation, support, and repair of computer systems and software, local area networks, and other
telecommunication devices.

The Information Systems Data Technician classification performs a variety of technical activities involved in the
processing, preparation, verification, record-keeping, and reporting of student information, assessment,
demographic, and program data, supports District sites and departments in accessing and utilizing data effectively,
and compiles data in order to assist with mandated reporting.

The English Learner Data Technician classification independently performs a wide variety of specialized records
management duties involving the audit, verification, and updating of English Learner data in student information
systems, generates a variety of standard and complex reports. identifies and resolves data errors and problems
based on knowledge gained through experience, and is responsible for scoring the writing portion of the CELDT
examination.

SUPERVISION RECEIVED AND EXERCISED
* Recerves supervision from the Chief Information Officer;
+ Positions in this classification have no formal supervisory responsibilities

ESSENTIAL DUTTES

+ Establishes, develops, maintains, and updates databases to meet various District data and reporting needs,
requests and requirements; verifies and ensures accuracy and integrity of data and reports;

* Imports, scans, exports and uploads a variety of data and information;

« Inputs, formats, processes, and extracts a variety of data in assigned computer systems; establishes and
maintains automated records and files; creates macros and pivot tables, develops spreadsheets and generates a
variety of computerized reports and documents;

* Ensures accuracy and completeness of input and output data; compares data from a variety of sources and
identifies errors and discrepancies; makes corrections, additions, and modifications as needed;

* Desipgns and updates supplemental fields, lookup keys, and other methods for capturing student assessment,
demographic, and program information in a variety of database systems;

e Prepares a variety of narrative and statistical lists, records, and reports related to student information,
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 District 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
concerning reports, research, statistics, and related practices, standards, requirements, and procedures;

Action Items — New Classification-Information Systems Data Technician
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Ensures mandated and requested reports related to student information, demographics, programs and assigned
activities are completed according to established time lines and requirements; troubleshoots and resolves
problems with report queries and macros;

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

Trains and provides direction to District staff on the monitoring, maintenance, and distribution of educational
data; prepares instructions with step-by-step procedures for data entry and database management; composes
memos and mstruction documents and manuals to be used by computer operators on a District-wide basis;
Serves as a liaison between District departments and sites in regards to the access and distribution of data;
communicates with personnel and various outside agencies to exchange information and resolve 1ssues or
COLCEerns.

Other Related Duties

-

Provides recommendations concerning computer system and software enhancements;

Attends and participates in meetings, conferences, and seminars related to new software and technology to
maintain current knowledge of technological advances in the field;

Performs related duties and responsibilities as required.

ENOWILEDGE. ABITTTTES. AND TRAITS

Knowledge of:

* Principles, methods, practices, and procedures of student information systems software;

* Computer and server hardware functions and capabilities;

* Computer, tablet, and mobile device based operating systems;

* Methods, practices, terminology, and procedures and operations used in computer operations;

* Data security standards and practices;

* Principles and practices of good customer service and telephone communication;

* Modern office practices, procedures, and equipment;

* Components, capabilities. and troubleshooting methodologies for information systems and database software;

* Governmental reporting requirements, guidelines, regulations, and procedures associated with reporting of
student and other K-12 educational information;

* District data needs and how they relate to various departmental functions.

Ability to:

* Manage data collection, compilation, processing, preparation, verification, and reporting of a variety of
student, assessment, demographic, program, and other data;
Detect and resolve data errors and maccuracies;

* Use easy to understand terminology when communicating with end users;

e DPerform database extractions to compile appropriate representations of information for District and
department use;
Read, interpret, and apply technieal information;
Formulate and express difficult technical 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 mformation 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;

o  Maintain confidentiality of privileged information obtained in the course of work;

* Establish and maintain effective working relationships;

*  Work independently and exercise initiative and good judgment;

* Communicate effectively, both orally and in writing;

C-4
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o  Understand and follow oral and written directions;
* Update and maintain a variety of files and records accurately.

Traits:

Diligently attends to details and quality;

Easily adapts to situations and changes;

Effectively manages one’s own tume, 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 has a good work ethuc;

Strives to meet customers’ needs;

Works around obstacles and is self-starting.

EMPLOYMENT STANDARDS

Education: Two years (48 semester or 72 quarter units) of college-level coursework or equivalent including a
minimum of 12 units of coursework in computer science, management information systems, database
management, or a closely related field. Additional experience beyond the required experience mdicated below
may be substituted for the required education on a year for year basis.

Experience: Two years of experience implementing and maintaming complex relational databases and data
systems. Experience working with student information systems 1s highly desirable.

Special: Possession of an appropriate, valid Driver’s License.
Ability to be insured, and continue to be insurable, by the District’s liability insurance carrier.

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

Physical Requirements: Employees in this classification stand, walk, sit, lift/carrv up to 25 Ibs., use fingers
repetitively, use wrists or hands repetitively in a twisting motion or while applying pressure, use both hands
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.

WORK ENVIRONMENT: Employees in this classification work primarily inside an office environment, with
frequent interruptions, with changing priorities and short deadlines, and may drive an automobile to conduct
work.

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

Salary Range: 24.0

Approved: 12/15
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Min Max
Monthly Monthly

Classification Title Agency Salary Salary
Information Systems Data Specialist Charter Oak Unified School District $4,613 $6,318
Education Data Specialist Santa Monica-Malibu Unified School District ~ $4,702 $6,001
Specialist, Data Integrity Berkeley Unified School District $4,531  S$5,518
Lead Student Information Systems Analyst  Ukiah Unified School District $3,337 S5,424
Information Systems Specialist | 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 | 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 a1
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

Technology Services Technician
Information Systems Data Technician
Instructional TV Services Coordinator
Help Desk Support Technician

Site Technology Technician

Range 32.0
Range 27.0
Range 24.0 (Recommended)
Range 23.5
Range 21.0
Range 17.0

Action Items — New Classification-Information Systems Data Technician
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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).

Action Items —Operations Manager December 10, 2015
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SREFAHEMS-CROUNDS MANAGER

Clazz specifications are infended fo present o dezcripiive izt gf the range qf duties performed by employees in the class. Specificarions are
not intended o reflect all duties performed within the job.

SUMMARY OF DUTIES

Under the direction of the Director or Assistant Director of Faciliteis, Te-plan, organize, direct and control
the groundskeeping and costodial functions of the District; to provide technical expertise and assistance in the
proper care and cleaning of District sites; and to ensure compliance with District-wide cleaning program; and to

perform a vanety of other duties relative to assigned area of responsibility.
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES

The Grounds Maintenance Lead classification serves as a lead worker providing technical assistance for
the entire

grounds maintenance crew, plans, schedules, directs, trains, reviews and monitors the work of grounds
staff,

ensures proper safety practices, receives, stores, and issues tools and equipment, receives and resolves

complaints
related to grounds functions, and performs the duties of lower level grounds classifications as needed.

SUPERVISION FECEIVED AND EXFRCISED
» Recerves supervision from the Drector andfor Assistant Director of Facilities-;

» Exercises direct supervision over grounds maintenance personnelsts
staff

ESSENTIAL DUTTES

# Reviews and Pprocesses wotk orders in order—sespeste—snesessasy to maintain an effective grounds
maintenance program-; establishes priorities for grounds staff taling into consideration safety and other
concerns; estimates labor and size of crew needed to efficiently complete grounds jobs;

# Plans, organizes, S@hﬂdule—asmgus, and supervises the work opoEﬂhom—sta-ﬂLw#h—d&eet—supeﬁmam—oi

she-orounds staff performing a number of flmcnnns mtludmg, lmt not ]Jl:n.lted to, Iaudscapmg, urlaal:mu

wml, pﬂt remmal, aml basic mustnu:nnn GERRa SEad =t BE

- Internm’s, SE]H:IZS, rrﬂu:n, i:mm.sels ﬁ'ﬂ]uates, mutur ates, and l‘Etﬂ[llJll.EIlﬂ‘! d.lsclphue as needed for
employees assigned to grounds division of the Facilities department;

» Supervises planting activities, including propagation and cultivation of cuttings, plants, and shmbs; supervises
the application of pesticides, herbicides, and fungicides to District buildings and grounds-;

# Supervises the installation and'or repair of fences—bmippies—syrstenss and concrete and asphalt-concrete
paving: ensures proper drainage and elevations; ensures proper grading; schedules and coordinates
concrete pours and finishing;

» Supervises the installation and/or repair of irrigation systems; interprets construction drawings/plans and
prepare layout sketches for irmgation systems-;

# Makes recommendations regarding staffing and equipment needs in order to maintain a satisfactory
level of service; Bprepares labor and materials cost estimates for promnds-ssd-sastadeat worke;

- Fﬂn]ltatﬂ pl,a.nm.ng mth schn-u-l sites to meet gmunds needs; meets and confers with school
administrators regarding grounds schedules and projects;

Action Items —Operations Manager December 10, 2015
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* Arranges for and/or conducts trainings designed to enhance employvee knowledge and skills; ensures
grounds staff maintain certifications needed to ensure legal compliance and efficient completion of
work;

s Determines wotkload and schedules for equitable distribution of work for Opesatiessgrounds staff;
implements procedures and standards for perfformance of Spesstessgrounds functions; ensures maintenance

of Sperattessgrounds vehicles and equipment-;
s Ordersa 'l-lI'lEt‘_'i' of g;rmmds mamte:lum:e and mstrm:tmn equipment and materials;Beaf-spesdicsians

- mests tests and evaluates proposed new equipment-;

- L-Iakes remnmnenda‘hum fmgpm&aaﬂgrnnnds hl;ldget tcl- the Director of Facilities-;

s Establishes, implements, and ensures adherence to work safety policies and procedures; ensures health
and safety procedures are observed, conducts safety inspections and takes appropriate action to resolve
safety issues; Fresponds to emergency call-outs as needed and takes appropriate actions;

s Meeis with outside vendors/contractors to review project statuses and ensure compliance with agreed
upon specifications;

s Develops and implements preventative maintenance program for assigned areas of responsibility;

s Prepares repn-rts related to the District’s g;ronnds uperalmn and mamtalns a \-:net'_rr' of fﬂrms files, and
records.Operate a comp = 2 = = = ; COE :
pregrai-

Other Related Duties
*  Assists in the supervision of other Facilities staff as needed;
s PEperforms related duties and responsibilities as required.

ENOWLEDGE, ABITITIES, AND TRATTS

Enowledge of:
s Operational characteristics, services, and activities of a school distnict epessttess—grounds maintenance
pmgtame; .

- Pnnﬂples, mfl‘]mds, a.ml techmqmes used in I]I.E mstallalmn a.ml repair of irrigation systems inchuding
various timing devices, conirollers, valves, and heads;
Operational characteristics of motorized grounds maintenance equipment;
Basic principles of operation and care for mechanical and hydraulic systems;
Basic methods, materials, and tools nsed in gardening and grounds maintenance work;
He.a]thami safet}rptmcedmes amipmchws Ltls:h:.dmg{)SHA.and CAT/OSHA regulationss;
EELAES el scha blec Principles of planning, scheduling, directing,

reviewing, a.ml mnmtnmlg the wnrk nf asmg;ned persmmel
Principles of supervision, fraimng and performance evaluations=;
Plants adapted to the climate of Southern California Coastal areas and those adaptive to a school setting-;

Soil conditions, fertilizer, commeon plant pests and diseases and the methods for their eradication and control-;
Landscapimmg techmigmes incloding irmigation systems, fence constuction and paving.;

Pesticides. herbicides and fimgicides nsed in an institutional setting;

Sources for obtaining landscaping supplies and equipment;

Methods and use of diagnostic and testing equipment;

Methods and technigues of routine and preventative maintenance, repair, and troubleshooting of
grounds equipment problems;

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

Ability to:

Manage and coordinate the wotk of grounds maintenance personnel cpesaticns staff;
Select, supervise, train, direct, motivate, and evaluate assigned staffe;

Resolve public relations problems effectively;

Action Items —Operations Manager December 10, 2015
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Interpret plans and prepare sketches for the installation of srigation systems. fences, and paving-;
Estiimie labor and materials costs for projects-;

- Uperate,- a 'mnen of ofﬁee eqmpmeut sue]l as cmqmte.rs and apph:ahlemadeeﬂ- hardware and -software
e 3 = sxese, calculators, copiers, printers,

telephones, muhl]e deﬂees, aud fa: maelunes,
+ Provide information and assistance to parents, the general public, and other staff members in a helpful,
courteous, and timely manners;
Maintain confidentiality of information obtained during the course of work=;
Understand and follow oral and written instructions-;
Establish and maintain effective working relationships-with-these-saataated-s-tha-samse-atwarls;
Work independently with linited sopervision:;
Analyze situations accurately and adopt an effective course of action-;
Plan and crganize work for self and others to meet scheduoles and timelines in an environment with
constantly changing pricrities=;
Commumicate eleasbaad-sanamselreffectively, both orally and in writing;
Obzerve legal and defensive driving practices-;
Follow zood health and safety principles and practices.

Traits:

Appreciates the differences among people:

Diligently attends to details and gquality;

Easily adapts to situations and changes;

Effectively manages one’s own time, priovities, and resources
Is punciual and follows through;

Is trustworthy and responsible for hisher actions;
Logically grasps and thinks through issues and problems;
Puts safety first for self and others;

Remains steady under pressure;

Stays focused and has a good work ethic;

Strives to meet customers’ needs;

Works around obstacles and is self-starting.

EMPLOYMENT SI'AND&RDS

Education: Calle : LT ] 3
MMHHMG—E&&-H@M&E—Gl ar.luatmu frﬂ-m hlgh 1s'.:l:]m-u-l OF equiv: alenﬂ ‘:ipeﬂa]l.zed tl auuug
in industrial and landscape maintenance, irrigations systems, horticulture, or a closely related field is
desirable.

Experience: Five years of grounds maintenance experience which includes experience performing or
overseeing all of the following: grounds landscaping and maintenance, ilriaatiou systems, amnd lam:lseape
construction and installation. At ]east two years uf the afm‘emennnned erperlem:e must ha‘re been in a
supervisory or lead capacity. p : azille 3 Ao oticn e

il s oo

Special: A &valid California Department of Food and Agriculture Pest Control Applicator's permit, class A & B,
is required and must be obtained by no later than the end of the probationary period.

| Possession of-erability to-ebtain. a valid California dDriver's ILicense.

Action Items —Operations Manager December 10, 2015
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Ability to be insured, and continue to be insurable, by the District’s liahility insurance carrier.

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

Physzical Requirements: Emplovees in this classification stand, wall, =it, stoop, bend, reach overhead, lift
and carry up to 20 pounds without assistance, push, pull, use fingers, wrists, and hands repetitively, use
both hands simultaneonsly, speak clearly, hear normal voice conversation, and see small details.

WORK ENVIRONMENT: Employees in this classification work in both office and outside environments,
in changing temperatures, including temperatures below 50 degrees and over 90 degrees, dry atmospheric
conditions, poorly ventilated areas, wet or damp areas, on uneven or slippery surfaces, 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 drive an automobile to conduet work.

APPOINTMENT: In accordance with Education Code Section 45301, an employee appointed to this class
must serve a probationary period of one (1) year during which time an employee must demonstrate at least
an overall satisfactory performance in order to attain permanent status in the classified service.

Salary Range: Management Salary Schedule

Approved: /86
Revised: 6/92, 12/15 (revised from Operations Manager to Grounds Manager)

Action Items —Operations Manager December 10, 2015
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Recruitment Type: Dual Certification

Director's Certification:
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Bus Driver

PERSONNEL COMMISSION

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

Rank Name Expiration Date
1 Barrios, Debra L 10/22/2016
1 Gonzalez, Jesus M 10/22/2016
1 Lynch, Cynthia M 10/22/2016
1 Magana, Carlos S 10/22/2016
2 Moreno, Tamara D 10/22/2016
3 Zumarraga, Mayela 10/22/2016
4 Peralta, Marta S 10/22/2016
4 Reyes, Michelle C 10/22/2016
5 Gonzales, Maria Isabel 10/22/2016
6 Salinas I, Marco A 10/22/2016
7 Melendrez, Juanita 10/22/2016

Action Items —Eligibility Lists
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Director's Certification:

e T

Cover Bus Driver/Office Assistant

Rank Name Expiration Date
1 Beltran, Daniel J 10/22/2016
1 Moreno, Tamara D 10/22/2016
2 Peralta, Marta S 10/22/2016
Action Items —Eligibility Lists December 10, 2015
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Recruitment Type:

Director's Certification:

- A
D SCHOOL DIS*

Paraeducator |

PERSONNEL COMMISSION

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

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

Rank Name Expiration Date
1 Aguirre Cayeros, Carmina 8/25/2016
1 Cisneros, Daisy 8/25/2016
1 Gabrielli, Danielle 9/10/2016
2 Meraz, Deseri R 9/10/2016
3 Koressa, Marcel 9/10/2016
3 Montejano, Monica 8/25/2016
4 Jasso, Judy E 8/25/2016
4 Ortiz, Sheena N 10/27/2016
5 Rivera, Andrew 10/27/2016
6 Bernal Pastrano, Jessica 11/19/2015
7 Vazquez, Brenda 11/19/2015
7 Wilson, Karen 10/27/2016
8 Cummings, Natalie 10/27/2016
9 Silva, Ana M 10/27/2016
10 Lee, Claudia B 10/27/2016
11 Kitagawa, Bryan K 10/27/2016
12 Montes, Gladys M 10/27/2016
13 Brisco, Lola 11/19/2015

Action Items —Eligibility Lists

-41 -

December 10, 2015



Personnel Commission Meeting

December 10, 2015

OXNARD SCHOOL DISTRICT

13

13

14

14

14

14

15

16

16

16

17

18

19

20

20

21

21

22

Farfan, Diana

Greene, Shawna

Crotts, Matthew

Laveaga, Brianda |

Limon, Giselle

Pina Robles, Mayra

Rivera, Maria D

Aguilera, Martha A

Humphrey, lamie L

Vargas, Ragquel

Higuera, Cinthia

Lopez, Cynthia E

Sandoval, Beatrice Carmona

Hernandez, Guadalupe Maria

Kerissa, Hoda M

Hernandez Vivanco, Regina R

lensen, Lindsey

Martinez, Guadalupe R

PERSONNEL COMMISSION

10/27/2016

11/19/2015

10/27/2016

10/27/2016

10/27/2016

10/27/2016

9/10/2016

10/27/2016

9/10/2016

10/27/2016

9/10/2016

10/27/2016

11/19/2015

9/10/2016

9/10/2016

10/27/2016

11/19/2015

9/10/2016
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OXNARD SCHOOL DISTRICT PERSONNEL COMMISSION
Eligibility List No. 15-16:09
Established: 10/21/15
Merged with Eligibility List No. 14-15:35

Recruitment Type: Dual Certification

Director's Certification:

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
Action Items —Eligibility Lists December 10, 2015
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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

C-7

OXNARD SCHOOL DISTRICT

1051 South “A” Street « Oxnard, California 93030 « 805/385-1501 « www.oxnardsd.org

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.

Action Items —Meeting Calendar for 2016
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December 10, 2015



