
 


The mission of the Eden Area Regional Occupational Program is to prepare      

students for careers and further education as well as to instill workplace skills and 

ethics that enable them to  compete successfully in the economy of today and 

the future. 

 


 
Lisa Brunner, President   Hayward Unified School District 

Janet Zamudio, Vice-President  San Lorenzo Unified School District 

Dot Theodore, Member   Castro Valley Unified School District 

Peter Oshinski, Member   San Leandro Unified School District 








 

 

Regular Meeting of the ROP Governing Board 
Eden Area ROP Board Room 

26316 Hesperian Blvd., Hayward, CA  94545 
 

Date: Thursday, August 3, 2017 
Time: 5:45 p.m.  

 

AGENDA 
 
Welcome to the Eden Area Regional Occupational Program Governing Board Meeting.  The purpose of the meeting 
is to consider matters of policy and business necessary for the operation of the Regional Occupational Program. 
 
Visitors wishing to address the Governing Board are asked to complete a “Request to Address ROP Governing Board” 
card, available at the entrance to the meeting room, and submit it to the Governing Board’s Administrative Secretary.  
Any member of the audience may speak on any agenda item by following this process, or upon recognition by the 
Chairperson by identifying him/herself and his/her organization affiliation prior to any action taken by the Governing 
Board.  Such presentations may be limited.  If there is a desire to address the Governing Board on a matter relating 
to the Eden Area ROP that does not appear on the agenda, this may be done during the “Other Business” section. 
 
State law prohibits the ROP Governing Board from taking any action on or discussing items that are not on the posted 
agenda except to A) briefly respond to statements made or questions posed by the public in attendance; B) ask 
questions for clarification; C) provide a reference to a staff member or other resource for factual information in 
response to the inquiry; or D) ask a staff member to report back on the matter at the next meeting and/or place it 
on a future agenda.  (Government Code Section 54954.2 (a)) 
 
This meeting is being recorded. These recordings are maintained by the Eden Area ROP for 30 days and are 
available for review to the public upon request. 

 
I.  Call to Order 
 
II.  Roll Call 
  
III.  Pledge of Allegiance 

 
IV.  Mission Statement 

 
V.  Approval of Agenda  
 
VI.  Consent Calendar 
 

Action by the ROP Governing Board of the Eden Area Regional Occupational Program means that all items 
listed under the Consent Calendar are adopted by one single motion, unless a member of the Governing 
Board, the Superintendent, or a member of the public requests that any such item be removed from the 
Consent Calendar and voted upon separately. 
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Page 2 – Agenda for the August 3, 2017 Regular Meeting of the ROP Governing Board 

 
 

 

A. Request the Governing Board to approve the Minutes of the Regular Governing Board  
Meeting of June 1, 2017 (pages 4-9)  
 

B. Request the Governing Board to approve the Bill Warrants (pages 10-20) 
 
C. Request the Governing Board to approve the Personnel Action Items (pages 21-23) 
 
D. Request the Governing Board to approve the Listed Donations-Tim Lade (page 24) 

 
E. Request the Governing Board to approve the Quarterly Report on Williams Act Complaints and 

Resolutions (pages 25-26)  
 

F. Request the Governing Board to approve the SkillsUSA Overnight Field Trips for the 2017-2018 
School Year (page 27)  

 
G. Request the Governing Board to approve the Agreement with the National Center for Executive 

Leadership and School Board Development for Educational Training and Team Building for 
July 2017 (pages 28-32) 

 
H. Request the Governing Board to approve the Contract with Atkinson, Andelson, Loya, Ruud and 

Romo (AALRR) for Legal Services for the 2017-2018 Fiscal Year (pages 33-39) 
 

I. Request the Governing Board to approve the Contract with Century Carpet, Inc. for Carpet Flooring 
Services for the 2017-2018 Fiscal Year (pages 40-41) 

 
J. Request the Governing Board to approve the Contract with Chabot College for Work Based 

Learning Services for the 2017-2018 School Year (pages 42-47) 
 
K. Request the Governing Board to approve the Contract with eLearning Experts for the 2017-2018 

School Year (pages 48-52)  
 

L. Request the Governing Board to approve the Contract with Faronics for the Anti-virus Suite for the 
2017-2020 Fiscal Years (pages 53-54) 

 
M. Request the Governing Board to approve the Contract with Gustavo Vega for the Electrical 

Program for the 2017-2018 School Year (pages 55-60) 
 
N. Request the Governing Board to approve the Contract with School Webmasters for Website 

Hosting for Adult Programs for the 2017-2020 School Years (pages 61-74) 
 

O. Request the Governing Board to approve the Contract with Zamora & Sons Painting for Painting 
Services for the 2017-2018 Fiscal Year (pages 75-83) 

 
P. Request the Governing Board to approve the MOU with Associated Builders and Contractors of 

Northern California (ABC Norcal) for the 2017-2018 School Year (pages 84-86) 

 
Q. Request the Governing Board to approve the MOU with Hayward Unified School District for 

Student Transportation for the 2017-2018 Fiscal Year (pages 87-89) 
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Page 3 – Agenda for the August 3, 2017 Regular Meeting of the ROP Governing Board 

 
 

 

 

VII.  Information Items 
 

A. SkillsUSA National Competition (pages 90-91) 
 

VIII.  Action items 
 

A. Request the Governing Board to approve the adoption of Resolution 1-17/18: Mid-Year Revision: 
Signature Card-Authorized Agents for Payroll Warrants and Disbursements and Resolution 2-17/18: 
Mid-Year Revision: Signature Card-Authorized Agents for Official Documents and Reports (pages 
92-94) 
 

B. Request the Governing Board to approve the Administrative Personnel as Competent to Evaluate 
Certificated Staff and Review Policy 4315.1 (page 95-98) 
 

C. Request the Governing Board to approve the Public Disclosure of the Eden Area ROP Employees’ 
Agreement for the 2016-2017 One Time Stipend (pages 99-119) 

 
D. Request the Governing Board to approve the Job Descriptions for Classified and Classified Exempt 

Positions (pages 120-200) 
 

E. Request the Governing Board to approve the Agreement with the National Center for Executive 
Leadership and School Board Development to Provide Coaching Support for the Administrative 
Team for the 2017-2018 School Year (pages 201-205) 

 
F. Request the Governing Board to approve the Independent Contractor Agreement with Sonia Elgar 

for Purchasing and Accounts Receivable Services for the 2017-2018 Fiscal Year (pages 206-211) 
 
IX.  Superintendent’s Report 

 
X.  Other Business/ Governing Board Reports 

 
A. Public 

 
B. ROP Governing Board 

 

XI.  Recess to Closed Session 
 

A. Public Employee Performance Evaluation: Superintendent’s Goals(Government Code Sec. 54957) 
 

B. Conference with Labor Negotiator, (Pursuant to Government Code Section 54957.6)  
Designated Representative: Linda Granger Unrepresented employees 

 

XII.  Reconvene to Open Session and Report Action Taken in Closed Session 
 

A. Public Employee Performance Evaluation: Superintendent’s Goals(Government Code Sec. 54957) 
 

B. Conference with Labor Negotiator, (Pursuant to Government Code Section 54957.6)  
Designated Representative: Linda Granger Unrepresented employees 

 

XIII.  Adjournment  
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Consent Calendar 



 

 
Minutes of the Regular Meeting of the ROP Governing Board 

June 1, 2017 
 

I. Call to Order 
 

Trustee Lisa Brunner, President, called the meeting to order at 5:35 p.m. on Thursday, June 1, 
2017 at the Eden Area Regional Occupational Program Board Room, 26316 Hesperian Blvd., 
Hayward, CA 94545.   

 

II. Roll Call 
 

Roll was called by Gabriela Juarez, Superintendent’s Administrative Assistant. 
 
Eden Area ROP Governing Board Present: 

 Lisa Brunner, President Hayward USD    
 Janet Zamudio, Vice President San Lorenzo USD  
 Peter Oshinski, Member San Leandro USD   
 Dot Theodore, Member Castro Valley USD 
  

Superintendent:  Linda Granger- present 
 
ROP Administrators in Attendance: 
Craig Lang Director 
Sheila Lawrence Assistant Director of Offsite Programs 
Stefanie Bradshaw Assistant Director of Adult Programs 
Evan Goldberg Grant Coordinator  
Marites Fermin Business Manager 
 
ROP Staff in Attendance: 
Gabriela Juarez    Superintendent’s Administrative Assistant   

    
III. Pledge of Allegiance 
 

Evan Goldberg led the pledge of allegiance. 
 

IV.  Mission Statement 
 

Craig Lang read the Eden Area ROP mission statement. 

 
V. Approval of Agenda 

 
Trustee Dot Theodore moved to approve the agenda and Trustee Peter Oshinski, seconded the 
motion.  By the following vote the agenda was approved. 
 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
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Page 2 - Minutes of the Regular ROP Governing Board Meeting June 1, 2017 

 

VI. Consent Calendar 
 

Trustee Peter Oshinski moved to approve the Consent Calendar items as follows:  
 
A. Approve the Minutes of the Regular Governing Board Meeting of May 4, 2017 
B. Approve the Bill Warrants Items 
C. Approve the Personnel Action Items 
D. Approve the Listed Donations-Joe Cruz 
E. Approve the Contract with Flagship Inc. for Janitorial Services for the 2017-2018 Fiscal 

Year 
F. Approve the Contract with Castro Valley Unified School District for Student 

Transportation for the 2017-2018 Fiscal Year 
G. Approve the Contract with Pacheco Brothers Gardening Inc. for Landscaping for the 

2017-2018 Fiscal Year  
H. Approve the MOU with Alameda County Office of Education (ACOE) for Payroll Services  

for the 2017-2018 Fiscal Year 
I. Approve the Disposal of Obsolete Surplus Items 
J. Approve the Revision of the Eden Area ROP Adult Class Fee Schedule 
K. Approve the MOU with Hayward Unified School District for the 2017 Summer School 

Program  
L. Approve the MOU with San Leandro Unified School District for the 2017 Summer School 

Program  
M. Approve the MOU with NFTE for the 2017-2018 School Year  

 
Trustee Janet Zamudio seconded the motion. 
 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  

 

VII. Information Items  
 

A. Student Awards Ceremony  
 
Mr. Craig Lang, Director, presented information of the student awards ceremony held on 
Wednesday, May 10, 2017.  Students were recognized for perfect attendance, student of the 
year, student services scholarship awards, SkillsUSA gold medal recipient, DECA international 
conference participation, NFTE Regional Youth Entrepreneurship Challenge and the President’s 
Volunteer Service Awards.  Student of the year recipients were given sashes embroidered with 
the ROP logo and their program name. 

 
B. The Superintendent’s Evaluation Timeline  
 
Linda Granger, Superintendent, shared the Superintendent’s evaluation timeline for the 2017- 
2018 school year.  
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Page 3 - Minutes of the Regular ROP Governing Board Meeting June 1, 2017 

VIII. Action Items  
 
  Open Public Hearing for the Eden Area ROP Adopted Budget for the 2017-2018 Fiscal Year 

 
Trustee Lisa Brunner opened the public hearing at 5:38 p.m. for the Eden Area ROP adopted 
budget for the 2017-2018 fiscal year to recognize the ROP funds and the use of them in 2017-
2018.  The Board solicited comments from the public on the budget.  No one from the public 
responded and thus the public hearing was closed. 

 
  Close Public Hearing 

 
 The public hearing was closed at 5:39 p.m. 

 
A. Request the Governing Board to approve the Adopted Budget for the 2017-2018 Fiscal  
 Year 
 
Upon review of and a motion by Trustee Janet Zamudio and a second by Trustee Peter 
Oshinski, the Governing Board approved the Adopted Budget for the 2017-2018 fiscal year.  

 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
 
Open Public Hearing for the Eden Area ROP Adoption of Recommended Textbooks for the 
2017-2018 School Year 

 
Trustee Lisa Brunner opened the public hearing at 5:59 p.m. for the Eden Area ROP adoption of 
recommended textbooks for the 2017-2018 school year.  The Board solicited comments from 
the public on the adoption of textbooks.  No one from the public responded and thus the public 
hearing was closed. 

 
  Close Public Hearing 

 
 The public hearing was closed at 6:00 p.m. 

 
B. Request the Governing Board to approve the Adoption of Recommended Textbooks for 

the 2017-2018 School Year 
 
Upon review of and a motion by Trustee Peter Oshinski and a second by Trustee Janet 
Zamudio, the Governing Board approved the adoption of recommended textbooks for the 
2017-2018 school year. 

 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
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Page 4 - Minutes of the Regular ROP Governing Board Meeting June 1, 2017 

C. Request the Governing Board to approve the 2017-2018 High School Student Calendar  
 
Upon review of and a motion by Trustee Peter Oshinski and a second by Trustee Janet 
Zamudio, the Governing Board approved the 2017-2018 high school student calendar. 

 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
 
D. Request the Governing Board to approve the Calendar of Governing Board Meetings for 

the 2017-2018 School Year 
 
Upon review of and a motion by Trustee Dot Theodore and a second by Trustee Peter Oshinski, 
the Governing Board approved the calendar of Governing Board meetings for the 2017-2018 
school year. 

 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
 
E. Request the Governing Board to approve the Agreement with Barbara Baker to Provide 

Mentor Teacher Support 
 
Upon review of and a motion by Trustee Janet Zamudio and a second by Trustee Peter 
Oshinski, the Governing Board approved the agreement with Barbara Baker to provide mentor 
teacher support. 

 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
 

IX. Superintendent’s Report  
 

Linda Granger was excited to report that the electrical program has officially moved to the ROP 
center. Now that the major move has happened, ROP staff can work on growing the program. 
 
Superintendent Granger also shared that she met with Chabot College staff to discuss possibly 
converting current articulation agreements into dual enrollment agreements.  This is typically a 
2 year process.    
 

X. Communications 
  

A. Letter from Alameda County Office of Education regarding the Second Interim  

 
Linda Granger, Superintendent, presented a letter from the Alameda County Office of 
Education regarding the Eden Area ROP’s second interim report.  The second interim complies 
with the criteria and standards adopted by the State Board of Education pursuant to Education 
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Code Section 42127.  ACOE gave the Eden Area ROP a positive certification on the second 
interim report and in the letter outlined their comments/concerns.  

 
XI. Other Business/Governing Board Reports 
 

A. Public 

 
None 

 
B. Governing Board Reports 

  
None 
 

IV. Recess to Closed Session 
 

The meeting was called into closed session at 6:15 pm 
 

A. Conference with Labor Negotiator, (Pursuant to Government Code Section 54957.6) 
Designated Representative: Marites Fermin 
Unrepresented employees  
 

B. Public Employee Performance Evaluation: Superintendent (Government Code Sec. 
54957); Personnel (Government Code Section 54957) Public Employee 
Appointment/Discipline/ Dismissal/Release 

 

V. Reconvene to Open Session and Report any Action taken in Closed Session  

 

The meeting resumed to open session at 6:40 p.m. 
 
A. Public Employee Performance Evaluation: Superintendent (Government Code Sec. 

54957); Personnel (Government Code Section 54957) Public Employee 
Appointment/Discipline/ Dismissal/Release 

 
The superintendent’s evaluation was finalized. It was a positive evaluation.  No action was 
taken in closed session.  
 
B. Conference with Labor Negotiator, (Pursuant to Government Code Section 54957.6) 

Designated Representative: Marites Fermin 
Unrepresented employees  
 

Upon review of and a motion by Trustee Dot Theodore and a second by Trustee Janet Zamudio, 
the Governing Board approved a one time stipend of up to $5,000 for the 2016-2017 school 
year.   

 
AYES:   4 (Brunner, Oshinski, Theodore, Zamudio)  
NOES:   0 
ABSTAIN:  0  
ABSENT: 0  
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XII. Adjournment 
 

The meeting was adjourned at 6:45 p.m. 
 
Approved by the Eden Area ROP Governing Board     . 

 
        

 Linda Granger, Superintendent 
 Clerk to the ROP Governing Board 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Sabrina Ubhoff, Accounting Technician 
SUBJECT: Request the Governing Board to approve the Bill Warrants 
 

CURRENT SITUATION   
 
The bill warrants submitted for approval are for the period of May 17, 2017 
through July 14, 2017 and include test warrant numbers and voided warrants. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 

10



 

DATE:   August 3, 2017 
TO:   ROP Governing Board 
FROM:  Linda Granger, Superintendent 
PREPARED BY: Mercedes Henderson, Personnel Coordinator 
SUBJECT: Request the Governing Board to approve the Personnel  
  Action Items 
 

CURRENT SITUATION 
 
The attached listing of personnel consent items are the Eden Area ROP 
Superintendent’s recommendations for approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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DATE: August 3, 2017 

TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Stefanie Bradshaw, Assistant Director of Adult Programs  
SUBJECT: Request the Governing Board to approve the Listed 

Donations-Tim Lade 
 

CURRENT SITUATION   
 

Occasionally, gifts or monetary items are donated to the ROP.  On June 21, 2017, 
Tim Lade donated the following items: used power tools, tools, cable wire, 
extension cords, (2) ladders, (1) step stool, boxes of screws, boxes of nails, (1) 
large tool box on wheels, (2) smaller metal tool boxes, (1) paint drop cloth, and (2) 
boxes of smaller items to the Eden Area ROP Electrical Training Program.  
 
A letter of acceptance will be sent to all donors.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
SUBJECT: Request the Governing Board to approve the Quarterly 

Report on Williams Act Complaints and Resolutions 
 

BACKGROUND 
 

Education Code 35186 (d) requires the following: 
 
A school district shall report summarized data on the nature and resolution of all 
complaints concerning deficiencies related to instructional materials, emergency 
or urgent facilities conditions and teacher vacancy or misassignment on a 
quarterly basis to the county superintendent of schools and the Governing Board 
of the school district.  The summaries shall be publicly reported at a regularly 
scheduled meeting of the Governing Board of the school district.  The report shall 
include the number of complaints with the number of resolved and unresolved 
complaints.  The complaints and written responses shall be available as public 
records.   
 

CURRENT SITUATION 
 
Attached is a report for the complaints and resolutions through July 1, 2017 as 
specified by Education Code 35186 (d). 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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26316 Hesperian Blvd., Hayward, CA 94545 ∙ (510) 293-2971∙fax (510) 293-8225 

 

Quarterly Report on Williams Act Complaints 
[Education Code 35186 (d)] 

 
Report through: July 1, 2017 

 
District: Eden Area Regional Occupational Program 

Person completing this form: Gabriela Juarez 

Title: Superintendent’s Administrative Assistant  

 
 

Quarterly Report Submission (check one)  January 2017 
Date: July 1, 2017 April 2017 
  July 2017 
  October 2017 

 
 
 Date for information to be reported publicly at the Governing Board meeting: August 3, 2017 
 
 
 Please check the box that applies: 
 

 No complaints were filed with any school in the district during the 
quarter indicated above. 

  
 Complaints were filed with schools in the district during the quarter 

indicated above.  The following chart summarizes the nature and 
resolution of these complaints.  

 
 

General Subject Area 
Number of 
Complaints 

Number of 
Resolved 

Complaints 

Number of 
Unresolved 
Complaints 

Textbooks and Instructional Materials 0 0 0 

Teacher Vacancy or Mis-assignment 0 0 0 

Facilities Conditions 0 0 0 

CAHSEE Intensive Instruction and Services  0 0 0 

TOTALS 0 0 0 

 
 Publicly reported at the Governing Board meeting on: August 3, 2017 
 
 
 ___________________________________ 
 Linda Granger, Superintendent 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Craig Lang, Director 
SUBJECT: Request the Governing Board to approve the SkillsUSA 

Overnight Field Trips for the 2017-2018 School Year  
 

BACKGROUND 
 
SkillsUSA provides leadership training to students and instructors in the career 
and technical education sectors. 
 
With three levels of skill and leadership competitions, SkillsUSA encourages 
growth through participation in leadership and skill activities to enhance 
classroom learning. SkillsUSA California membership has over 9,100 members. 
 

CURRENT SITUATION 
 
Each year the Eden Area ROP students participate in SkillsUSA competitive events. 
Below for your approval is a list of 2017-2018 overnight events for those who are 
eligible:  
 

Date Activity Location 

April 19-22, 2018 CA State Championship Ontario, CA 
June 18-22, 2018 SkillsUSA National 

Championship 
Horseshoe, IN 

 
 

  
 
 
 

 
 
 
 
 

CONSENT CALENDAR 
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DATE: August 3, 2017 

TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
SUBJECT: Request the Governing Board to approve the Agreement 

with the National Center for Executive Leadership and 
School Board Development for Educational Training and 
Team Building for July 2017 

 
BACKGROUND 

 
The National Center for Executive Leadership and School Board Development 
provides training and support to educational administrators and governing boards 
on a variety of topics from strategic planning and leadership development to 
team building and ensuring organizational greatness. 
 

CURRENT SITUATION 

 
In order to effectively address the growth and changes to the ROP programs so 
that we can continue to move the organization forward staff from the National 
Center for Executive Leadership and School Board Development will facilitate a 
two day training for ROP administrators focusing on strategic planning and team 
building. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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CONSULTING AGREEMENT 

 

THIS AGREEMENT, made and entered into this 31st day of May, 2017 by and between Eden Area ROP 

hereinafter (ROP) and the National Center for Executive Leadership and School Board Development, an 

Independent Consultant, hereinafter (“Consultant”), a Private Consulting Business providing services in the areas 

of educational consultation, training and team building. 

 

RECITALS 

 

WHEREAS, Consultant has demonstrated training, experience, and competency to perform the special 

services required by this Agreement throughout his/her career in serving schools and school ROPs. 

 

WHEREAS, Consultant represents that he/she has expertise in the area of Educational Consulting and is 

ready, willing, and able to provide consulting assistance to ROP on the terms and conditions set forth herein; and 

 

NOW THEREFORE, in consideration of the obligations herein made and undertaken, the parties, intending 

to be legally bound, covenant and agree as follows: 

 

Article 1 

 

SERVICES TO BE DELIVERED 

 

1.1 Consultant shall provide consulting services in the area of Educational Leadership and Team Building. 

Consultant shall render such services in accordance with the milestones set forth in Appendix A.  

 

1.2 ROP shall provide and make available to Consultant such resources as shall be necessary to perform the 

services called for by this Agreement. 

 

Article 2 

 

COMPENSATION AND PAYMENT 

 

2.1 In consideration of the services to be performed by Consultant, ROP shall, within 30 days from receiving 

an invoice of billing, pay the National Center for Executive Leadership and School Board Development 

the fees set forth in Appendix A attached hereto.  

 

Article 3 

 

DELIVERABLE OWNERSHIP 

 

3.1 All right, title, and interest in and to any programs, systems, data, and materials furnished to Consultant by 

ROP are and shall remain the property of ROP. 

 

3.2 All right, title, and interest in and to any programs, systems, data, and materials furnished to ROP by 

Consultant are and shall remain the property of Consultant. 
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 2 

 
Article 4 

 

AGREEMENT PRIVACY 

 

4.1 Without the permission of the ROP, for a period of 2 years from the date of termination of this Agreement, 

Consultant shall not disclose the nature of the effort undertaken for ROP or the terms of this Agreement to 

any other person or entity, except as may be necessary to fulfill Consultant’s obligations hereunder. 

 

Article 5 

 

REPRESENTATIONS AND WARRANTIES 

 

5.1 ROP warrants that it owns all right, title, and interest in and to any programs, systems, data, or materials 

furnished to Consultant hereunder. 

 

Article 6 

 

LIABILITY LIMITS 

 

6.1 In no event shall either party be liable to the other for any consequential damages or lost profits of the other 

party. 

 

Article 7 

 

MISCELLANEOUS 

 

7.1 Consultant shall not assign, transfer, or subcontract this Agreement or any of its obligations hereunder 

without the prior written consent of ROP. 

 

7.2 This Agreement shall be governed and construed in all respects in accordance with the substantive laws of 

the State of California. 

 

7.3 The parties are and shall be independent contractors to one another, and nothing herein shall be deemed to 

cause this Agreement to create an agency, partnership, or joint venture between the parties. Except as 

expressly provided in this Agreement, ROP shall not be liable for any debts, accounts, obligations, or other 

liabilities whatsoever of Consultant, including (without limitation) Consultant’s obligation to withhold 

Social Security and income taxes for itself or any of its employees. 

 

7.4 This Agreement constitutes the entire agreement of the parties hereto and supersedes all prior 

representations, proposals, discussions, and communications, whether oral or in writing. This Agreement 

may be modified only in writing and shall be enforceable in accordance with its terms when signed by the 

party sought to be bound. 
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IN WITNESS WHEREOF, the parties have caused this Agreement to be executed by their duly authorized 

representatives, on the date and year first above written. 

 

 Eden Regional Occupation Program 

 

 By:     ______________________________ 

                           

 Signature:  ______________________________ 

                           

 Title:  ______________________________ 

                          

 Date:  ___________________, 2017                  

 

  

   

 National Center for Executive Leadership and School Board Development 

  

 By:  Walt L. Hanline, Ed.D. 

  

    
 Title: Executive Director and Consultant                     

 Date:  May 31, 2017                    
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Appendix A 
Description of Services, Billing Expenses and Dates  

Billing Expenses (Includes Travel Costs) 
 

Description of Service Delivery Date Individual 

Service 

Rate 

Discounted 

Packaged 

Rate 

Billing 

Date/Amount 

On July 26, 2017, from 8:00 - 4:00  

Co-present with Dr. Hanline and Dr. 

Hopewell, Full Day Workshop to the 

Administrative Leadership Team on 

Becoming a Functional Team Workshop 

(6-8 hours)  

July of 2017 $6,000 $5,000 July 1, 2017 

On July 27, 2017, from 8:00 - 12:00  

Co-present with Dr. Hanline and Dr. 

Hopewell, Half-Day Workshop to the 

Administrative Leadership Team on the 

Principles that Ensure Organizational 

Greatness (3-4 hours) 

July 2017 $3,000 $2,000 July 1, 2017 

 

Workshop Summaries 
 

Building a Functional Team 
 

The workshop entitled, “Team Building: How to Be a Functional Team,” will focus on 

understanding how to be an effective team member and how to develop a functional team. The 

workshop will provide techniques and strategies designed to improve individual and team 

effectiveness, by applying the five core ingredients presented by Patrick Lencioni in his book, The 

Five Dysfunctions of a Team.  Teamwork remains the one sustainable competitive advantage that is 

largely untapped by school ROPs.  This workshop will teach each participant the necessary skills 

and understanding required to be an effective team member and team leader within their 

organization.  The workshop will address the two fundamental questions that must be asked of each 

team and team leader: 

 

Question #1 - Are we really a team? 

 

Question #2 - Are we ready/able to do the “heavy lifting” required of an effective team. 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
SUBJECT: Request the Governing Board to approve the Contract with 

Atkinson, Andelson, Loya, Ruud and Romo (AALRR) for 
Legal Services for the 2017-2018 Fiscal Year 

 
BACKGROUND 

 
For the past few years Atkinson, Andelson, Loya, Ruud and Romo has provided 
necessary legal services for the Eden Area ROP. 
 

CURRENT SITUATION 
 
The attached is a copy of the Attorney Representation Agreement between 

Atkinson, Andelson, Loya, Ruud and Romo and the Eden Area ROP through June 30, 

2018. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Marites Fermin, Business Manager  
SUBJECT: Request the Governing Board to approve the Contract with 

Century Carpet, Inc. for Carpet Flooring Services for the 2017-
2018 Fiscal Year 

 
BACKGROUND 

 
The Eden Area Regional Occupational Program contracts for carpet flooring 
services when safety hazards, wear and tear or renovation projects warrant 
replacement.  
 

CURRENT SITUATION 
 
The attached contract provides details of the carpet flooring service contracts 
with Century Carpet, Inc. for the 2017-2018 fiscal year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 

40



41



 

 

DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Evan Goldberg, Grant Coordinator  
SUBJECT: Request the Governing Board to approve the Contract with 

Chabot College for Work Based Learning Services for the 
2017-2018 School Year  

 
BACKGROUND 

 
In July 2015, the Eden Area ROP was awarded a $5.8 million grant for the 
California Career Pathways Trust Round 2 grant.  Part of this grant included the 
development of work-based learning systems in both the K-12 and community 
college systems.   
 

CURRENT SITUATION 
 
Chabot College is interested in contracting with the Eden Area ROP for work 
based learning services for the current school year.  Jayne Salinger will provide 
technical assistance on building a work-based learning system at Chabot College, 
in line with our K-12 California Career Pathway Trust grant efforts. This is a 
continuation of the work that the Board approved last year. 
 
Fiscal Impact:  The Eden Area ROP will receive up to $9,350 for Jayne Salinger’s 
salary, benefits and employer costs at the rate of $85 per billable hour.   
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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EDEN AREA ROP:  SCOPE OF WORK TO CHABOT COLLEGE  

FOR WORK-BASED LEARNING 

8/21/17 – 6/30/18 

 

System Development  

Analysis of Chabot Community College (CCC) CPT efforts and consultation with CTE/Pathways 

Project Manager to develop system that meets the WBL needs of CCC  

 Review of the WBL goals. 
 Meet with CCC Business Outreach Liaison and college faculty to determine volume of 

CCC faculty WBL need. 

 Determine faculty existing business connections and WBL activities. 
 Research other existing community college WBL programs. 
 Meet with CCC counselor’s office to determine possible role in WBL program. 

 
 
Create a system that will record tasks and provide effective communication  
 

 Establish an on-line system that will effectively maintain and facilitate a working 
relationship between CCC faculty, CCC Business Outreach Liaison and business partners 
on all WBL requests and opportunities. 

 Identify common definitions for WBL activities. 
 Develop course mapping materials to align course curriculum to WBL activity. 

 
 

Identify evaluation, reporting and accountability systems to ensure collection of WBL data and 

monitoring of WBL experiences.   

 Identify current data collection methods being used at CCC. 
 Establish a comprehensive online data generating process including identifying 

responsible individuals to facilitate. 
 Determine process for identifying and documenting specific desired outcomes of each 

WBL experience for faculty and business pathway partner. 

 Create evaluation process that will continually improve how WBL activities are carried 
out.  

 

Develop marketing communications plan.  

 Leverage existing CCC grant marketing practices to create online and print materials. 
 Research marketing communications practices at other community colleges and adapt 

accordingly to fit the needs of CCC. 

 Create a consistent CCC WBL message for both internal and external partners. 
 Develop a PR and media plan that will acknowledge the contributions of business 

partners. 
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System Implementation 
 

Work with CCC CTE/Pathways Project Manager and Business Outreach Liaison  

 

 Interview teachers to map spring school term WBL requests. 
 Ascertain specific detail per request including date range, time etc. 
 Identify, recruit and manage business partner participation. 
 Act as liaison to local chambers of commerce. 
 Train WBL Coordinator on all mapping, on-line tracking, communication, evaluation 

systems. 

 Coach WBL Coordinator on faculty interviewing best practices. 
 
 
$9,350 BILLABLE HOURLY @ $85.00 PER HOUR ON A MONTHLY BASIS  
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Initiating Manager

President

Vice Chancellor, Human Resources

Independent Contractor CLPCCD

Vice Chancellor, Business Services

Date

Date

Date

Date

Signature

Address

Phone #

Email Address

Name

Chabot-Las Positas Community College District 

Contract for Services 

- - -

Fund Org Account Program PO/Bd Rec
Rev 7/15 

1.

2.

3.

4.

5. / / / / .

6.

7.

8. This contract is not valid until signed and accepted by the Vice Chancellor, Business Services, nor does the 

District assume any liability for work performed prior to acceptance by the Vice Chancellor, Business Services.

, payable as follows, upon receipt of an invoice,

Date Payment

District retains the right to cancel this contract in the event of funding shortage or for any other reason by written 

notice of not less than 30 calendar days.  In such case, Contractor will be paid for services rendered through the 

date of cancellation only.

Services shall not be assigned nor subcontracted to another party without written consent of the District.

 if the services performed are satisfactory to the District.

District agrees to pay the Contractor the sum of $

Contractor agrees to perform the following services in his/her capacity:

Contractor hereby understands that no employment relationship is established by this contract for services.

The Contractor shall provide his/her own Workers' Compensation Insurance and shall properly report all income 

in accordance with federal and state law (Labor Code § 3700).

Contractor shall be in compliance with the Drug Free Workplace Act of 1988.

Services shall begin on or about , and terminate on or before

day of , .

This is a contract for professional services between the Chabot-Las Positas Community College District ("District") and

, Independent Contractor ("Contractor"), entered this
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The following questions have been developed in order to assist in determining whether an individual is performing work as an 
employee or as an independent contractor.  It is hoped that the specific situations will be clear enough to clearly identify an 
individual as either an employee or an independent contractor.  However, in borderline cases further examination will be 
required. 

Applicant’s Name: 

Yes No 
1. Has the individual ever been employed by the District? 

2. Is the work to be done customarily performed by an employee? 

3. Does the District have the right to control/ supervise the work being done? 

4. Does the District establish where and when the individual will work? 

5. If the individual is or has been an employee, is the scope of work to be performed 
outside the normal duties performed in his/her job classification?  If the answer is yes, 
please provide a description of the duties to be performed. 

6. Is the nature of the contract to perform a specific task for a fixed price? 

7. Does the individual make his/her services available to the general public and does 
he/she have the right to engage in other jobs while performing services for the 
District? 

Affirmative answers to questions 1 through 4 and negative answers to questions 5 through 7 will generally mean that there is an 
employer/employee relationship, that the individual will be treated as an employee and will have to go through the establish 
employment process.   

Negative answers to questions 1 through 4 and affirmative answers to question 5 through 7 will generally mean that the 
individual is an independent contractor. 

If the answers to question 1 through 4 are a combination of yes and no then a further evaluation will have to be made.  Please 
provide additional information regarding the nature of the work, the current employment status, how the work is to be done, 
where it is to be done, method of payment and any other information that will assist in making the determination of whether or 
not the individual will be an employee or independent contractor. 

Additional Information: 

Independent Contractor 
Questionnaire 

FORMS/INSTRUCTOR RELATED/INDEPDENENT CONTRACTOR QUESTIONNAIRE (02/11/07) Page 1 of 2 
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The questionnaire will be signed by the requesting manager and submitted with the requisition for services along with the 
District Contract for Services Form to the appropriate manager or administrator for approval.  All documents will then be 
forwarded to the Vice Chancellor, Business Services for review and approval.  If the individual is determined to be an 
independent contract, the documents will be forwarded to District’s Business Services and a purchase order will be issued.  If the 
individual is determined to be an employee, the forms will be returned and the appropriate personnel procedures followed. 

Submitted By:  Approved By:  
Date: Date: 

Program Coordinator’s Signature Administrator’s Signature

Business Services Review 

Initial Review: Independent Contract Employee 

College:   Chabot   Las Positas 
Reviewed by: 

Date Reviewed: 

District: 
Reviewed by: 

Date Reviewed: 

FORMS/INSTRUCTOR RELATED/INDEPDENENT CONTRACTOR QUESTIONNAIRE (02/11/07) Page 2 of 2 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent   
PREPARED BY: Stefanie Bradshaw, Assistant Director of Adult Programs  
SUBJECT: Request the Governing Board to approve the Contract with 

eLearning Experts for the 2017-2018 School Year  
 

BACKGROUND 
 
The Eden Area ROP acquired the Construction Craft Training Center (CCTC) in 
2016. CCTC contracted with an online learning platform to offer a hybrid Electrical 
Training program with updates and additions completed by CCTC staff.  
 

CURRENT SITUATION 
 
The Eden Area ROP has identified eLearning Experts as a qualified vendor for 
hosting the student online learning platform. This platform is vital to the 
operation of the Adult Programs. The online learning platform allows students the 
flexibility of taking a hybrid course for the Electrical Training program. Students 
spend one week in class and the following week coursework is offered online. This 
hybrid model allows the Eden Area ROP to offer more evening classes.  

Contracting for additional services is a more cost effective method of maintaining 

the online program.   
 
Fiscal Impact:   
 
Savings of approximately $41,000. 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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DATE:  August 3, 2017 
TO:  ROP Governing Board 
FROM:  Linda Granger, Superintendent 
PREPARED BY:  Marites Fermin, Business Manager 
SUBJECT:  Request the Governing Board to approve the Contract with 

Faronics for the Anti‐virus Suite for the 2017‐2020 Fiscal 
Years 

 
BACKGROUND 

 
Eden Area Regional Occupational Program contracts for antivirus company 
(Faronics) as an essential component of our secure network.  
 

CURRENT SITUATION 
 
The Faronics Anti‐virus Security Suite provides protection against many forms of 
malware. It also includes the Deep Freeze suite which protects the computers 
from any detrimental software downloads from internal end users. Insights is a 
tool that is also included for online classroom monitoring. Attached is the renewal 
of the three (3) year subscription of Faronics Anti‐virus suite for 2017‐2020 fiscal 
years. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Stefanie Bradshaw, Assistant Director of Adult Programs  
SUBJECT: Request the Governing Board to approve the Contract with 

Gustavo Vega for the Electrical Training Program for the 
2017-2018 School Year  

 
BACKGROUND 

 
The Eden Area ROP acquired the Construction Craft Training Center in 2016.  
 

CURRENT SITUATION 
 
Gustavo Vega is a former Construction Craft Training Center employee that will 
continue to work closely with the Eden Area ROP. For the 2017-2018 school year, 
Gustavo will work collaboratively with the Electrical Training teachers and the 
Assistant Director of Adult Programs by supporting classroom instruction 
conducive to the Electrical Training program course outline and requirements.     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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AGREEMENT FOR SERVICE 

 

THIS AGREEMENT FOR SERVICE (this "Agreement")  

for the 2017-2018 school year  

 

BETWEEN 

 

Eden Area ROP of 26316 Hesperian Blvd, Hayward, California, 94545 

(the "Customer") 

 

OF THE FIRST PART 

-AND- 

Gustavo Vega  

(the "Service Provider") 

 

OF THE SECOND PART 

 

BACKGROUND: 

 

A. The Customer is of the opinion that the Service Provider has the necessary 

qualifications, experience and abilities to provide services to the 

Customer. 

B. The Service Provider is agreeable to providing such services to the 

Customer on the terms and conditions set out in this Agreement. 

 

IN CONSIDERATION OF the matters described above and of the mutual benefits 

and obligations set forth in this Agreement, the receipt and sufficiency of which 

consideration is hereby acknowledged, the parties to this Agreement agree as 

follows: 

 

Services Provided 

 

1. The Customer hereby agrees to engage the Service Provider to provide 

the Customer with services (the "Services") consisting of: 

 Classroom Instruction conducive to the Electrical Training 

Program course outline and requirements.   

 

Term of Agreement 

 

2. The term of this Agreement will begin on July 1, 2017 and will remain in full 

force and effect until June 30, 2018, subject to earlier termination as 

provided in this Agreement, with the said term being capable of extension 

by mutual written agreement of the parties. 
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Performance 

 

3. The parties agree to do everything necessary to ensure that the terms of 

this Agreement take effect. 

 

Compensation 

 

4. The service provider will be paid $35.31 per hour for a maximum of 8 hours 

per week.  Days worked will be mutually agreed upon by both parties and 

noted on the Electrical Course Schedule.  

 

5. This compensation will be payable upon completion of the agreed to 

services on a monthly basis. 

 

6. The Customer is entitled to deduct from the Service Provider's 

compensation any applicable deductions and remittances as required by 

law. 

 

Confidentiality 

 

7. The Service Provider agrees that they will not disclose, divulge, reveal, 

report or use, for any purpose, any confidential information with respect to 

the business of the Customer, which the Service Provider has obtained, 

except as may be necessary or desirable to further the business interests 

of the Customer.  This obligation will survive indefinitely upon termination 

of this Agreement. 

 

Non-Competition 

 

8. Other than with the express written consent of the Customer, which will 

not be unreasonably withheld, the Service Provider will not, during the 

continuance of this Agreement, be directly or indirectly involved with a 

business which is in direct competition with the particular business line of 

the Customer, divert or attempt to divert from the Customer any business 

the Customer has enjoyed, solicited, or attempted to solicit, from other 

individuals or corporations, prior to termination of this Agreement. 

 

Ownership of Materials 

 

9. All materials developed, produced, or in the process of being so under 

this Agreement will be the property of the Customer.  The use of the 

mentioned materials by the Customer will not be restricted in any manner. 

 

10. The Service Provider may retain use of the said materials and will not be 

responsible for damages resulting from their use for work other than 

services contracted for in this Agreement. 
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Return of Property 

 

11. Upon the expiration or termination of this Agreement, the Service Provider 

will return to the Customer any property, documentation, records, or 

confidential information which is the property of the Customer. 

 

Assignment 

 

12. The Service Provider will not voluntarily or by operation of law assign or 

otherwise transfer its obligations under this Agreement without the prior 

written consent of the Customer. 

 

Capacity/Independent Contractor 

 

13.  It is expressly agreed that the Service Provider is acting as an 

independent contractor and not as an employee in providing the 

Services under this Agreement.  The Service Provider and the Customer 

acknowledge that this Agreement does not create a partnership or joint 

venture between them, and is exclusively a contract for service. 

 

Modification of Agreement 

 

14. Any amendment or modification of this Agreement or additional 

obligation assumed by either party in connection with this Agreement will 

only be binding if evidenced in writing signed by each party or an 

authorized representative of each party. 

 

Notice 

 

15. All notices, requests, demands or other communications required or 

permitted by the terms of this Agreement will be given in writing and 

delivered to the parties of this Agreement as follows: 

 

a. Eden Area ROP 

26316 Hesperian Blvd., Hayward, California, 94545 

Fax Number:  510-293-2927 

   

b. Gustavo Vega  

19972 Stanton Ave. Apt. #24 

Castro Valley, CA 94546 

 

or to such other address as to which any Party may from time to time 

notify the other. 
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Costs and Legal Expenses 

 

16. In the event that legal action is brought to enforce or interpret any term of 

this Agreement, the prevailing party will be entitled to recover, in addition 

to any other damages or award, all reasonable legal costs and fees 

associated with the action. 

 

Time of the Essence 

 

17. Time is of the essence in this Agreement.  No extension or variation of this 

Agreement will operate as a waiver of this provision. 

 

Entire Agreement 

 

18. It is agreed that there is no representation, warranty, collateral agreement 

or condition affecting this Agreement except as expressly provided in this 

Agreement. 

 

Limitation of Liability 

 

19. It is understood and agreed that the Service Provider will have no liability 

to the Customer or any other party for any loss or damage (whether 

direct, indirect, or consequential) which may arise from the provision of 

the Services. 

 

Indemnification 

 

20. The Service Provider will indemnify and hold the Customer harmless from 

any claims against the Customer by any other party, arising directly or 

indirectly out of the provision of the Services by the Service Provider. 

 

Enurement 

 

21. This Agreement will ensure to the benefit of and be binding on the parties 

and their respective heirs, executors, administrators, successors and 

permitted assigns. 

 

Currency 

 

22. Except as otherwise provided in this Agreement, all monetary amounts 

referred to in this Agreement are in United States dollars. 

 

Titles/Headings 

 

23. Headings are inserted for the convenience of the parties only and are not 

to be considered when interpreting this Agreement. 
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Gender 

 

24.  Words in the singular mean and include the plural and vice versa.  Words 

in the masculine mean and include the feminine and vice versa. 

 

Governing Law 

 

25. It is the intention of the parties to this Agreement that this Agreement and 

the performance under this Agreement, and all suits and special 

proceedings under this Agreement, be construed in accordance with 

and governed, to the exclusion of the law of any other forum, by the laws 

of the State of California, without regard to the jurisdiction in which any 

action or special proceeding may be instituted. 

 

Severability 

 

26. In the event that any of the provisions of this Agreement are held to be 

invalid or unenforceable in whole or in part, all other provisions will 

nevertheless continue to be valid and enforceable with the invalid or 

unenforceable parts severed from the remainder of this Agreement. 

 

Waiver 

 

27. The waiver by either party of a breach, default, delay or omission of any 

of the provisions of this Agreement by the other party will not be 

construed as a waiver of any subsequent breach of the same or other 

provisions. 

 

Additional Provisions 

 

28. Service Provider is responsible to pay their own taxes.  Customer (Eden 

Area ROP) will issue a 1099 at the end of the year. 

 

 

 

________________________________   _______________________________ 

Gustavo Vega     Date 

 

 

________________________________   _______________________________ 

Stefanie Bradshaw     Date 

Assistant Director of Adult Programs  

Eden Area ROP 
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DATE:  August 3, 2017 
TO:  ROP Governing Board 
FROM:  Linda Granger, Superintendent 
PREPARED BY:  Stefanie Bradshaw, Assistant Director of Adult Programs  
SUBJECT:  Request the Governing Board to approve the Contract with 

School Webmasters for Website Hosting for Adult Programs 
for the 2017‐2020 School Years   

 
BACKGROUND 

 
The Eden Area ROP acquired the Construction Craft Training Center (CCTC) in 
2016. CCTC contracted with a website hosting company to allow students to 
register and pay for classes online, with updates and additions completed by CCTC 
staff.  
 

CURRENT SITUATION 
 
The Eden Area ROP has identified School Webmasters as an appropriate provider 
for our adult program web hosting needs for the 2017‐2020 school years. Hosting 
the adult programs website through School Webmasters will allow us to provide 
in‐depth information about our course offerings to the public and will serve as a 
portal for current and prospective students to register and pay for classes. It will 
also allow us to customize our branding and messaging for the adult programs. 
Contracting for additional services is a more cost effective method of maintaining 
the adult programs’ webpage. 
 
Fiscal Impact:   
 
Savings of approximately $41,000. 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Marites Fermin, Business Manager  
SUBJECT: Request the Governing Board to approve the Contract with 

Zamora & Sons Painting for Painting Services for the 2017-
2018 Fiscal Year 

 
BACKGROUND 

 
Each year the Eden Area Regional Occupational Program contracts for painting 
services to repair and maintain Eden ROP center’s facilities. 
 

CURRENT SITUATION 
 
The attached contract provides details of the painting service with Zamora & Sons 
Painting for the 2017-2018 fiscal year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Stefanie Bradshaw, Assistant Director of Adult Programs 
SUBJECT: Request the Governing Board to approve the MOU with 

Associated Builders and Contractors of Northern California 
(ABC NorCal) for the 2017-2018 School Year 

 
BACKGROUND 

 
Apprenticeship in California dates back to the Shelly-Maloney Apprenticeship 
Labor Standards Act of 1939.  Apprenticeship programs include on-the-job 
training and related and supplementary classroom instruction.  In order for an 
apprenticeship to exist one of the required partners must be a local education 
agency (LEA).  LEAs may provide both the instructor and the classroom facilities or 
only serve as the fiscal agent. 
 

CURRENT SITUATION 
 
Associated Builders and Contractors of Northern California (ABC NorCal) provides 
apprenticeship programs throughout the state in electrical, carpentry, plumbing, 
painting, and skilled labor.  Our partnership with ABC NorCal has generated 
benefits for our students by expanding their links to employers and labor 
representatives, updating curriculum to interface with these programs, and 
encouraging non-traditional career opportunities for women and minorities. 
 
The agreement before you tonight is a continuation of the agreement that has 
been approved in past years, in that the Eden Area ROP will continue to serve as 
the fiscal agent.  This would require us to monitor the hours of service provided 
by the programs.  In return, the Eden Area ROP retains a minimum of twenty (20) 
percent for administrative costs and pre-apprenticeship opportunities for our 
students. 
 
 
 
 

CONSENT CALENDAR 
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26316 Hesperian Blvd. 
Hayward, CA 94545 

P: (510) 293-2900  F: (510) 293-8225  www.edenrop.org 
Superintendent: Linda Granger 

 

MEMORANDUM OF UNDERSTANDING 
 

Eden Area Regional Occupational Program (Eden Area ROP) agrees to become the 

Local educational Agency for the Associated Builders and Contractors, Northern 

California Chapter (Apprenticeship Committee), from July 1, 2017 to June 30, 2018. Both 

parties will agree to the following: 

 

1. Eden Area ROP will reimburse the Associated Builders and Contractors for 

apprenticeship expenses according to the current annual apportionment when 

the 2017-2018 allocation is distributed. 

 

2. The Apprenticeship Committee understands that of the hours allocated, zero 

hours belong to the Apprenticeship Committee and are transferable. The 

remaining 42,000 hours are loaned to the Committee and belong to Eden Area 

ROP and will return to the ROP at the end of the agreement period. 

 

3. Any reimbursement of unused money from the above allocation will be made 

effective within forty-five (45) days of the following schedule:  

Forty-five (45) days after documentation is submitted and approved. 

 

4. The Apprenticeship Committee understands that all reimbursement expenses 

must be preapproved and documented in hard copy. 

 

5. The Apprenticeship Committee understands that any reimbursement can only 

be used on apprenticeship-related expenses. 

 

6. The Eden Area ROP will reimburse only in accordance with the amount of hours 

actually generated. Any hours not generated up to the 42,000 hours will not be 

reimbursed. 

 

7. The Apprenticeship Committee is responsible for any expenses accrued over the 

actual amount of student hours generated or the allocation stated above. The 

Apprenticeship committee will be responsible to reimburse Eden Area ROP for 

the amount of the shortfall. 

 

8. Expenses incurred for this apprenticeship Committee by Eden Area ROP during a 

reimbursement period will be deducted from the total reimbursement amount. 

Expenses are defined as, but not limited to: salaries, administrative assistants, 

mandatory benefits, instructional materials and other related costs. 
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9. It is understood that Eden Area ROP will retain twenty (20) percent for 

administration costs.  

 

10. This agreement is for the period mentioned above and is on a year to year basis 

and is automatically renewable as agreed upon by all parties. Should either 

party wish to rescind the agreement, it can do so by May 1 of the year noted 

above. 

 

11. The Apprenticeship committee is responsible to keep attendance using Eden 

Area ROP forms and returning them to Eden Area ROP at prearranged times. 

 

12. The Apprenticeship Committee understands that Eden Area ROP must be 

contacted concerning any changes in scheduling, instructors, etc. or any other 

change that would alter this agreement. 

 

13. The Apprenticeship Committee operates student apprenticeship programs 

registered by the Division of Apprenticeship Standards under the supervision of 

the Eden Area ROP.  In accordance with California Labor Code section 3368, the 

Eden Area ROP shall be considered the employer under Division 4 of the 

California Labor Code (commencing with Section 3200) of persons receiving this 

apprenticeship training, unless the persons during the training are being paid a 

cash wage or salary by a private employer. Further, an apprentice, while 

attending related and supplemental instruction classes, shall be considered to 

be in the employ of the apprentice's employer, unless the apprentice is 

unemployed.  The parties acknowledge that the Apprentice Committee shall not 

be responsible for providing workers compensation coverage to its apprentices 

under any circumstances.  

 

 

 

   

Apprenticeship Director  Date 

   

Assistant Director of Adult Programs, Eden Area ROP   Date  
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY:  Marites Fermin, Business Manager 
SUBJECT: Request the Governing Board to approve the MOU with 

Hayward Unified School District for Student Transportation for 
the 2017-2018 Fiscal Year 

 
CURRENT SITUATION 

 
Each year the Eden Area ROP contracts for transportation services for students 
with the participating districts and outside vendors.   
 
For the 2017-2018 school year we are continuing the contract between Hayward 
Unified School District and Eden Area ROP to provide daily transportation services 
to and from Hayward Unified School District and San Leandro Unified School 
District high schools and the ROP Center. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONSENT CALENDAR 
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Information Items 



 

DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Craig Lang, Director 
SUBJECT:  SkillsUSA National Competition 

 

BACKGROUND 
 
SkillsUSA was created to raise the quality of education for students in trade, 
industrial, and technical programs. As on one of more than 245,000 members, 
students become part of a national organization that serves trade, industrial, and 
technical students in public schools, occupational centers and community 
colleges. 
 
In 52 states and territorial associations students are part of successful 
partnerships that link students, educators, businesses, labor, and government. As 
a member of one of nearly 14,000 local chapters nationwide, students learn to 
work as part of a team and develop management skills.  
 

CURRENT SITUATION 
 
Nine Eden Area ROP students competed in the SkillsUSA National competition, 
held in Louisville, Kentucky on June 19-23, 2017. 
 
Four of the nine students ranked in the top 10.  
 

Name Program High School Ranking 

Jasmine Vera Crime Scene Investigation Arroyo 7 

Beatriz Hernandez Crime Scene Investigation Mt. Eden 7 
Leonardo Garcia Crime Scene Investigation Tennyson 7 

Tyler Sparks Law Enforcement Castro Valley 5 

 
The following students also participated in the competition. 

 

Name Program High School 

Nicole Butler Crime Scene Investigation San Lorenzo 
Carlos Rangel Crime Scene Investigation San Leandro 

Cynthia Tamaya Crime Scene Investigation Arroyo 
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Alejandro Montes Osorio Auto Refinishing Brenkwitz 

Judith Lindoro Medical Assisting San Lorenzo 
 

RECOMMENDATION 
 
Information only 
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Action Items 



 
 

 

DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
SUBJECT: Request the Governing Board to approve the adoption of 

Resolution 1-17/18: Mid-year Revision: Signature Card-
Authorized Agents/Payroll Warrants and Disbursements 
and Resolution 2-17/18: Mid-year Revision: Signature Card-
Authorized Agents for Official Documents and Reports  

 
CURRENT SITUATION 

 
Pursuant to Education Code Section 42632 for K-12 and Section 85232 for 
community colleges, require that signatures of all Governing Board members and 
signatures of persons authorized by the Governing Board to sign orders must be 
filed with the County Superintendent of Schools. Due to change in staff the ROP is 
bringing for a mid-year revision to the signature card-Authorized Agents for 
Payroll Warrants and Disbursements and the signature card-Authorized Agents 
for Official Documents and Reports  

 
 
 
 
 
 
 
 
 
 
 
 

RECOMMENDATION 
 
It is recommended that the Governing Board approve the adoption of Resolution  
1-17/18: Mid-year Revision: Signature Card-Authorized Agents for Payroll 
Warrants and Disbursements and Resolution 2-17/18: Mid-year Revision: 
Signature Card-Authorized Agents for Official Documents and Reports. 
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Resolution No. 1-17/18 
 

Signature Card - Authorized Agents for 
Payroll Warrants & Disbursements 

 

TO THE ALAMEDA COUNTY SUPERINTENDENT OF SCHOOLS: 
 

WHEREAS, pursuant to Education Code Section 42632 for K-12 Education and Section 
85232 for Community Colleges, each order drawn on the funds of our school district 
shall be signed by at least a majority of the members of the governing board of the 
district or by a person(s) authorized by the governing board to sign orders in its name. 
 
NOW, THEREFORE BE IT RESOLVED, the following signature(s) is/are the person(s) in 
addition to signatures authorized by the governing board to sign orders in its name: 
 

1.  

 

 Bernard Phelan 

 Signature  Type Name 

   Assistant Director of Off-Site Programs 
   Title 

 Additional   

 Replacement   

 Replaces:  Sheila Lawrence 
   Type Name 

 

 
PASSED AND ADOPTED by the Governing Board of the Eden Area ROP on this 3rd 
day of August 2017 by the following vote: 

 
AYES:   
NOES:  
ABSTENTIONS:  
ABSENT:  
 
By approval of this resolution, I hereby certify that the signature(s) appearing 
above are true and were affixed in my presence. 

 
 __________    _________________________________     

Date    Signature, President of the Governing Board 
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Resolution No. 2-17/18 
 

Signature Card - Authorized Agents for 
Official Documents & Reports 

 

TO THE ALAMEDA COUNTY SUPERINTENDENT OF SCHOOLS: 
 

WHEREAS, the Eden Area Regional Occupational Program (ROP) occasionally must 

provide signature approval on certain official documents and reports, including 

local, State and Federal reports, such as Transportation, Attendance, and Class 

Size Reduction; and 
 
NOW, THEREFORE BE IT RESOLVED, the following signature(s) is/are the person(s) in 
addition to signatures authorized by the governing board to sign orders in its name: 
 

1.  

 

 Bernard Phelan 

 Signature  Type Name 

   Assistant Director of Off-Site Programs 
   Title 

 Additional   

 Replacement   

 Replaces:  Sheila Lawrence 
   Type Name 

 

 
PASSED AND ADOPTED by the Governing Board of the Eden Area ROP on this 3rd 
day of August 2017 by the following vote: 

 
AYES:   
NOES:  
ABSTENTIONS:  
ABSENT:  
 
By approval of this resolution, I hereby certify that the signature(s) appearing 
above are true and were affixed in my presence. 

 
 __________    _________________________________     

Date    Signature, President of the Governing Board 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Mercedes Henderson, Personnel Coordinator 
SUBJECT: Request the Governing Board to approve the Administrative 

Personnel as Competent to Evaluate Certificated Staff and 
Review Policy 4315.1 

   

BACKGROUND 
 
Policy 4315.1: Administrative and Supervisory Personnel was approved by the 
Governing Board on June 7, 2012 and shall be reviewed by the Eden Area ROP 
Governing Board biennially.   
 
In accordance with Policy 4315.1 it is necessary that the Eden Area ROP meet the 
obligation to conduct timely evaluation of work performance of certificated 
personnel.  The Superintendent shall determine a program leading to evaluation 
certification and shall recommend to the Board qualified evaluators of instruction. 
 

CURRENT SITUATION 
 
It is recommended that the following administrative personnel be approved as 
competent to evaluate certificated personnel:   
 
  Linda Granger        Superintendent  
  Craig Lang   Director of Educational Services  

Bernard Phelan  Assistant Director of Off-site Programs 
Stefanie Bradshaw Assistant Director of Adult Programs 
Evan Goldberg Grant Coordinator  

 
 

 
 

 

 

RECOMMENDATION 
 
It is recommended that the Governing Board approve the administrative 
personnel as competent to evaluate certificated staff.  
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GOVERNING BOARD POLICY HANDBOOK 

Administrative and Supervisory Personnel BP 4315.1 
 
STAFF EVALUATING TEACHERS 
 
It is the intent of the Governing Board to certify that personnel assigned to evaluate 
teachers have demonstrated competency in instructional methodologies and evaluation of 
instruction.  The Superintendent shall determine a program leading to evaluation 
certification and shall recommend to the Board qualified evaluators of instruction.  The 
Board shall approve criteria developed by the Superintendent and certify the competence 
of personnel recommended by the Superintendent as having met the criteria.  Performance 
standards established as a result of this policy shall be communicated to all affected 
individuals. 
 
This policy shall be reviewed biennially by the Eden Area Regional Occupational Program 
(ROP) Board. 
 
 
 
Legal Reference: 

33039  Guidelines for teacher evaluation 
EDUCATION CODE 

44660-44665  Evaluation and assessment of performance of certificated employees 
44681-44689  Administrator training and evaluation 

3543.2  Scope of representation (re evaluation procedures) 
GOVERNMENT CODE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy adopted: June 7, 2012 
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GOVERNING BOARD POLICY HANDBOOK 

Administrative and Supervisory Personnel AR 4315.1(a) 
 
STAFF EVALUATING TEACHERS 
 
Criteria for certification of qualified evaluators will include but not be limited to: 
 
1. Possession of a valid administrative services or supervision and coordination 

credential. 
 
2. Demonstrated understanding of adopted curriculum priorities, policies, and 

practices; including development, implementation and evaluation. 
 
3. Demonstrated understanding of adopted standards on student progress. 
 
4. Demonstrated competence in instructional methodologies. 
 
5. Understanding of adopted policies and procedures for personnel supervision, 

performance evaluation, and staff development. 
 
6. Demonstrated skills in supervision of instruction. 
 
7. Demonstrated skills in techniques of evaluation of instruction 
 
Procedures Leading to Evaluation Certification 
 
The Superintendent shall: 
 
1. Identify individual evaluators. 
 
2. Determine that the following qualifications for certification have been met. 
 

a. Possession of a valid administrative services or supervision and coordination 
credential. 

 
b. Competencies in instructional methodologies. 
 
c. Competencies for supervision of instruction. 
 
d. Techniques and procedures for evaluation and instruction. 

 
3. Assess individual evaluator's demonstration of competencies 
 
4. Develop a professional improvement program for/with each evaluator. 
 
5. Implement professional improvement programs. 
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GOVERNING BOARD POLICY HANDBOOK 

AR 4315.1(b) 
 
STAFF EVALUATING TEACHERS (continued) 
 
6. Develop and implement system for monitoring each evaluator's skills and progress. 
 
7. Recommend to the Governing Board those administrators who in his/her opinion 

qualify for evaluation certification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Administrative Regulation approved: June 7, 2012 
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DATE: August 3, 2017 
TO: ROP Governing Board 
FROM: Linda Granger, Superintendent 
PREPARED BY: Marites Fermin, Business Manager 
SUBJECT: Request the Governing Board to approve the Public 

Disclosure of the Eden Area ROP Employees’ Agreement for 
the 2016-2017 One Time Stipend 

 
CURRENT SITUATION 

 
On June 1, 2017, during closed session, the ROP presented to the Board a request 
for a one time stipend for all ROP employees. After the presentation and 
deliberation, the Governing Board approved up to $5,000 stipend per current full 
time employee off the salary schedule. Part time and hourly employees would 
receive a pro-rated stipend based on hours worked. 
 
The Governing Board approved the requested one time stipend in open session at 
the June 1, 2017 Board meeting. 
 
The Business Services Department has prepared the Public Disclosure Statement, 
Certification of the Eden Area ROP’s ability to meet the costs of this request, in 
accordance with AB 1200, verifying that the Eden Area ROP can afford to fund the 
one time stipend for fiscal year 2016-2017. The document attached contains 
detailed and specific information about how this agreement affects district funds. 
This document was submitted on June 2, 2017 and reviewed by Alameda County 
Office of Education (ACOE). Attached is ACOE’s approval that the Eden Area ROP 
is able to meet the reserve requirements on a multi-year level. 
 
Code/Policy: Government Code 3547.5  
Fiscal Impact: The projected costs is funded by the ROP local revenues and other 
grants. 
Supporting documents: Certification – AB 1200 report submitted and approved 
by Alameda County Office of Education (ACOE) 
 

RECOMMENDATION 
 
It is recommended that the Governing Board approve the public disclosure of the 
Eden Area ROP employees’ agreement for the 2016-2017 one time stipend. 
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District Business & Advisory Services 

Alameda County Office of Education ♦ 313 W. Winton Avenue, Room 348 ♦ Hayward, CA  94544-1198 
Phone:  510-670-4275 ♦ Fax:  510-670-4102 

    

 

 

      

 

 

 

Date:              June 30, 2017 

 

To:  Eden Area ROP – ACOE Permanent File 

 

From:             Natalie Zaderey 

                        Director, District Advisory Services  

 

Subject: Review of 2016-17 One-Time Stipend for All Current Employees 

 

 

We have completed our review of the Eden Area ROP’s 2016-17 settlement with all current 

employees for a one-time stipend.  During our review process, we noted the following. 

 

2016-17 Settlement with All Current Employees 

 

We have reviewed the Public Disclosure for all employees of the Eden Area ROP 

covering the period beginning July 1, 2016 and ending June 30, 2017.  The purpose of 

our review is to determine whether this agreement will have a material impact on the 

financial condition of the ROP in the current and subsequent two fiscal years. 

 

The agreement represents a one-time stipend of up to $5,000 for all current employees. 

Part-time and hourly employees will receive a pro-rated stipend based on the number of 

hours worked.  Our analysis of the impact on the financial condition of this agreement 

was based on taking the Multi-Year Projection submitted with the latest 2016-17 Second 

Interim Report and incorporating the increase from the one-time stipend. As a result, it 

appears the ROP will continue to meet the 5% minimum reserve requirement for 2016-17 

and the two subsequent fiscal years.  

 

The ROP does not have any bargaining units.  The agreement was acted upon by the  

ROP Board on June 1, 2017 and was received by Alameda County Office of Education 

on June 2, 2017.   

 

No formal letter was issued by our office to the ROP. 

 

 

cc: Marites Fermin, Business Manager, Eden Area ROP 
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DATE:     August 3, 2017 
TO:       ROP Governing Board 
FROM:    Linda Granger, Superintendent 
SUBJECT:  Request the Governing Board to approve the Job Descriptions 

for Classified and Classified Exempt Positions 
 

BACKGROUND 
 
Job Descriptions for all positions are maintained by the Personnel Coordinator.  
To ensure that the positions remain current, job descriptions are periodically 
reviewed and updated, if needed. 
 

CURRENT SITUATION   
 
Last year the Personnel Coordinator reviewed the Board approved job 
descriptions with employees.  Employees suggested updates to the job 
descriptions based on current responsibilities.   This suggestions were integrated 
into the current job descriptions and given to the supervising administrator for 
review.  Edits from the administrator review were given to the Personnel 
Coordinator and finalized for recommendation to the Board. 
 
Job Description Updates Only 
Accounting Technician 
Accounts Receivable/Purchasing Technician  
Administrative Support Specialist 
Attendance Specialist 
Career Counselor 
Director’s Secretary  
Instructional Assistant (Dental) 
Instructional Assistant (Special Education) 
Instructional Assistant (Student Store) 
Office Support Specialist 
Personnel Coordinator 
Technology Coordinator  
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Job Description Updates & Title Changes  
Previous Title        New Title 
High School Liaison      Public Relations & Marketing Specialist 
Security/Grounds Officer 1    Security/Grounds Officer‐Open 
Security/Grounds Officer 2    Security/Grounds Officer‐Close  
Superintendent’s Secretary    Executive Assistant  
 
New Job Descriptions 
Instructional Support Specialist  
Program Specialist 
 

RECOMMENDATION 
 
It is recommended that the Governing Board approve the job descriptions for 
classified and classified exempt positions.  
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Job Description Updates Only 
 

Accounting Technician 

Accounts Receivable/Purchasing Technician  

Administrative Support Specialist 

Attendance Specialist 

Career Counselor 

Director’s Secretary  

Instructional Assistant (Dental) 

Instructional Assistant (Special Education) 

Instructional Assistant (Student Store) 

Office Support Specialist 

Personnel Coordinator 

Technology Coordinator  
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JOB DESCRIPTION 

 
 
TITLE:  Accounting Technician   
 
REPORTS TO:  Business Manager 
 
DESCRIPTION/DEFINITION:  Performs two distinct and equally important functions:  
Accounting functions- responsible for the timely and accurate processing and payment of 
bills and obligations.  Utilizes state-of-the-art equipment and software to create, update 
and reconcile all actions related to payables.  Responsible for maintaining cash accounts 
and detailed records of all transactions.  Payroll functions- responsible for handling all day-
to-day activities relating to ROP payroll.  Provides limited back up and assistance for some 
of the functions of the Business Manager.  This position includes confidential 
responsibilities. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 
Performs accounts payable functions, which include but may not be limited to: 
 
 Creates batch, updates and reconciles accounts payable on designated software 

systems  
 Prepares and transmits warrants to vendors 
 Maintains warrant register binders for record and review 
 Prepares and files vendor payment records   
 Audits conference request, cash advances and reimbursement for travel and 

conference expenses 
 Researches and resolves accounts payable discrepancies and complaints 
 Monitors materials and receives reports to verify arrival and receipt of merchandise 

and take follow-up action on purchases not received 
 Maintains and processes reimbursements for petty cash and revolving cash 
 Maintains checking accounts; issue, and distribute checks for EAROP’s agency 

funds: Student Store and Student Organizations 
 Reviews monthly vendor statements/invoices and resolves discrepancies and/or 

past due notices 
 Processes and audits mileage requests 
 Assists Business Manager in posting journal entries to the general ledger 
 Assists Business Manager in posting budget transfers 
 

 

123



Accounting Technician (continued) 
 
 Assists Business Manager in preparation of various projection worksheets and 

financial reports 
 Assists Business Manager in maintaining chart of accounts. 
 Refunds lab fees 
 Maintains postal equipment 
 Reconciles credit card expenditures 
 Fills out credit applications 
 Disencumbers completed purchase orders with remaining balances 
 Provides assistance as necessary to collect fees, sell books and register students  
 Prepares cover sheet with bill warrants for Governing Board  
 Assists with sophomore tours 
 Performs other duties as assigned 

 
Performs payroll functions, which include but may not be limited to: 
 
 Receives and verifies all payroll timesheets 
 Verifies correct account number/Over time/leave pay status, etc. 
 Obtains required approval for timesheets 
 Responsible for pre-list verification 
 Receives and files all personnel forms related to payroll 
 Liaison to ACOE payroll staff 
 Perform other payroll projects as assigned 

 

 
QUALIFICATIONS:   
 
Ability to:  Organize, resolve problems quickly and professionally; maintain accurate bank 
records and payroll calculations; interpret and apply complex federal, state and 
educational regulations related to payroll; maintain files and records; input data accurately; 
communicate clearly in oral and written form; work with a minimum of supervision; operate 
and utilize business machines to improve efficiency and effectiveness; exercise software 
packages which improve efficiency and product appearance; project professional, helpful 
and friendly assistance to staff, parents and students. 
 
Training and Experience:  Minimum requirements: Equivalent of the completion of high 
school with one year work experience in purchasing, accounts payable or accounts 
receivable.  Desired requirements:  Post secondary courses and three years work 
experience in purchasing, accounts payable or accounts receivable. 
 

 

TERMS OF EMPLOYMENT:  Step C on Eden Area ROP Salary Schedule.  Year to 
year based on successful annual evaluation.  Additional 5% stipend for confidential 
responsibilities.  

 
Approved by Eden Area ROP Board – June 3, 2010 
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JOB DESCRIPTION 

Accounting Technician 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Accounting Technician Reports to:  Business Manager 

Job Location: Hayward Center Department: Business Services 

Position Overview 

Purpose:   

Perform two distinct and equally important functions:  Accounting and payroll functions. 

 

Accounts Payable Duties and Responsibilities: 

 Create batches, update and reconcile accounts payable on designated software 

systems  

 Prepare and transmit warrants to vendors 

 Maintain warrant register binders for record and review 

 Prepare and file vendor payment records, including quarterly sales tax 

 Audit conference request, cash advances and reimbursement for travel and 

conference expenses 

 Research and resolve accounts payable discrepancies and complaints 

 Receive packing slip reports to verify arrival and receipt of merchandise and take follow-

up action on purchases not received 

 Maintain and process reimbursements for petty cash and revolving cash 

 Maintain checking accounts; issue and distribute checks for EAROP’s agency funds 

 Review monthly vendor statements/invoices and resolve discrepancies and/or past due 

notices 

 Processes and audit mileage requests 

 Assist Business Manager in posting journal entries to the general ledger 

 Assist Business Manager in posting budget transfers 

 Assist Business Manager in preparation of various projection worksheets and financial 

reports 

 Assist Business Manager in maintaining chart of accounts 

 Refund lab fees 

 Maintain postal equipment 

 Reconcile credit card expenditures, bank accounts, revolving and petty cash 

 Disencumber completed purchase orders with remaining balances 

 Provide assistance as necessary to collect fees, sell books, etc. 

 Prepare cover sheet for bill warrants for Governing Board  

 Assist with sophomore tours 

 

Payroll Duties and Responsibilities: 

 Receive and verify all payroll timesheets 

 Verify correct account number/over time/leave pay status, etc. 

 Responsible for monthly payroll pre-list verification 

 Receive and file all personnel forms related to payroll 

 Serve as liaison to ACOE payroll staff 

 Perform other duties as assigned 

 

 

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm 

Position Qualifications 
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JOB DESCRIPTION 

Accounting Technician 

Knowledge: 

 QuickBooks journal entry, fixed asset reports and/or other spreadsheet programs 

 Advanced computer skills, specifically Microsoft Word, Excel, and online navigation 

 Bookkeeping and accounting principles 

 Calculating, posting and managing accounting figures and financial records 

 Perform mathematical computations quickly and accurately 

 Complex filing systems 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Close attention to detail; input data accurately 

 Skilled at multi-tasking; perform a variety of tasks simultaneously with different priorities 

 Comfortable dealing with numbers and processing financial information 

 Accurately record and count money 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 College courses in accounting preferred 

 Accounting or business degree preferred 

Experience:  

 Two (2) years work experience in accounting 

 Previous cash handling experience 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
C 
5% Confidential Stipend  

Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Accounts Receivable/Purchasing Technician 

 

Mission Statement:  The mission of the Eden Area Regional Occupational Program is to prepare high school and 
adult students for further education as well as to instill skills, workplace attitudes and knowledge that will enable 
them to compete successfully in a diverse, technologically advanced, and ever‐changing economy. 
Job Title:  Accounts Receivable/Purchasing  Reports to:  Business Manager

Job Purpose: 

Duties and Responsibilities: 
 

 Receive and process purchase requisitions and purchase orders generated by the program  
 Verify and corrects budget coding 
 Verify budget availability through designated software database 
 Prepare open purchase orders for utilities, insurance, supplies, mileage, copy services, maintenance 

agreements, and standard re‐occurring activities 
 Maintain vendor file 
 Maintain contracts and certificates 
 Monitor monthly copier readings on copiers at program site 
 Enter journal entries to reflect program expenditures 
 Arrange for equipment repairs or service as necessary 
 Arrange for waste management services as requested by maintenance staff 
 Prepare and monitor invoices for funds due to the program 
 Receive, process and deposit funds for services and goods from instructional, auxiliary and enterprise 

programs 
 Record cash revenues in accounting systems 
 Maintain and monitor book/materials inventory 
 Assist Business Manager in inter‐district transfer preparation and tracking of transfers with participating 

districts 
 Assist Business Manager with daily tasks as needed 
 Assist with sophomore tours 
 Perform other duties as assigned   

 
Job Location:  Eden Area ROP Department: Business Services  

Employment Type:  Full‐time  Employment 
Category: 

Classified 

Work Year:  
12 month (260 work days)
*15 paid holidays  Days/Hours:  

Monday‐Friday 
7:30am‐4:00 pm 

Salary Schedule 
Placement:  

D  Annual Salary: 
$35,433 
*Additional 5% stipend  for 
confidential responsibilities  

Annual Benefits:  $8,452.08 ($704.34/month) 
*Mandatory Vision & Dental deducted 

Governing 
Board Approved 

June 3, 2010 

Skills: 

Abilities: 
 
Organize and process receivables, purchase orders and purchase requisitions quickly and accurately; accurately 
record and count money; maintain files and records; input data accurately; communicate clearly in oral and 
written form; work with a minimum of supervision; operate and utilize business machines to improve efficiency 
and effectiveness; utilize software packages which improve efficiency and product appearance; project 
professional, helpful and friendly assistance to staff, parents and students. 
 
Training and Experience:   
 
One year work experience in purchasing, accounts payable or accounts receivable.  Post secondary courses and 
three years work experience in purchasing, accounts payable or accounts receivable desired. 
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JOB DESCRIPTION 

Accounts Receivable/Purchasing Technician 

 

 

Education:  
Equivalent of the completion of 
high school 

Additional 
Requirements: 

 Basic Drivers License 
 Basic Skills Test  

Terms of Employment : 
Year to year based on successful annual evaluation.
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JOB DESCRIPTION 

Accounts Receivable/Purchasing Technician 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Accounts Receivable/ 

Purchasing Technician 
Reports to:  Business Manager 

Job Location: Hayward Center Department: Business Services 

Position Overview 

Purpose:  Perform accounts receivable, cash handling and purchasing functions involving both 

specific routines and broadly defined policies and procedures.   
 

Duties and Responsibilities: 

 Receive and process requisitions and generate the purchase orders  

 Verify and corrects budget coding of all requisitions before processing 

 Verify approval of purchase requisitions and budget availability through a designated 

software database 

 Prepare budget transfers or budget revisions for purchase requisitions 

 Prepare open purchase orders for utilities, insurance, supplies, mileage, copy services, 

maintenance agreements and standard recurring expenditures 

 Maintain all vendor files 

 Maintain all contracts and insurance certificates binders and spreadsheet 

 Monitor monthly copier readings and prepare spreadsheets for journal entry into Escape 

 Prepare all journal entries for both revenues and expenditures for materials, supplies, 

services, contracts and capital assets and leasehold expenditures 

 Arrange for equipment repairs or services as necessary 

 Research products and services for most competitive pricing 

 Arrange for waste management services as requested by maintenance staff 

 Prepare invoices for grants and awards 

 Receive, process and deposit all payment of invoices and all other receipts issued 

through receipt book or QuickBooks 

 Receive, verify and prepare deposits for Student Store 

 Record revenues and accounts receivable in Escape accounting system 

 Monthly monitor and follow up receivables/revenues as inter district transfers from 

member districts and ACOE 

 Monthly reconciliation of cash account in Escape 

 Maintain and monitor materials inventory 

 Maintain binders of budget transfers, journal entries, cash, inter fund transfers 

 Order, distribute and maintain inventory of keys 

 Coordinate delivery of received items for the purpose of ensuring items ordered are 

delivered in a timely and accurate manner 

 Prepare shipments for postal or commercial conveyance 

 Receive incoming materials and compare information on packing slip with purchase 

order to verify accuracy of shipment; may process return shipments from customer 

 Inspect shipments for damages or defects; record discrepancies or damages and 

notifies supervisor and/or purchasing personnel 

 Deliver items to requisitioning departments and obtain authorized signatures for 

accepted items 

 Maintain fixed assets accounts 

 Assist Business Manager with daily tasks as needed 

 Assist with sophomore tours 

 Perform other duties as assigned   

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  12 month (260 work days) Days/Hours:  Monday-Friday 
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JOB DESCRIPTION 

Accounts Receivable/Purchasing Technician 

*15 paid holidays  7:30am-4:00pm 

Position Qualifications 

Knowledge: 

 Advanced computer skills, specifically Microsoft Word, Excel, and online navigation 

 Bookkeeping and accounting principles 

 Calculating, posting and managing accounting figures and financial records 

 Perform mathematical computations quickly and accurately 

 Complex filing systems 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Close attention to detail; input data accurately 

 Comfortable dealing with numbers and processing financial information 

 Accurately record and cash counting 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 College courses in accounting preferred 

 Accounting or business degree preferred 

Experience:  

 Two (2) years work experience in purchasing, accounts receivable or accounts payable 

 Previous cash handling experience 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
D Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Administrative Support Specialist (Adult Programs) 

Mission Statement:  The mission of the Eden Area Regional Occupational Program is to prepare 
students for careers and further education as well as to instill workplace skills and ethics that 
enable them to compete successfully in the economy of today and the future. 

Job Title: Administrative Support 
Specialist Reports to:  Assistant Director of Adult 

Programs 
Job Location: Hayward Center Department: Adult Programs 
Position Overview 
Purpose: 
Under the direction of the Assistant Director of Adult Programs, performs a variety of advanced 
accounting, clerical and support duties involving both specific routines and broadly defined 
policies and procedures.  Primary support for Assistant Director of Adult Programs; greets and 
interacts with the public; works cooperatively with staff, students, and parents; and performs 
other related duties as assigned. 
 
Duties and Responsibilities: 

 Provide wide range of complex office administration and support to the Assistant 
Director of Adult Programs  

 Manages Assistant Director’s calendar;  and schedule meetings, appointments and 
travel arrangements 

 Answer phone inquiries, emails and disseminate information regarding ROP adult 
programs 

 Maintain adult programs personnel records 
 Maintain state applications 
 Communicate with employers (progress reports, invoices, etc.) and DIR 
 Assist Assistant Director of Adult Programs in preparation of various worksheets and 

financial reports 
 Assist with orientations and registrations 
 Process drops for adult programs and maintain data with all names of students who 

dropped and reason for drop 
 Process and monitor adult registration, payments and refunds 
 Organize and monitor payment plans 
 Establish, maintain and monitor accurate, neat and efficient electronic and manual 

adult accounting and filing systems 
 Receive and process adult programs purchase requisitions, purchase orders and 

receiving in collaboration with business office  
 Prepare and monitor adult programs budgets, create billing/invoice and collect the 

payments. 
 Order, maintain and monitor class materials 
 Monitor and update budget, accounting and other related financial data including 

preparation and tracking of revenue and expenditures. 
 Verify and correct budget coding and  budget availability through designated software 

database 
 Maintain vendor files and source bids when needed 
 Maintain adult program contracts, MOU’s, W9’s, leases, insurance certificates and 

permits/licenses 
 Arrange for equipment repairs or service as necessary 
 Process receipts and invoices from vendors and contractors then submit for payment 
 Establish vendor files and maintain copies of completed PO’s. Source out vendors and 

bids as needed 
 Process bank deposits from fees collected and post in financial system 
 Reconcile bank statements and other deposit accounts 
 Maintain fixed assets and reconcile inventory records 
 Prepares, maintain and review financial records using the online financial system 
 Data input in QuickBooks, journal entry, budget entry and revision and cash handling 
 Perform other duties as assigned 
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JOB DESCRIPTION 

Administrative Support Specialist (Adult Programs) 

Employment Type: Full Time Employment 
Category: Classified 

Work Year:  12 month (260 work days) 
*15 paid holidays  Days/Hours:  

Monday-Friday 
9:30am-6:00pm or 
10:00am-6:30pm 

Position Qualifications 
Knowledge: 

 QuickBooks journal entry, fixed asset reports and/or other spreadsheet programs 
 Bookkeeping and accounting principles 
 Calculating, posting and managing accounting figures and financial records 
 Complex filing systems 

 
Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 
representation of the ROP 

 Advanced computer skills, specifically Microsoft Word, Excel, PowerPoint, webpage 
maintenance and online navigation 

 Communicate effectively and professionally both verbally and in writing 
 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 
 Skilled at multi-tasking 
 Comfortable with public speaking 
 Efficient time management 
 Comfortable dealing with numbers and processing financial information 
 Accurately record and count money 

 
Soft Skills: 

 Trustworthiness 
 Strong, consistent work ethic; must be punctual and reliable 
 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  
 Self-starter and resourceful 
 Work independently and with frequent interruptions; work with a minimum of supervision 
 Problem solver; able to resolve problems quickly and professionally 
 Close attention to detail; input data accurately 
 Extremely organized and successfully meeting deadlines 

 
Education: 

 Equivalent of the completion of high school 
 College courses in accounting preferred 
 Accounting or business degree preferred 

Experience:  
 Previous cash handling experience 
 Previous accounting and/or bookkeeping experience 
 Previous administrative support experience desired 
 Experience working with an online payment system desired 

 
Certifications/Credentials: 

 Basic Driver License 
 
Additional Requirements: 

 Pass Basic Skills Test 
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JOB DESCRIPTION 

Administrative Support Specialist (Adult Programs) 

Salary Schedule 
Placement:  AE3 Annual Benefits: 

$11,621.16 
($968.43/month) 
*Mandatory Vision & 
Dental deducted 

Terms of Employment: 
Year to year based on 
successful annual 
evaluation. 

Governing Board 
Approved  May 4, 2017 
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JOB DESCRIPTION 

Administrative Support Specialist (Adult Programs) 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Administrative Support 

Specialist 
Reports to:  

Assistant Director of Adult 

Programs 

Job Location: Hayward Center Department: Adult Programs 

Position Overview 

Purpose: 

Perform a variety of advanced accounting, clerical and support duties involving both specific 

routines and broadly defined policies and procedures.  Primary support for Assistant Director of 

Adult Programs. 

 

Duties and Responsibilities: 

 Provide wide range of complex office administration and support to the Assistant 

Director of Adult Programs  

 Manage Assistant Director of Adult Programs’ calendar and schedule meetings, 

appointments and travel arrangements 

 Answer phone inquiries and emails, and disseminate information regarding ROP adult 

programs 

 Establish, maintain and monitor accurate, neat and efficient electronic and manual 

adult accounting and filing systems 

 Maintain state applications 

 Work in collaboration with the Program Specialist and the Assistant Director of Adult 

Programs to maintain accurate student enrollment and payment plan trackers per term 

 Assist with orientations and registrations for Adult Programs 

 In collaboration with Program Specialist, process drops for Adult Programs and maintain 

data with all names of students who dropped and reason for drop 

 Collect all payments (credit cards, checks and cash), keep accurate records and 

prepare payments for deposit 

 Process and monitor adult registration, payments and refunds 

 Assist Assistant Director of Adult Programs in preparation of various worksheets and 

financial reports 

 Work with Assistant Director of Adult Programs to track and monitor Adult Programs 

grants 

 Work with Assistant Director of Adult Programs to invoice and collect payments from 

employers, grants, DSP, DOR, CalWORKS, ETPL, Veteran Affairs, etc. 

 Track all expenditures for Adult Programs in collaboration with Business Office 

 Verify and correct budget coding and  budget availability through designated software 

database 

 Process bank deposits from fees collected and post in financial system 

 Reconcile bank statements and other deposit accounts 

 Prepare and submit reimbursement forms to Business Office for Assistant Director of Adult 

Programs and Adult Programs staff 

 Receive and process adult programs purchase requisitions, purchase orders and 

receiving in collaboration with business office  

 Order, maintain and monitor class supplies for all Adult Programs Process Adult Program 

contracts, MOU’s, W9’s, leases, insurance certificates and permits/licenses for approval 

 Establish contact and source out vendor bids, when needed; establish and maintain 

vendor files; maintain and process paperwork for vendors and contractors 

 Maintain fixed assets and reconcile inventory records for Adult Programs 

 Arrange for equipment repairs or service as necessary 

 Act as backup for Program Specialist as appropriate 

 Perform other duties as needed 
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JOB DESCRIPTION 

Administrative Support Specialist (Adult Programs) 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

9:30am-6:00pm  

Position Qualifications 

 

Knowledge: 

 QuickBooks journal entry, fixed asset reports and/or other spreadsheet programs 

 Advanced computer skills, specifically Microsoft Word, Excel, and online navigation 

 Bookkeeping and accounting principles 

 Calculating, posting and managing accounting figures and financial records 

 Perform mathematical computations quickly and accurately 

 Complex filing systems 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Close attention to detail; input data accurately 

 Comfortable dealing with numbers and processing financial information 

 Accurately record and count money 

 Comfortable with public speaking 

 Efficient time management 

 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 College courses in accounting preferred 

 Accounting or business degree preferred 

 

Experience:  

 Previous cash handling experience 

 Previous accounting and/or bookkeeping experience 

 Experience working with an online payment system desired 

 Previous administrative support experience desired 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 
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JOB DESCRIPTION 

Administrative Support Specialist (Adult Programs) 

Salary Schedule 

Placement:  
AE3 Annual Benefits: 

$11,621.16 

($968.43/month) 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 

 
 
 
 
 
  

136



 
 
 

JOB DESCRIPTION 

Attendance Specialist 

 

Mission Statement:  The mission of the Eden Area Regional Occupational Program is to prepare high school and 
adult students for further education as well as to instill skills, workplace attitudes and knowledge that will enable 
them to compete successfully in a diverse, technologically advanced, and ever‐changing economy. 
Job Title:  Attendance Specialist Reports to:  Business Manager

Job Purpose: 

Perform as liaison with school sites and instructors as required to obtain attendance data; analyze and key data 
and process all attendance reports; prepare submissions. 
 
Duties and Responsibilities: 
 

 Coordinate attendance with numerous staff of the JPA 
 Receive and verify all attendance data 
 Monitor and update apprenticeship data 
 Provide off grounds passes to students 
 Compile and enter complete, accurate and timely attendance data into software program 
 Train, furnish work direction, and participate in the evaluation of the Attendance Clerk 
 Compile and maintain complete, accurate and timely emergency information on students 
 Compile and prepare a variety of complete, accurate and timely attendance statistics and reports as 

needed 
 Prepare complete, accurate and timely staff mandated records and reports 
 Respond accurately to all questions pertaining to attendance accounting procedures, processes and 

reporting 
 Gather attendance documents from off‐site instruction, such as apprenticeship programs 
 Maintain data base information for PBA, and special programs 
 Set up and maintain general files and specialized attendance files 
 Call parents as necessary regarding excused absences  
 Cross train Attendance Clerk in all duties and responsibilities 
 Prepare letters of verification of attendance upon request  
 Assist with sophomore tours 
 Perform other duties as assigned   

Job Location:  Eden Area ROP Department: Business Services 

Employment Type:  Full‐time  Employment 
Category: 

Classified 

Work Year:  
12 month (260 work days)
*15 paid holidays  Days/Hours:  

Monday‐Friday 
7:30am‐4:00 pm 

Salary Schedule 
Placement:  

D  Annual Salary: 
$35,433 
*Additional 5% stipend  for 
confidential responsibilities  

Annual Benefits:  $8,452.08 ($704.34/month) 
*Mandatory Vision & Dental deducted 

Governing 
Board Approved 

June 4, 2009 

Skills: 

Knowledge of: 
 
Computers, calculators, software that incorporates attendance accounting and data base management, e‐mail, 
Internet access and spreadsheets. 
 
Abilities: 
 
Perform interpretation of raw data; correct and accurately resolve discrepancies; interpret and apply complex 
federal, state and educational regulations related to attendance accounting; maintain files and records; input data 
accurately; communicate clearly in oral and written form; work with a minimum of supervision; operate and utilize 
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JOB DESCRIPTION 

Attendance Specialist 

 

business machines to improve efficiency and effectiveness; exercise software packages which improve efficiency 
and product appearance; project professional, helpful and friendly assistance to staff, parents and students. 
 
Training and Experience:   
 
Work experience in business/ business administration.  Completion of Associate Arts degree in Business 
Administration and two years desired. 

Education:  
Equivalent of the completion of 
high school 

Additional 
Requirements: 

 Basic Drivers License 
 Basic Skills Test  

Terms of Employment : 
Year to year based on successful annual evaluation.
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JOB DESCRIPTION 

Attendance Specialist 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Attendance Specialist Reports to:  
Assistant Director of Off-

Site Programs 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose:   

Perform as the liaison with school sites and instructors as required to obtain attendance data; 

analyze and key data and process all attendance reports; prepare submissions. 
 

Duties and Responsibilities: 

 

 Coordinate attendance with numerous staff of the JPA 

 Import and maintain off site attendance (drops, enrollment, grades and graduation list) 

 Receive and verify all attendance data 

 Compile and enter complete, accurate and timely attendance data into software 

program 

 Compile and maintain complete, accurate and timely emergency information on 

students 

 Compile and prepare a variety of complete, accurate and timely attendance statistics 

and reports as needed 

 Print and scan enrollment bubble sheets for registration; ensure students are enrolled in 

correct class and section 

 Maintain class rosters 

 Create courses, classes and sections 

 Input and maintain school calendars, bell schedules, school sites, new staff and teachers 

 Collect and distribute grades on site and off site; print and scan grades 

 Print and collect H reports; maintain weekly ADA spreadsheet 

 Print and scan C101 reports 

 Perform queries and run miscellaneous reports as needed 

 Prepare complete, accurate and timely staff mandated records 

 Prepare P1, P2 and annual reports 

 Respond accurately to all questions pertaining to attendance accounting procedures, 

processes and reporting 

 Gather attendance documents from off-site instruction, such as apprenticeship 

programs 

 Print and scan WASC surveys 

 Maintain data base information for special programs 

 Assist with CALPADs changes 

 Report apprenticeship attendance to the state 

 Train new teachers how to use attendance system and input attendance 

 Set up and maintain general files and specialized attendance files 

 Provide off grounds passes to students 

 Call parents as necessary regarding excused absences  

 Train and oversee Office Support Specialist while completing attendance responsibilities 

 Prepare letters of verification of attendance upon request  

 Order forms and supplies as needed 

 Assist with sophomore tours 

 Perform other duties as assigned   

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  12 month (260 work days) Days/Hours:  Monday-Friday 
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JOB DESCRIPTION 

Attendance Specialist 

*15 paid holidays  7:30am-4:00pm 

Position Qualifications 

 

Knowledge: 

 Advanced computer skills, specifically Microsoft Word, Excel, PowerPoint, and online 

navigation 

 Strong documentation skills 

 Complex filing systems 

 Attendance system 

 Telephone etiquette 

 Basic math 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Flexibility  

 Efficient time management 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Two years college desired 

 

Experience:  

 At least 2 years’ experience working in an attendance office 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
D 
5% Confidential Stipend 

Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Career Counselor 

EAROP MISSION STATEMENT 

The mission of the Eden Area Regional Occupational Program is to prepare students for careers and further 
education as well as to instill workplace skills and ethics that enable them to compete successfully in the 

economy of today and the future. 
 

Job Title:  Career Counselor Reports to:  Director  

Job Purpose: 

Under the direct supervision of the Director, serve as a resource to students, staff and parents by monitoring, 
implementing and providing support services to those students experiencing difficulties that may interfere with 
being successful in programs offered by the Eden Area ROP. 
 

 Act as an advisor to staff regarding student issues 
 Act as a liaison with home school counselors or other school personnel regarding student issues and 

necessary support 
 Support students by advising them in exploring career guidance and/or college options 
 Ensure that students understand options in all facets of career pathways 
 Provide referrals for families and students to appropriate community agencies 
 Provide support to students so that they understand the value of their enrollment and attendance in the 

ROP program 
 Provide promotion of the programs by participating in student tours, classroom and community 

presentations 
 Provide staff with skills that are necessary to support the unique needs of their students 
 Advise students so that they take responsibility for themselves in making appropriate career choices 
 Assist students in clarifying and understanding appropriate classroom behavior 
 Assist students in applying for grants and scholarships 
 Schedule speakers to student groups in exploring post‐secondary options such as apprenticeships (as 

appropriate) 
 Assist with the development and writing of appropriate grants 
 Provide support and monitoring of students’ IEP’s 
 Assist with the supervision of students 
 Act as a substitute instructor when necessary 

 
Job Location:  Hayward Center Department: Educational Services

Employment Type:  Full Time  Employment 
Category: 

Certificated 

Work Year:   10 month (183 work days)  Days/Hours:  
Monday‐Friday 
8:00am‐4:00pm 

Salary Schedule 
Placement:  

Salary Placement Based on 
Education and Experience  Annual Salary:  $64,203‐‐$90,811 

Annual Benefits:  $3000 Annually  
*Mandatory Vision & Dental deducted 

Governing 
Board Approved 

October 25, 2005 
 

Skills: 

Abilities: 
 

 Work well and collaboratively with a wide range of high school students 
 Demonstrate interest in professional growth 
 Maintain a positive working relationship with law enforcement groups and courts 
 Develop and maintain records of competency level and attendance for each student 
 Use poise, tact, good judgment, and work effectively with district personnel, community 
         representatives, and students   
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JOB DESCRIPTION 

Career Counselor 

 Communicate with parents, counselors and administrators as needed
 Performs other job related duties as required 

 
Knowledge of: 
 
California Codes (Education, Welfare, Instructions, Labor, Penal, etc.) as they relate to the welfare of students and     
to the practices and procedures of pupil services; and the physical, intellectual, social, and emotional growth      
patterns of students.		

 
Training and Experience:   

 
 Valid California Driver License & private transportation required 
 Possess a valid California Pupil Personnel Services Credential 
 Possess or qualify for a California teaching credential (desired) 

 

Education:  
 Bachelor of Arts or 

Science degree  
Additional 
Requirements: 

 Basic Driver’s License 
 California Pupil 

Personnel Services 
Credential 

Terms of Employment : 
Placement on the Eden Area ROP certificated salary schedule or hourly as required.  Year to year based on 
conditions listed in the “Offer of Certificated Employment”.   
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JOB DESCRIPTION 

Career Counselor 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Career Counselor Reports to:  Director 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose: 

Serve as a resource to students, staff and parents by monitoring, implementing and providing 

support services to those students experiencing difficulties that may interfere with being 

successful in programs offered by the Eden Area ROP 

 

Duties and Responsibilities: 

 Act as an advisor to staff regarding student issues 

 Act as a liaison with home school counselors or other school personnel regarding student 

issues and necessary support 

 Responsible for enrollment, the ADD/DROP process and program changes of high school 

students at the Hayward Center 

 Maintain ongoing awareness of and involvement in issues regarding scheduling, grades 

and student retention 

 Support students by advising them in exploring career guidance and/or college options 

 Ensure that students understand options in all facets of career pathways 

 Provide referrals for families and students to appropriate community agencies 

 Provide support to students so that they understand the value of their enrollment and 

attendance in the ROP program 

 Provide promotion of the programs by participating in student tours, classroom and 

community presentations 

 Plan and implement effective tours for counselors and participating school teachers to 

the Hayward Center 

 Act as advisor to ambassador program 

 Provide staff with skills that are necessary to support the unique needs of their students 

 Advise students so that they take responsibility for themselves in making appropriate 

career choices 

 Responsible for Student of the Month and Student of the Year monthly and annual duties 

 Assist students in clarifying and understanding appropriate classroom behavior 

 Assist students in applying for grants and scholarships 

 Schedule speakers to student groups in exploring post-secondary options such as 

apprenticeships (as appropriate) 

 Provide support and monitoring of students’ IEP’s 

 Assist with the supervision of students 

 Perform other duties as needed 

Employment Type: Full Time 
Employment 

Category: 
Certificated 

Work Year:  

10 month (183 work days) 

Additional days on 

separate calendar  

Days/Hours:  
Monday-Friday 

7:30am-4:00pm 

Position Qualifications 

Knowledge: 

 California Codes (Education, Welfare, Instructions, Labor, Penal, etc.) as they relate to 

the welfare of students, the practices and procedures of pupil services, and the physical, 

intellectual, social, and emotional growth patterns of students 

 Proficient Microsoft Word, Excel, PowerPoint and online navigation 
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JOB DESCRIPTION 

Career Counselor 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing with co-workers, 

students, counselors, administrators, parents and/or the community  

 Skilled at multi-tasking 

 Able to deal effectively with crises and a wide range of issues and personalities 

 Efficient time management 

 Work well and collaboratively with a wide range of high school students 

 Demonstrate interest in professional growth 

 Maintain a positive working relationship with law enforcement groups and courts 

 Develop and maintain records of competency level and attendance for each student 

 Use poise, tact, discretion and good judgment  
 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Bachelor’s degree 

 

Experience:  

 Previous counseling experience desired 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 California Pupil Personnel Services Credential 

 California Teaching Credential preferred 

 

Additional Requirements: 

N/A 

 

Salary Schedule 

Placement:  

Salary Placement 

Based on Education 

and Experience 

Annual Benefits: 

$5,500 ($550/month) 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

 
 
TITLE:   Secretary  
 
REPORTS TO:  Director  
 
DESCRIPTION/DEFINITION:  Under the direct supervision of the Director, provides 
secretarial support for the instruction and business departments. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 
Performs secretarial duties, which include but may not be limited to: 
 
 Prepares and maintains logs and records of student discipline activities 
 Assists with attendance/enrollment reports 
 Prepares and processes correspondence including as parent notifications, student 

improvement contracts, suspension notices, site agreements, Co-op/Community 
Classroom Visitation/placement logs 

 Maintains under-16-year-old waivers and assists with creating reports and 
confirmations 

 Assists with compiling off-site compliance data and developing reports and 
compiling statistics 

 Answers phones inquiries and disseminates information regarding ROP programs 
 Provides payroll and clerical assistance to programs as needed 
 Supports Business, Personnel and Attendance departments  
 Assists in verifying attendance data 
 Assists in compiling and entering attendance data into software program 
 Assists in compiling and preparing a variety of attendance statistics and reports 
 Cross train with Attendance Specialist in all duties and responsibilities 
 Supports Attendance Specialist as necessary 
 Assists with sophomore tours 
 Perform other duties as assigned   

   

 
 
 

145



Secretary– continued 
 
QUALIFICATIONS:   
 
Knowledge of:  ROP operations, policies and objectives; modern office practices and 
procedures; oral and written communication skills; computer operations and various 
software; and interpersonal relations skills. 
 
Ability to:  Work independently; understand and follow oral directions; compose letters, 
memos or other communications; operate a computer using various software; operate 
various office machines; maintain a variety of filing systems; meet schedules and time 
lines; work confidentially; communicate effectively both orally and in writing; 
 
Training and Experience:  High school diploma or equivalency required; pass pre-
employment basic skills test; two years of business office related experience Two years 
related college or vocational education desired. 
 

 

TERMS OF EMPLOYMENT:  Step D on the Eden Area ROP salary schedule.  Year 
to year based on successful annual evaluation. 
 
 
 
 

Approved by Eden Area ROP Governing Board– June 3, 2010 
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JOB DESCRIPTION 

Director’s Secretary 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Director’s Secretary Reports to:  Director 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose:   

Perform a variety of clerical and support duties for on-site instructors and the educational 

services department.  Primary support for Director. 

 

Duties and Responsibilities: 

 Provide wide range of complex office administration and support to the Director  

 Manage Director’s calendar and schedule meetings, appointments and travel 

arrangements 

 Answer phone inquiries and emails, and disseminate information regarding ROP  

programs 

 Receive and direct incoming calls 

 Prepare and maintain logs and records of student discipline activities 

 Assist with attendance/enrollment reports 

 Prepare and process correspondence including as parent notifications, student 

improvement contracts, suspension notices, site agreements, Co-op/Community 

Classroom Visitation/placement logs 

 Prepare student handbook 

 Prepare materials for CTSO’s 

 Prepare donation acceptance letters and maintain donation file 

 Maintain and updates Educational Department records, forms and supplies 

 Maintain Master Calendar and Meetings Calendar 

 Arranges for copying/printing for the Educational Department and instructors 

 Schedule meetings and workshops for the department and staff 

 Prepare Certificates of Completion for ROP students 

 Prepare Certificates of Appreciation for Businesses who support ROP students and 

programs 

 Maintain first aid equipment for instructors and distributes first aid supplies to students as 

needed 

 Arrange for substitute instructors as required 

 Maintain accurate data of substitute service for payroll  

 Accept staff calls or messages for illness/absence 

 Maintain accurate staff attendance data  

 Assist with sophomore tours  

 Perform other duties as assigned   

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:00am-3:30pm 

Position Qualifications 

Knowledge: 

 Proficient Microsoft Word, Excel, PowerPoint and online navigation 

 General school office/ professional environment rules and principles 

 Correct English grammar, punctuation, spelling, and proofreading 

 Record keeping and complex filing systems 
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JOB DESCRIPTION 

Director’s Secretary 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Work confidentially 

 Communicate effectively and professionally both verbally and in writing 

 Skilled at multi-tasking 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Two years college desired 

 

Experience:  

 One year administrative support experience 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
D 
5% confidential stipend 

Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Classroom Instructional Assistant  

EAROP MISSION STATEMENT 

The mission of the Eden Area Regional Occupational Program is to prepare students for careers and further 
education as well as to instill workplace skills and ethics that enable them to compete successfully in the 

economy of today and the future. 
 

Job Title:  Classroom Instructional Assistant Reports to:  Director  

Job Purpose: 

Under direct supervision of the Instructor, assist the teacher to achieve teaching objectives by working with individual 
students or small groups. 
 
Duties and Responsibilities: 
 

 Assist students with academic and career technical skills 
 Observe and report the behavior of students according to approved procedures 
 Assist in maintaining order in classroom 
 Report progress to instructor 
 Operate audio‐visual equipment, computer and other related equipment used in the instructional 

program 
 Assist with preparation of instructional and testing materials 
 Assist in scoring of tests and papers 
 Maintain accurate and current clerical records for attendance and payroll purposes 
 Assist with sophomore tours 
 Perform other duties as assigned   

Job Location:  Hayward Center Department: Educational Services

Employment Type:  Part‐time  Employment 
Category: 

Classified 

Work Year:   TBD  Days/Hours:  TBD 
Salary Schedule 
Placement:  

L  Hourly Rate:  $10.00 

Benefits:  None 
Governing 
Board Approved 

April 5, 2001 
 

Skills:   

Abilities: 
 

 Work with individual students or small groups of students to reinforce learning of material of skills initially 
introduced by the teacher.  

 Assist the teacher in instruction, devising special strategies for reinforcing material or skills based on a 
sympathetic understanding of individual students, their needs, interests, and abilities.   

 Operate and care for equipment used in the classroom for instructional purposes.   
 Assist students’ mastery of equipment or instructional materials assigned by the teacher.   
 Assist with the supervision of students during class, job training and scheduled breaks.   
 Check and record student attendance and skill competencies.   
 Exceptional customer service orientation. 
 Alert the teacher to any problem or special information about an individual student.   
 Serve as the chief source of information and help to substitute teacher assigned in the absence of the regular 

teacher.   
 Observe and report behavior of students according to approved procedures.   
 Assist in providing instruction to small groups of students in community settings under the direction of the 

instructor.   
 Demonstrate sound judgment in daily operation of the program. 
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JOB DESCRIPTION 

Classroom Instructional Assistant  

 
Knowledge of: 
 

 Experience with desktop operating systems including Microsoft Windows 
 Good understanding of the organization’s goals and objectives 
 Exceptional written and oral communication skills 
 Exceptional interpersonal skills, with a focus on rapport‐building, listening and questioning skills 
 Strong documentation skills 
 
Training and Experience:   
 

 Experience in an education classroom setting preferable  
 

Education:  
 High School Diploma or 

Equivalent 
Additional 
Requirements: 

 Basic Driver’s License 
 Private Transportation 

Terms of Employment : 
Year to year based on successful annual evaluation.
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JOB DESCRIPTION 

Instructional Assistant (Dental) 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Instructional Assistant 

(Dental) 
Reports to:  Director 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose: 

Perform as an assistant to the instructor to achieve teaching objectives by working with 

individual students or small groups. 
 

Duties and Responsibilities: 

 Assist students with academic and career technical skills 

 Observe and report the behavior of students according to approved procedures 

 Assist in maintaining order in classroom 

 Report progress to instructor 

 Operate audio-visual equipment, computer and other related equipment used in the 

instructional program 

 Assist with preparation of instructional and testing materials 

 Assist in scoring of tests and papers 

 Maintain accurate and current clerical records for attendance and payroll purposes 

 Input daily attendance and H-Reports 

 Supervise student arrival and dismissal 

 Assist with sophomore tours 

 Perform other duties as assigned   
 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
10 month (183 work days) 

*10 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm  

Position Qualifications 

Knowledge: 

 Microsoft Word, Excel, PowerPoint and online navigation programs 

 

Abilities: 

 Work well with students, confidentially and with discretion 

 Communicate and cooperate with supervisors and coworkers 

 Communicate clearly both orally and in writing 

 Supervise students  

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 
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JOB DESCRIPTION 

Instructional Assistant (Dental) 

 

Experience:  

 Experience working with high school students desired  

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
F1 Annual Benefits: 

$11,621.16 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 
 
 
TITLE:   Instructional Assistant/Classroom – Merchandising 

  

REPORTS TO:      Program Instructor 
 

DESCRIPTION/DEFINITION:     Under direct supervision, assist the teacher to 

achieve teaching objectives by working with individual students or small groups with 
disabilities. 
 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 
Performs Instructional Assistant duties, which include but may not be limited to: 
 
 Assist students with academic and vocational skills 
 Observe and report the behavior of students according to approved procedures 
 Report progress to instructor 
 Assist in maintaining order in classroom 
 Operates audio-visual equipment, computer and other related equipment used in 

the instructional program 
 Assist with preparation of instructional and testing materials 
 Assist in scoring of tests and papers 
 Maintains accurate and current clerical records for attendance and payroll purposes 
 Perform other duties as assigned   

   

 

QUALIFICATIONS:   
 

Ability to:  Work with individual students or small groups of students with disabilities to 
reinforce learning of material of skills initially introduced by the teacher. Assist the teacher 
in instruction, devising special strategies for reinforcing material or skills based on a 
sympathetic understanding of individual students, their needs, interests, and abilities.  
Operate and care for equipment used in the classroom for instructional purposes.  Assist 
students mastery of equipment or instructional materials assigned by the teacher.  Assist 
with the supervision of students during class, job training and scheduled breaks.  Check 
and record student attendance and skill competencies.   
 

Alert the teacher to any problem or special information about an individual student.  Serve 
as the chief source of information and help to substitute teacher assigned in the absence 
of the regular teacher.  Observe and report behavior of students according to approved  
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Instructional Assistant/Classroom – Merchandising (continued) 
 
 
procedures.  Assist in providing instruction to small groups of students in community 
settings under the direction of the instructor.  Demonstrate sound judgment in daily 
operation of the program. 
 
Training and Experience:  High School diploma or equivalent.  Pass pre-employment basic 
skills test.  Experience in a special education classroom setting preferable. 
 

 

TERMS OF EMPLOYMENT:  Step H on the Eden Area ROP Salary Schedule.  Year 

to year based on successful annual evaluation. 
 

Approved by Eden Area ROP Governing Board - April 5, 2001 
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JOB DESCRIPTION 

Instructional Assistant (Special Education) 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Instructional Assistant 

(Special Education) 
Reports to:  Director 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose: 

Perform as an assistant to the instructor to achieve teaching objectives by working with 

individual students or small groups with disabilities. 

 

Duties and Responsibilities: 

 Assist students with academic and career technical skills 

 Observe and report the behavior of students according to approved procedures 

 Assist in maintaining order in classroom 

 Report progress to instructor 

 Operate audio-visual equipment, computer and other related equipment used in the 

instructional program 

 Assist with preparation of instructional and testing materials 

 Assist in scoring of tests and papers 

 Maintain accurate and current clerical records for attendance and payroll purposes 

 Assist students with disabilities with academic and career technical skills 

 Assist instructor in the determination of type and level of jobs most suitable for students; 

make referrals to employers; monitor placements for success in job performances 

 Maintain and update all special education student files with current Individualized 

Education Plans (IEP’s) and accommodations and verifies appropriate placement in ROP 

classes  

 Observe and report the behavior of students according to approved procedures 

 Set up job sites as necessary 

 Visit job sites and interview employers to obtain information about job openings and job 

requirements 

 Perform student visits on jobsites and complete evaluation/rubric 

 Maintain files of job applications, available jobs, and other designated information 

 Answers questions in person or on the telephone from job applicants and employers about 

the program, procedures and actions taken 

 Communicate regularly with ROP teachers and Special Education staff at the high 

schools to ensure that they are aware of all accommodations that should be made in 

classes for Special Education students   

 Assist with the collection and entering of grant data 

 Interview, collect and input IEP student data into a CDE database 

 File and keep confidential IEP information locked in storage file 

 Call students for follow-up info and input into CDE database 

 Type purchase order requests and follow up with accounts receivable  

 Assist with sophomore tours 

 Perform other duties as assigned   

Employment Type: Part Time 
Employment 

Category: 
Classified 

Work Year:  
10 month (183 work days) 

*10 paid holidays  
Days/Hours:  

Monday-Friday 

12:00pm-4:00pm  

Position Qualifications 

Knowledge: 

 Microsoft Word, Excel, PowerPoint and online navigation programs 

 Complex filing systems 
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JOB DESCRIPTION 

Instructional Assistant (Special Education) 

 

Abilities: 

 Work with individual students or small groups of students with disabilities to reinforce 

learning of material of skills initially introduced by the teacher 
 Assist the teacher in instruction, devising special strategies for reinforcing material or skills 

based on a sympathetic understanding of individual students, their needs, interests, and 

abilities 

 Operate and care for equipment used in the classroom for instructional purposes 

 Assist students’ mastery of equipment or instructional materials assigned by the teacher   

 Assist with the supervision of students during class, job training and scheduled breaks   

 Check and record student attendance and skill competencies 

 Exceptional customer service orientation 

 Alert the teacher to any problem or special information about an individual student.   

 Serve as the chief source of information and help to substitute teacher assigned in the 

absence of the regular teacher 

 Observe and report behavior of students according to approved procedures 

 Assist in providing instruction to small groups of students in community settings under the 

direction of the instructor 

 Exceptional interpersonal skills, with a focus on rapport-building, listening and questioning 

skills 

 Strong documentation skills 

 Demonstrate sound judgment in daily operation of the program 

 Communicate effectively and professionally both verbally and in writing 

 Work well with students, confidentially and with discretion 

 Communicate and cooperate with supervisors and coworkers 

 Communicate clearly both orally and in writing 

 Supervise students  

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 

Experience:  

 Previous school experience 

 Experience in a special education classroom setting preferable  

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
F1 Annual Benefits: 

Pro-Rated based on 

hours (1.0 FTE = 

$11,621.16)  
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JOB DESCRIPTION 

Instructional Assistant (Special Education) 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

 

 
TITLE:  Instructional Assistant (Student Store)  
 

REPORTS TO: Program Instructors 
 

DESCRIPTION/DEFINITION:  Under the direct supervision of instructors, manages the 
student store, providing job skills and workplace knowledge.  Provides assistance to teachers 
and students relating to computer applications, telecommunications, and business technology 
and office skills in the Computer Business Technology class. 
 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 

Performs Instructional Assistant functions, which include but may not be limited to: 
 Supervise and schedule students in the student store 
 Assist with inventory of supplies 
 Verify and deposit cash daily 
 Evaluate student performance  
 Ensure daily transactions are recorded and posted daily to Excel and Quicken 
 Supports Security 
 Supports other ROP departments as necessary   
 Assists with sophomore tours 
 Perform other duties as assigned   

   
 

QUALIFICATIONS:   
 

Knowledge of:  Microsoft Office-Word, Excel, PowerPoint, ACCESS, Windows and Quicken. 
 

Ability to:  Work well with students, confidentially and with discretion.  Provide assistance in 
maintaining computer and keyboarding labs.  Provide assistance in software applications 
training.  Lift twenty pounds.  Communicate clearly both orally and in writing.  Prepare written 
reports.  Supervise students working in the student store.   
 

Training and Experience:  High School diploma or equivalency.  Pass pre-employment basic 
skills test.  Two years of business/office related experience or vocational education desirable. 
 

 

TERMS OF EMPLOYMENT:  Step H on the Eden Area ROP Salary Schedule.  Year to 
year based on successful annual evaluation.  
   

Approved by Eden Area ROP Governing Board - June 4, 2009 
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JOB DESCRIPTION 

Instructional Assistant (Student Store) 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Instructional Assistant 

(Student Store) 
Reports to:  Director 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose: 

Perform under indirect supervision of the Instructor to teach objectives by working with individual 

students or small groups. 
 

Duties and Responsibilities: 

 Assist students with academic and career technical skills 

 Observe and report the behavior of students according to approved procedures 

 Assist in maintaining order in classroom 

 Report progress to instructor 

 Operate audio-visual equipment, computer and other related equipment used in the 

instructional program 

 Assist with preparation of instructional and testing materials 

 Assist in scoring of tests and papers 

 Maintain accurate and current clerical records for attendance and payroll purposes 

 Supervise and schedule students in the student store 

 Perform inventory controls, oversee and evaluate stock rotation 

 Train store staff and instruct store staff on proper procedures 

 Receive, document and process orders 

 Order supplies and maintain stock 

 Keep a clean and safe working environment within and outside the store 

 Evaluate student performance  

 Ensure daily transactions are recorded and posted daily to Excel and Quicken 

 Follow quality service standards and comply with procedures, rules and regulations 

 Prepare fresh food daily to sell 

 Operate cash register, conduct cash transactions with customers 

and reconcile cash 

 Enter transactions into accounts receivable system, cash register or cash receipt 

journal/log 

 Count the cash and submit the cash & supporting documentation to the Business 

Department 

 Monitor cash receipting functions 

 Authorize various transactions, such as refunds, voids, and cash drawer reconciliations 

 Retrieve & count cash receipts from the business day 

 Store the cash in a secure location until it is deposited 

 Break down boxes and palettes 

 Assist with sophomore tours 

 Perform other duties as assigned   

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
10 month (183 work days) 

*10 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm  

Position Qualifications 

 

Knowledge: 

 Microsoft Word, Excel and online navigation programs 
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JOB DESCRIPTION 

Instructional Assistant (Student Store) 

 Perform mathematical computations quickly and accurately 

 Basic bookkeeping and accounting principles 

 

Abilities: 

 Work well with students, confidentially and with discretion 

 Communicate and cooperate with supervisors and coworkers 

 Communicate clearly both orally and in writing 

 Supervise students working in the student store  

 Exceptional customer service orientation 

 Demonstrate sound judgment in daily operation of the program 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 

Experience:  

 Previous cash handling experience 

 Experience working with high school students desired  

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
F1 Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Office Support Specialist 

 

Mission Statement:  The mission of the Eden Area Regional Occupational Program is to prepare students for 
careers and further education as well as to instill workplace skills and ethics that enable them to compete 
successfully in the economy of today and the future. 

Job Title:  Office Support Specialist Reports to:  Assistant Director of Off‐Site 
Programs 

Job Purpose: 

Provide administrative support to Assistant Director of Offsite Programs and certificated staff. 
 
Duties and Responsibilities: 

 Act as primary administrative support to Assistant Director of Off‐Site Programs 
 Assist with preparation of C101 reports 
 Act as articulation contact for off‐site and district contracted teachers 
 Act as articulation contact for on‐site teachers 
 Assist with compiling off‐site compliance data and developing reports and compiling statistics 
 Plan and coordinate various educational services activities such as CTE month, principals’ breakfast, 

counselors’ luncheon, student awards ceremonies 
 Organize students of the month to the Board 
 Organize monthly students of the month for each class 
 Assist with adult enrollment, registration and drops 
 Answer phones inquiries and disseminate information regarding Adult ROP programs 
 Give presentations about the Program to schools, public agencies and other organizations with interest in 

services and classes provided by the ROP  
 Update social media sites 
 Prepare quarterly newsletters 
 Answer phones inquiries and disseminate information regarding ROP programs 
 Assist with sophomore tours 
 Maintain under‐16‐year‐old waivers and assists with creating reports 
 Prepare and maintain list of students with medical conditions 
 Assist with WASC preparation 
 Act as back up for Director’s Secretary 
 Assist in verifying attendance data 
 Cross train with attendance department 
 Assist with attendance/enrollment reports 
 Provide support and back up Attendance Specialist 
 Prepare attendance verification letters  
 Perform other duties as assigned 

Job Location:  Eden Area ROP Department: Educational Services

Employment Type:  Full‐time  Employment 
Category: 

Classified 

Work Year:   11 months/ 223 days  Days/Hours:  
Monday‐Friday 
8:00 am‐4:30 pm 

Salary Schedule 
Placement:  

B2  Annual Salary:  $35,624‐$43,301 

Annual Benefits:  $11,621.16 ($968.43/month)  Governing 
Board Approved 

August 6, 2015 

Skills: 

Abilities: 

Communicate effectively verbally and in writing; interact positively and effectively with high school students and 
staff; organize promotional events and activities; perform in an independent, self‐directed manner and present a 
professional, positive representation of the ROP. 
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JOB DESCRIPTION 

Office Support Specialist 

 

Training and Experience:   
Possess effective advanced computer skills.   

Education:  
 Bachelor’s Degree 

preferred 
 

Additional 
Requirements: 

 Basic Driver License 
 Private Transportation 
 Basic Skills Test  

Terms of Employment : 
Year to year based on successful annual evaluation.
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JOB DESCRIPTION 

Office Support Specialist 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Office Support Specialist Reports to:  
Assistant Director of Off-

Site Programs 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose: 

Perform administrative support duties for the Assistant Director of Off-Site Programs and off-site 

certificated staff. 

 

Duties and Responsibilities: 

 Provide wide range of complex office administration and support to the Assistant 

Director of Off-Site Programs 

 Manage Assistant Director of Off-Site Programs’ calendar and schedule meetings, 

appointments and travel arrangements 

 Answer phone inquiries and emails, and disseminate information regarding ROP  

programs 

 Receive and direct incoming calls 

 Assist with preparation of C101 reports 

 Act as point of contact for all early college credit options provided 

 Assist with compiling off-site compliance data and developing reports and compiling 

statistics 

 Maintain Master Schedule  

 Maintain under-16-year-old waivers and assists with creating reports and confirmations 

 Plan and coordinate various educational services activities such as CTE month, 

principals’ breakfast, counselors’ luncheon, student awards ceremonies, etc. 

 Assist with students of the month activities 

 Assist with planning Student of the Year program 

 Prepare and maintain list of students with medical conditions and maintain emergency 

information 

 Assist with WASC preparation 

 Act as back up for Director’s Secretary 

 Assist in verifying attendance data 

 Assist with attendance/enrollment reports and filing of attendance records 

 Provide support and back up Attendance Specialist 

 Assist with sophomore tours 

 Perform other duties as assigned 

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
11 month (223 work days) 

*10 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm 

Position Qualifications 

Knowledge: 

 Proficient Microsoft Word, Excel, PowerPoint and online navigation 

 General school office/ professional environment rules and principles 

 Correct English grammar, punctuation, spelling, and proofreading 

 Record keeping and complex filing systems 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 
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JOB DESCRIPTION 

Office Support Specialist 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Efficient time management 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Bachelor’s degree preferred 

Experience:  

 2+ years administrative support experience 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
B2 Annual Benefits: 

$11,621.16 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Personnel Coordinator 

 

Mission Statement:  The mission of the Eden Area Regional Occupational Program is to prepare high school and 
adult students for further education as well as to instill skills, workplace attitudes and knowledge that will enable 
them to compete successfully in a diverse, technologically advanced, and ever‐changing economy. 
Job Title:  Personnel Coordinator Reports to:  Superintendent  
Job Purpose: 

Duties and Responsibilities: 
 

 Oversee  all Personnel functions 
 Maintain complete and accurate Personnel files, sick leave, and vacation records 
 Maintain Personnel/position control data base and enters monthly payroll information related to 

Personnel 
 Document and refine Personnel operating procedures and calendar 
 Prepare Personnel Actions for entry into database 
 Prepare advertisement and posting for vacancies 
 Coordinate applications, interview, and hiring process, including pre‐testing of classified staff 
 Prepare and update job descriptions for approval by Governing Board 
 Prepare and update personnel board policies, per Superintendent, for approval by Governing Board 
 Distribute job postings to educational/business community 
 Maintain TB files 
 Monitor applicant tracking 
 Process new hire documents; develop and provide orientation 
 Monitor employee evaluations and provide coaching for formal discipline procedures 
 Facilitate exit interviews 
  Coordinates and communicates employee benefits programs for new, active, terminated and retired 

employees of the District.  
 Orients new employees, informing them of their rights and responsibilities and ensures that all forms are 

complete.  
 Maintains, collects and verifies benefit forms (medical, dental, long term disability and bargaining unit 

enrollment) for accuracy and completeness; distributes copies to appropriate parties; interfaces with 
payroll staff to resolve payroll deduction issues.  

 Processes records for new employees; maintains both on‐line and hard copy records of employees benefit 
status.  

 Communicates and coordinates open enrollment activities annually.  
 Assists employees by providing information related to benefit concerns and questions; acts as liaison with 

insurance carriers to resolve problems.  
 Obtains rates from benefits plan carriers and prepares listings of benefit plan costs.  
 Operates, enters, maintains and retrieves employee data using a variety of standard computer 

applications and other office equipment.  
 Completes forms required to terminate employees, coordinates personal interview if necessary, advises 

employee of rights and benefits where appropriate; processes forms and distributes to the appropriate 
parties.  

 Prepares a periodic Board of Education listing of personal transactions.  
 Assists with other personnel functions, including preparing surveys and reports, providing factual 

information to staff and the public and supporting recruitment, selection and related personnel functions. 
 Provides a variety of general office support to the personnel function to which assigned.  
 Prepares a variety of reports and documents; including charts and graphs of survey information related to 

benefit comparisons with other districts.  
 Assists in providing staff support to the Insurance Committee, Personnel Commission and other 

appointed and elected staff as assigned. 
 Process COBRA information for exiting employees 
 Prepare annual teaching agreements and management contracts 
 Liaise for benefits, tax shelter annuities and professional growth 
 Monitor budget and purchase requisitions for Personnel & Administration departments 
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JOB DESCRIPTION 

Personnel Coordinator 

 

 Monitor credential status and TB database 
 Process EDD unemployment correspondence and records 
 Prepare Personnel Consent Calendar for Governing Board Agenda 
 Act as back‐up for substitute calling 
 Act as back‐up of Governing Board meeting‐preparation and minutes 
 Assist with sophomore tours 
 Perform other duties as assigned   

Job Location:  Eden Area ROP Department: Administration  

Employment Type:  Full‐time  Employment 
Category: 

Classified Exempt 

Work Year:  
12 month (260 work days)
*15 paid holidays  Days/Hours:  

Monday‐Friday 
7:30 am‐4:00 pm 

Salary Schedule 
Placement:  

A‐1  Annual Salary:  $66,456 

Annual Benefits: 
Benefit allowance Included in 
salary 

Governing 
Board Approved 

June 3, 2010 

Skills: 

Knowledge of : 
 
ROP operations, policies and objectives preferred, correct English usage, grammar, spelling, punctuation, and 
composition; excellent oral and written communication skills; current job‐related technology, Microsoft Word and 
Excel; and Personnel practices and procedures. 
 
 
 
Abilities: 
 
Proficiently operate standard office equipment, including personal computers; maintain complex filing systems 
which contain confidential or sensitive information; communicate effectively both orally and in written form; plan 
and organize workflow to meet schedules and timelines; work independently and confidentially.     
 
Training and Experience:   
 

Four years of increasingly responsible office experience, preferably including experience in a school district.   
BA/BS Degree or equivalent desired. 

Education:  
Equivalent of the completion of 
high school 

Additional 
Requirements: 

 Basic Drivers License 
 Basic Skills Test  

Terms of Employment : 
Year to year based on successful annual evaluation.
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JOB DESCRIPTION 

Personnel Coordinator 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Personnel Coordinator Reports to:  Superintendent 

Job Location: Hayward Center Department: Human Resources 

Position Overview 

Purpose:   

Perform day to day personnel functions, support all employee and provide ethical leadership in 

the operation of the human resources department in such a manner as to enhance the 

performance and morale of staff, as well as develop a culture that enables employees to 

perform in accordance with the organization mission and vision. 

 

Duties and Responsibilities: 

 Plan, direct and coordinate recruitment, initial screening, interviewing, selection and 

employment of certificated, classified, confidential, administrative, substitute and hourly 

employees 

 Audit and process new hire documentation, conduct comprehensive orientation to 

insure that new employees experience a positive and effectual transition  

 Establish and maintain complete and accurate personnel files, sick leave and vacation 

records 

 Document and refine personnel operating procedures and calendar 

 Protect confidentiality of records and information about staff, and use discretion when 

sharing any such information within legal confines 

 Maintain effective communication with all administrators in planning and anticipating 

certificated and classified personnel needs  

 Develop annual contracts and salary projections for all management, certificated and 

classified personnel 

 Monitor and track performance evaluations for certificated and classified employees, 

assist with remediation processes and work with appropriate personnel in the 

development/revision of evaluation procedures when needed 

 Process and coordinate formal employee disciplinary actions in accordance with 

Education Code requirements and board policies 

 Perform all personnel functions in database including, but not limited to, employee set 

up, positon control, account designation, retirement systems, benefits and leaves 

 Prepare Personnel Actions to track and document changes in personnel, budget and 

position control 

 Communicate with county payroll and business department with respect to position 

control and database setup for all staffing 

 Monitor, track and process substitute and hourly staff sick leave accrual according to AB 

1522 

 Provide retirement information to current and retired employees; process enrollment, 

separation and retirement paperwork; and liaise with the California State Teachers 

Retirement System and the California Public Employees Retirement System regarding 

staff 

 Conduct salary research, classification studies and other comparisons related to human 

resources for the Superintendent 

 Maintain and revise salary schedules as needed per Superintendent 

 Serve as a resource to Superintendent and administration in resolving staffing issues and 

concerns  

 Develop job descriptions for new staff positions and coordinate the periodic review and 

revision of existing job descriptions for approval by Governing Board 

 Counsel employees to resolve complaints, concerns and other matters relative to 

personnel management and work with administrators on difficult or sensitive personnel 

matters  
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JOB DESCRIPTION 

Personnel Coordinator 

 Manage the process for employee separation from the district, including conducting exit 

interviews, processing final check out forms and paperwork, reviewing COBRA options 

and insuring that employees have a complete understanding of their rights and 

responsibilities 

 Monitor credentials for new and existing employees to insure compliance with 

commission requirements and guidelines, process additional paperwork (waivers, 

referrals, applications, etc.) when needed 

 Monitor credentials for district contracted employees to insure compliance with 

commission requirements and guidelines, work with Assistant Director of Off-Site Programs 

to finalize Master Schedule  

 Recommend policy and administrative regulation adoptions and amendments deemed 

important to the attainment of the organization mission and vision 

 Prepare and update personnel board policies, per Superintendent, for approval by 

Governing Board 

 Prepare and disseminate documents and statements regarding matters impacting 

employees to ensure policy and procedural changes are communicated  

 Communicate with administrators, staff, service providers, public agencies, insurance 

companies, and other outside organizations to coordinate activities, resolve issues and 

conflicts and exchange information regarding employee benefits 

 Obtain rates from benefits plan carriers, prepare benefit comparisons and provide input 

and propose changes, as needed 

 Assist employees by providing information related to benefit concerns and questions; 

acts as liaison with insurance carriers and third party administrators to resolve problems  

 Coordinate open enrollment activities annually and process coordinating paperwork for 

county and internal payroll departments,  section 125 plan, tax shelter annuities and 

other optional benefit providers 

 Maintain, collect and verify benefit forms (medical, dental, long term disability and 

bargaining unit enrollment) for accuracy and completeness; distribute copies to 

appropriate parties; interface with payroll staff to resolve payroll deduction issues 

 Plan and administer Workers’ Compensation program in conjunction with Executive 

Assistant to insure compliance 

 Work with Executive Assistant to process State Disability and Employment Development 

forms and documentation 

 Maintain communication with the Executive Assistant to keep the Human Resources 

section of the district website updated 

 Prepare in an accurate and timely manner state and federal documentation and 

reports for the purpose of compliance 

 Prepare documents periodically for auditing purposes 

 Process employment verifications and certification of experience for current and past 

employees 

 Distribute and process intent to return forms and mandated paperwork annually 

 Monitor, maintain and track tuberculosis clearances for staff according to state 

regulations 

 Monitor live scan processing and results for new and existing employees to maintain 

compliance with California Education Code policies and Department of Justice 

regulations 

 Prepare Personnel Consent Calendar for Governing Board Agenda 

 Organize and implement employee recognition programs 

 Attend professional growth opportunities for the purpose of keeping current on human 

resource knowledge with changing laws and regulations 

 Monitor budget and purchase requisitions for personnel department; order supplies 

 Act as back-up of Governing Board meeting-preparation and minutes 

 Perform other duties as assigned   

Employment Type: Full Time 
Employment 

Category: 
Classified Exempt 
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JOB DESCRIPTION 

Personnel Coordinator 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm 

Position Qualifications 

Knowledge: 

 General school office/professional environment rules and principles 

 Correct English grammar, punctuation, spelling and proofreading 

 Record keeping and complex filing systems 

 Advanced computer skills, specifically Microsoft Word, Excel, PowerPoint, Adobe 

Professional and online navigation 

 Confidentiality requirements and ethical guidelines for local, state and federal laws and 

policies 

 Knowledge of applicable Federal, state and local laws, regulations, and emerging 

practices pertaining to human resources  

 

Abilities: 

 Effectively coordinate a variety of difficult, technical administrative functions at a level 

requiring extensive independent decision-making within established rules, policies and 

procedures.   

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Extremely organized, efficient time management, task prioritization and record keeping 

 Recognize areas of concern relating to human resource issues and propose appropriate 

solutions 

 Promote team building and shared responsibilities among staff 

 Exemplary skills in written and oral language with the ability to communicate respectfully, 

clearly and concisely by telephone, in person, and in written form; strong documentation 

skills 

 Interpret and apply complex laws regulations and policies 

 Strong analytical skills with the ability to collect, organize, analyze and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Leadership skills 

 Efficient time management 

 Understand systems and how they work together 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Bachelor’s degree in human resources or related field of study 

 

Experience:  

 At least 3 years of experience in the human resource field 

 Experience public education preferred 
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JOB DESCRIPTION 

Personnel Coordinator 

Certifications/Credentials: 

 Personnel Academy completion or equivalent 

 Basic Driver License 

 

Additional Requirements: 

N/A 

Salary Schedule 

Placement:  
A-2 Annual Benefits: 

$5,500 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Technology Coordinator 

EAROP MISSION STATEMENT 

The mission of the Eden Area Regional Occupational Program is to prepare students for careers and further 
education as well as to instill workplace skills and ethics that enable them to compete successfully in the 

economy of today and the future. 
 

Job Title:  Technology Coordinator Reports to:  Business Manager

Job Purpose: 

Duties and Responsibilities: 
 

 Assist staff through a series of actions, either face to face or over the telephone to help set up systems or 
resolve issues. 

 Replace parts as required. 
 Set up new users' accounts and profiles and address password issues. 
 Work continuously on a task until completion (or refer to third parties, if appropriate). 
 Prioritize and manage multiple open cases at one time. 
 Install, administer and maintain systems and servers related to district LAN and WAN (e.g. email systems, 

accounts, print queue, workstation ID, IP assignments, computer labs, classroom computers, VOIP, security, 
antivirus, spyware, etc.) for the purpose of ensuring availability of services to authorized users. 

 Prepare written materials (e.g. procedures, system level documentation, reports, memos, letters, budgets, 
etc.) for the purpose of documenting activities, providing written reference, and/or conveying information. 

 Recommend equipment, supplies and materials (e.g. purchase equipment, lease equipment, etc.) for the 
purpose of acquiring required items and completing jobs efficiently. 

 Recommend policies, procedures and/or actions for the purpose of providing direction for meeting the 
district’s goals and objectives. 

 Respond to inquiries from a variety of sources (e.g. staff, administrators, school site personnel, outside 
vendors and service providers, etc.) for the purpose of providing technical assistance and support. 

 Train other staff (primarily within the technology area) for the purpose of ensuring their ability to use new 
and/or existing operating systems and application software. 

 Analyze and resolve system problems to ensure continuous system operations required for scheduled data 
processing functions. 

 Install and configure workstations and various peripherals; install software applications. 
 Disconnect, move reconnect and test computers reassigned to new locations. 
 Maintain a schedule of events such as upgrades, planned outages, and other service impacting events. 
 Perform and manage system backups and recovery. 
 Uphold and enforce the set security and procedural policies and practices of the district. 
 Assist in the development, implementation, modification and evaluation of technology plan. 
 Prepare and maintain records related to passwords, licenses, work orders and other computer‐related 

matters. 
 Create scripts and applications to support the smooth operation of various services. 
 Update and maintain ROP webpage and any other relevant media forums. 
 Assume related responsibilities and preform work as required. 
 

Job Location:  Hayward Center Department: Business Services  

Employment Type:  Full‐time  Employment 
Category: 

Classified Exempt 

Work Year:   12 month (260 work days)  Days/Hours:  
Monday‐Friday 
7:30 am‐4:00 pm 

Salary Schedule 
Placement:  

A‐2  Annual Salary:  $63,258‐$78,566 

Annual Benefits:  Included in Salary 
*Mandatory Vision & Dental deducted 

Governing 
Board Approved 

May 1, 2014 
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JOB DESCRIPTION 

Technology Coordinator 

Skills: 

Abilities: 
 

 Ability to conduct research into a wide range of computing issues as required. 
 Ability to absorb and retain information quickly. 
 Ability to present ideas in a user‐friendly language. 
 Highly self‐motivated and directed 
 Keen attention to detail. 
 Proven analytical and problem‐solving skills. 
 Ability to effectively prioritize and execute tasks in a high‐pressure environment. 
 Exceptional customer service orientation. 
 Experience working in a team‐oriented, collaborative environment. 

 
Knowledge of: 
 

 Defining and analyzing issues and solutions. 
 Specific knowledge‐based competencies required to satisfactorily perform the functions of the job which 

include: current, legacy and emerging operating systems; environments and network protocols; router 
configurations; inter/internet applications; data security; and project management, processes and 
methodology. 

 Installation, functions, configuration and capabilities of personal computer and network operating systems 
 Basic computer hardware 
 Experience with desktop operating systems including Windows 7 and MAC OS X and network systems 

including VM1 environment and Windows Domain servers 
 Extensive application support experience 
 Working knowledge of a range of diagnostic utilities 
 Good understanding of the organization’s goals and objectives 
 Exceptional written and oral communication skills 
 Exceptional interpersonal skills, with a focus on rapport‐building, listening and questioning skills 
 Strong documentation skills 
 
Training and Experience:   
 

 At least 3 years of experience that is directly related to the duties and responsibilities specified. 
 

Education:  

 Bachelor’s degree 
preferred 

 
 
 
 

Additional 
Requirements: 

 Basic Driver’s License 
 

 The usual and 
customary methods of 
preforming the job’s 
functions require the 
following physical 
demands: occasional 
lifting, carrying, 
pushing, pulling, 
stooping, kneeling, 
crouching, crawling 
and fine finger 
dexterity. 

Terms of Employment : 
Year to year based on successful annual evaluation.
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JOB DESCRIPTION 

Technology Coordinator 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Technology Coordinator Reports to:  Business Manager 

Job Location: Hayward Center Department: Business Services 

Position Overview 

Purpose:   

Perform the overall planning, organizing, and execution of all IT functions for the Center, 

including directing all IT operations to meet staff and students’ requirements as well as the 

support and maintenance of existing applications and development of new technical solutions. 

 

Duties and Responsibilities: 

 

 Assist on-site and off-site staff, either face to face or over the telephone, to help set up 

systems or resolve issues 

 Set up new users' accounts and profiles and address password issues 

 Provide software support for all school applications, supported by the ROP 

 Prioritize and manage multiple open cases at one time 

 Install, administer and maintain systems and servers related to district LAN and WAN (e.g. 

email systems, accounts, print queue, workstation ID, IP assignments, computer labs, 

classroom computers, VOIP, security, antivirus, spyware, etc.) for the purpose of ensuring 

availability of services to authorized users 

 Prepare written materials (e.g. Governing Board cover sheets, procedures, system level 

documentation, reports, memos, letters, budgets, etc.) for the purpose of documenting 

activities, providing written reference, and/or conveying information 

 Responsible for maintaining company website and communicating with host 

 Establish, install and maintain phone systems 

 Recommend equipment, supplies and materials (e.g. purchase equipment, lease 

equipment, etc.) for the purpose of acquiring required items according to the 

technology plan 

 Recommend policies, procedures and/or actions for the purpose of providing direction 

for meeting the district’s technology goals and objectives 

 Provide technical support (hardware and software) in the offices, labs and classrooms 

 Train other staff for the purpose of ensuring their ability to use new and/or existing 

operating systems and application software 

 Provide network support for presentations and ceremonies on and off site as needed  

 Analyze and resolve system problems to ensure continuous system operations required 

for scheduled data processing functions 

 Install and configure workstations and various peripherals. 

 Disconnect, move reconnect and test computers reassigned to new locations 

 Maintain a schedule of events such as upgrades, planned outages, and other service 

impacting events 

 Conduct system back-ups and monitor back-up schedule 

 Maintain and regularly audit secure storage of technical inventory/equipment 

 Uphold and enforce the set security and procedural policies and practices of the district. 

 Lead in the development, implementation, modification and evaluation of technology 

plan 

 Prepare and maintain records related to passwords, licenses, work orders and other 

computer-related matters 

 Manage school’s technology including: documentation procedures, file organization, 

track technology, staff development, update technology plan, manage student photos, 

sounds, clipart, and shared files for student use 

 Electronically maintain inventory of all existing multi-media equipment and any new 

purchases 
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JOB DESCRIPTION 

Technology Coordinator 

 Attend monthly County Tech Committee meeting and report back to supervisor 

 Perform other duties as assigned 

Employment Type: Full Time 
Employment 

Category: 
Classified Exempt 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm 

Position Qualifications 

 

Knowledge: 

 A working understanding of Microsoft Active Directory and Server 

 Good understanding of the organization’s goals and objectives 

 Advanced computer hardware troubleshooting and repair 

 Working knowledge of a range of diagnostic utilities 

 A solid understanding of fiber-optic networks 

 TCP/IP networking model 

 OSI model from a troubleshooting perspective 

 Specific knowledge-based competencies required to satisfactorily perform the functions 

of the job which include: current, legacy and emerging operating systems; environments 

and network protocols; router configurations; inter/internet applications; data security; 

and project management, processes and methodology 

 Familiar with Enterprise-level antivirus systems 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing; present ideas in 

a user-friendly language; and strong documentation skills 

 Extensive application support experience and exceptional customer service orientation 

 Skilled at multi-tasking; effectively prioritize and execute tasks in a high-pressure 

environment 

 Installation, functions, configuration and capabilities of personal computer and network 

operating systems 

 Defining and analyzing issues and solutions 

 Replace parts as required 

 Conduct research into a wide range of computing issues as required 

 Absorb and retain information quickly 

 Keen attention to detail 

 Proven analytical and problem-solving skills 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Bachelor’s degree  
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JOB DESCRIPTION 

Technology Coordinator 

Experience:  

 At least 3 years of experience that is directly related to the duties and responsibilities 

specified 

 Experience with desktop operating systems including Windows 7 and MAC OS X and 

network systems including VM1 environment and Windows Domain servers 

 Network Administration experience preferred 

 Experience managing back-up systems 

 Experience managing Microsoft Server Environments 

 Experience with VOIP communications 

 Experience managing wireless networks 

 Experience managing switches, VLANs etc. 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Lifting, carrying, pushing, stooping, crawling, crouching and fine finger dexterity 

 

Salary Schedule 

Placement:  
A-2 Annual Benefits: 

$5,500 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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Job Description Updates & Title Changes  
 

Previous Title     New Title 

High School Liaison   Public Relations & Marketing Specialist 

Security/Grounds Officer 1  Security/Grounds Officer-Open 

Security/Grounds Officer 2  Security/Grounds Officer-Close  

Superintendent’s Secretary  Executive Assistant  
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JOB DESCRIPTION 

 
 
TITLE:  High School Liaison   REPORTS TO: Director 
 

DESCRIPTION/DEFINITION:  Promotion of ROP Programs and recruitment of 
students. 
 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 

 Disseminate information to students at high school sites regarding ROP recruitment 
and program promotion 

 Communicate with guidance counselors at high school sites regarding ROP 
recruitment and program promotion 

 Coordinate orientations at high school, ROP Center and other sites as needed 
 Maintain ongoing awareness of and involvement in issues regarding scheduling, 

grades, and student retention 
 Coordinate opportunities for high school students to become familiar with the 

opportunities available at the Hayward Center, which include Sophomore Tours and 
other activities as appropriate 

 Organize and coordinate guest speaker opportunities for Hayward Center 
instructors at high school sites 

 Prepares and oversees PR and related communications 
 Assist in the ADD/DROP process and program change of students at the Hayward 

Center 
 Plan and implement effective tours of counselors and participating school teachers 

to the Hayward Center 
 Communicate with Alternative Programs regarding ROP recruitment and program 

promotion 
 Plan and facilitate guest speaker opportunities with participating district middle 

schools 
 Represent ROP at high schools and community events such as Career Fairs and 

Careers Nights 
 Prepare quarterly newsletters 
 Web page maintenance 
 Cross train with attendance department 
 Assist with adult  enrollment, registration and drops 
 Other duties as assigned 
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QUALIFICATIONS:   
 

Ability to:  Communicate effectively verbally and in writing; interact positively and 
effectively with high school students and staff; organize promotional events and activities;  
perform in an independent, self-directed manner and present a professional, positive 
representation of the ROP. 

High School Liaison  (continued) 
 
Training and Experience:  High School diploma or equivalency required; pass pre-
employment basic skills test.   Have knowledge of components and correlations between 
academic and vocational education.  Possess effective recruitments methods and basic 
computer skills.  Valid California driver license and private transportation required. 
 

 
 
TERMS OF EMPLOYMENT:  Step B on Eden Area ROP Salary Schedule.  Year to 
 year based on successful annual evaluation.  Ten-month position with mileage allowance.  
 
 

Approved by Eden Area ROP Governing Board – June 3, 2010 
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JOB DESCRIPTION 

Public Relations & Marketing Specialist 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Public Relations & Marketing 

Specialist 
Reports to:  

Assistant Director of Off-

Site Programs & Director 

Job Location: Hayward Center Department: Educational Services 

Position Overview 

Purpose: 

Perform all aspects of marketing and promotion of the Eden Area ROP through appropriate 

advertising, public relations and community activities.  These events and activities are designed 

to increase community awareness and promote a positive program image. 

 

Duties and Responsibilities: 

 Promote ROP program to a variety of audiences, including high school students, middle 

school students and adults seeking to expand skills, learn new skills or change 

occupations 

 Coordinate opportunities for high school and middle school students to become familiar 

with the opportunities available at the Hayward Center, which include Sophomore Tours, 

ROP Showcase and other activities as appropriate 

 Communicate with guidance counselors at high school sites regarding ROP recruitment 

and program promotion 

 Create and update marquees at high school sites 

 Communicate with career techs at high school sites regarding ROP recruitment and 

program promotion 

 Coordinate orientations at high schools, ROP Center and other sites as needed 

 Communicate with Alternative Programs regarding ROP recruitment and program 

promotion 

 Update social media platforms (Facebook, twitter Instagram, etc.) 

 Facilitate monthly meetings at all high schools with Career Techs and collaborate on 

events 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Disseminate information to students at high school sites regarding ROP recruitment and 

program promotion 

 Market ROP to stakeholders 

 Represent ROP at high schools and evening community events such as career fairs, 

college fairs and back to school nights 

 Supports ROP Director and Assistant Director 

 Assist with activities including  principals breakfast, counselor luncheons, teachers 

meetings and student of the year awards 

 Assist Career Counselor with Student of the Month and Student of the Year activities 

 Help Career Counselor coordinate student ambassador activities  

 Assist with all marketing strategies, including creation of brochures and marketing 

documents 

 Write press releases and take pictures as newsworthy events occur and maintain 

communication connections with area newspapers 

 Answer phone inquiries and disseminate information regarding ROP programs 

 Perform other duties as needed 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
10 month (183 work days) 

*10 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm  

Position Qualifications 
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JOB DESCRIPTION 

Public Relations & Marketing Specialist 

 

Knowledge: 

 Computer skills, specifically Microsoft Word, Excel, PowerPoint, Adobe Illustrator, poster 

printer and online navigation 

 Social media etiquette 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Comfortable with public speaking 

 Efficient time management 

 Close attention to detail; input data accurately 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Bachelor’s degree preferred 

Experience:  

 Previous experience working in a school setting 

 Previous marketing and/or public relations experience desired 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 Private transportation 

Salary Schedule 

Placement:  
B1 Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

 
 
TITLE:   Security/Grounds Officer #1  
 
REPORTS TO:  Director 
 
DESCRIPTION/DEFINITION:  Responsible for the security, custodial, 
grounds maintenance and transportation operations of the center. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 
Performs duties, which include but may not be limited to: 
 

 Monitors the opening and closing of the site 
 Coordinates transportation services required for ROP programs 
 Alarm, clock, and phone maintenance 
 Monitors use of facilities services and contracts 
 Schedules day and evening security personnel 
 Responds to security calls during daily operations and off hours as 

necessary 
 Monitors arrival and departure of students 
 Patrols the area in a random manner to maintain security presence 
 Attends and represents the ROP at necessary meetings with external 

security agencies 
 Initiates any and all actions to keep ROP grounds clean and groomed 
 Serves on the Safety Committee  
 Removes hazardous materials as scheduled 
 Checks roofs and gutters for leaks and drainage 
 Evaluates work orders and establishes repair priorities 
 Performs minor repairs as required 
 Evaluates facilities and operations routinely for safety and security 

improvement 
 Prepares busing schedule and coordinates routes with partner districts 
 Monitors bus services to maintain safety, efficiency and effectiveness 
 Resolves transportation problems 
 Attends transportation meetings as ROP representative as required 
 Performs other duties as assigned   
 Must take vacation during non-student contact time 
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Security-Grounds Officer #1 (continued) 
 

 

QUALIFICATIONS:   
 

Knowledge of:  Basic grounds maintenance techniques; sound security 
procedures in an educational setting; knowledge of transportation protocol; 
knowledge of e-mail communication; safe work actions, Ed Code Regulations 
regarding security, transportation, pesticide use, hazardous materials; Federal  
OSHA and Cal OSHA Regulations; ADA; and vehicle codes regarding school bus 
regulations. 
 

Ability to:  Exercise initiative and act independently to direct security and grounds 
staff; ensure effectiveness; instruct in security procedures; climb ladders to 
eighteen feet; lift 25 pounds over head; operate power tools; operate a fork lift; 
drive a truck; project professional, helpful and friendly assistance to the staff. 
 

Training and Experience:  Minimum requirements:  Equivalent of the completion 
of high school and four years experience in grounds; maintenance and security 
activities.  Desired requirements:  Completion of high school and six years 
experience in grounds maintenance and/or security activities with two years as a 
successful supervisor in an educational environment.  Possess a valid California 
driver’s license.  Hazardous Materials Training.   School Security Officer Training.  
Forklift Certification. 
 

 

TERMS OF EMPLOYMENT:  Step C on Eden Area ROP Salary Schedule.  
Year to year based on successful annual evaluation. 
 

Approved by Eden Area ROP Governing Board – June 4, 2009 
 
 
 

 

 

182



 

 

 

JOB DESCRIPTION 

Security/Grounds Officer -Open 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Security/Grounds Officer-

Open 
Reports to:  Business Manager 

Job Location: Hayward Center Department: Business Services 

Position Overview 

Purpose: 

Perform two equally important functions: campus security and grounds and maintenance. 

Enforce the Eden Area Regional Occupational Program (EAROP) rules and regulations, prevent 

campus crimes, maintain campus-wide safety, security, supervision of students and cleanliness 

of Center facilities. 

 

Campus Security Duties and Responsibilities: 

 

 Open center/Center; unlock and lock buildings, gates and individual rooms as required 

 Deactivate and activate interior alarms as needed 

 Maintain exterior and interior lighting 

 Provide visible deterrence to violation of Center rules 

 Respond to calls regarding student issues, security, safety and health issues 

 Patrol Center and enforce rules and policies 

 Observe and report violations of law and school policies 

 Record and eradicate graffiti at Center 

 Direct and facilitate traffic control  

 Monitor student arrival and departure; records student head counts 

 Deal directly with student-bus disciplinary issues 

 Act as liaison between ROP and bus dispatchers 

 Assist and escort visitors and students  

 Enforce Center regulations on student behavior and dress 

 Maintain communication with Center administration at all times via mobile radio 

 Communicate with alarm company, Hayward Police Department, Hayward Fire 

Department and/or any other security or emergency personnel as needed 

 Report any unsafe conditions in classrooms, on campus and with equipment 

 Escort unauthorized persons from Center  

 Set clocks, alarms, bells and lighting in accordance with time changes and in the event 

of power outages 

 Supervise students during teacher absences, tardiness and when needed 

 Assist in exterior maintenance and cleanliness 

 Secure and deliver bank deposits 

 Transport students and equipment to off-site special events 

 Perform search and seizures 

 Perform search and rescues 

 Perform first aid if required  

 

Grounds and Maintenance Duties and Responsibilities: 

 Check fire extinguishers, eye wash stations and emergency phones monthly and respond 

accordingly to any issues 

 Perform off-site deliveries and pick ups 

 Dispose of hazardous waste and materials 

 Act as liaison for HUSD maintenance 

 Perform minor interior and exterior maintenance repairs (including painting); assist with 

vendors; provide minor repairs and renovations 

 Empty exterior trashcans 

 Maintain Eden Area ROP garden 
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JOB DESCRIPTION 

Security/Grounds Officer -Open 

 Deliver packages to off-site and center classrooms 

 Maintain campus bathrooms supplies 

 Responsible for researching vendors for campus repairs 

 Responsible for pest and rodent control 

 Monitor contracted services that relate to maintenance and operations 

 Responsible for meetings and events set up and break down 

 Cover for Security/Grounds Officer-Close as needed 

 Perform other duties as assigned   

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

6:30am-3:00pm  

Position Qualifications 

Knowledge: 

 California campus security guard regulations and skills 

 Conflict resolution techniques 

 Hand and power tools 

 Grounds maintenance equipment 

 Safe work practices 

 Radio protocols 

 Microsoft Word, Excel, PowerPoint and online navigation programs 

  

Abilities: 

 Maintain presence of mind under pressure 

 Lift 25 pounds overhead 

 Drive a security cart 

 Communicate effectively verbally and in writing; perform in an independent, self-

directed manner and present a professional, positive representation of the ROP 

 Proficient computer skills, specifically Microsoft Word, Excel and online navigation 

 Sensitive to and able to understand confidentiality 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Demonstrate professional integrity, especially when working with high school students 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 

Experience:  

 Two (2) years previous security experience 

 Two (2) years previous school security experience preferred 

 

Certifications/Credentials: 

 Basic Driver License 
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JOB DESCRIPTION 

Security/Grounds Officer -Open 

 CPR certified 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
E Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 
 
 
TITLE:   Security/Grounds Officer #2  
 
REPORTS TO:  Director 
 
DESCRIPTION/DEFINITION:  Responsible for the enforcement of Eden Area Regional 
Occupational Program (EAROP) rules and regulations, prevention of campus crimes, maintaining 
campus-wide safety, security, supervision of students and cleanliness of Center facilities. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 
Performs Security/Grounds Officer duties, which include but may not be limited to: 
 
 Opening and closing of the site 
 Deactivating and activating interior alarms as required 
 Unlocking of buildings, gates and individual rooms as required 
 Checking exterior lighting 
 Providing visible deterrence to violation of Center rules 
 Responds to security calls at site 
 Walks patrols throughout the site 
 Observes and reports violations of the law 
 Records and eradicates graffiti at site 
 Directs and facilitates traffic control  
 Monitors student arrival and departure 
 Assists and escort’s visitors as required 
 Enforces site regulations on student behavior and dress 
 Maintains communications with site administration at all times via mobile radio 
 Prepared to communicate with Hayward USD Security, Hayward Police 

Department, Hayward Fire Department and/or any other security or emergency 
personnel as required 

 Reports any unsafe conditions  
 Escorts unauthorized persons from site 
 Empties exterior trashcans 
 Supervises students as required 
 Assists in exterior maintenance and cleanliness 
 Performs first aide if required  
 Performs grounds maintenance 
 Perform other duties as assigned   
 Must take vacation during non-student contact time 
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Security/Grounds Officer #2 (continued) 

 
QUALIFICATIONS:   
 
Knowledge of:  Basic campus security skills, conflict resolution techniques; California 
campus Security Guard Regulations; gardening tools; e-mail communication; safe work 
actions; graffiti abatement; radio protocols; basic gardening; and campus maintenance. 
 
Ability to:  Maintain presence of mind under pressure; lift 25 pounds overhead; operate a 
security cart; display professional, helpful and friendly assistance to the public, students 
and staff. Read and use correct English; generate reports using word processing 
programs. 
 
Training and Experience:  Minimum requirements:  High school diploma or equivalency 
and two years experience in a security agency.  Desired requirements:  High school 
diploma or equivalency and two years experience in education security agency.  Possess 
a valid California driver’s license.  Pass pre-employment basic skills test. 
 

 

TERMS OF EMPLOYMENT:  Step E on the Eden Area ROP Salary Schedule.  Year 
to year based on successful annual evaluation. 
 

Approved by Eden Area ROP Governing Board – June 4, 2009 
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JOB DESCRIPTION 

Security/Grounds Officer-Close 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Security/Grounds Officer- 

Close 
Reports to:  Business Manager 

Job Location: Hayward Center Department: Business Services 

Position Overview 

Purpose: 

Perform two equally important functions: campus security and grounds and maintenance. 

Enforce the Eden Area Regional Occupational Program (EAROP) rules and regulations, prevent 

campus crimes, maintain campus-wide safety, security, supervision of students and cleanliness 

of Center facilities. 

 

Campus Security Duties and Responsibilities: 

 

 Close Center; unlock and lock buildings, gates and individual rooms as required 

 Deactivate and activate interior alarms as needed 

 Maintain exterior and interior lighting 

 Provide visible deterrence to violation of Center rules 

 Respond to calls regarding student issues, security, safety and health issues 

 Patrol Center and enforce rules and policies 

 Observe and report violations of law and school policies 

 Record and eradicate graffiti at Center 

 Direct and facilitate traffic control  

 Monitor student arrival and departure; records student head counts 

 Deal directly with student-bus disciplinary issues 

 Act as liaison between ROP and bus dispatchers 

 Assist and escort visitors and students  

 Enforce Center regulations on student behavior and dress 

 Maintain communication with Center administration at all times via mobile radio 

 Communicate with alarm company, Hayward Police Department, Hayward Fire 

Department and/or any other security or emergency personnel as needed 

 Report any unsafe conditions in classrooms, on campus and with equipment 

 Escort unauthorized persons from Center  

 Set clocks, alarms, bells and lighting in accordance with time changes and in the event 

of power outages 

 Supervise students during teacher absences, tardiness and when needed 

 Assist in exterior maintenance and cleanliness 

 Secure and deliver bank deposits 

 Transport students and equipment to off-site special events 

 Perform search and seizures 

 Perform search and rescues 

 Perform first aid if required  

 

Grounds and Maintenance Duties and Responsibilities: 

 Check fire extinguishers, eye wash stations and emergency phones monthly and respond 

accordingly to any issues 

 Perform off-site deliveries and pick ups 

 Dispose of hazardous waste and materials 

 Act as liaison for HUSD maintenance 

 Perform minor interior and exterior maintenance repairs (including painting); assist with 

vendors; provide minor repairs and renovations 

 Empty exterior trashcans 

 Maintain Eden Area ROP garden 
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JOB DESCRIPTION 

Security/Grounds Officer-Close 

 Deliver packages to off-site and center classrooms 

 Maintain campus bathrooms supplies 

 Responsible for researching vendors for campus repairs 

 Responsible for pest and rodent control 

 Monitor contracted services that relate to maintenance and operations 

 Responsible for meetings and events set up and break down 

 Cover for Security/Grounds Officer-Open as needed 

 Perform other duties as assigned   

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm  

Position Qualifications 

Knowledge: 

 California campus security guard regulations and skills 

 Conflict resolution techniques 

 Hand and power tools 

 Grounds maintenance equipment 

 Safe work practices 

 Radio protocols 

 Microsoft Word, Excel, PowerPoint and online navigation programs 

  

Abilities: 

 Maintain presence of mind under pressure 

 Lift 25 pounds overhead 

 Drive a security cart 

 Communicate effectively verbally and in writing; perform in an independent, self-

directed manner and present a professional, positive representation of the ROP 

 Proficient computer skills, specifically Microsoft Word, Excel and online navigation 

 Sensitive to and able to understand confidentiality 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Demonstrate professional integrity, especially when working with high school students 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 

Experience:  

 Two (2) years previous security experience 

 Two (2) years previous school security experience preferred 

 

Certifications/Credentials: 

 Basic Driver License 
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JOB DESCRIPTION 

Security/Grounds Officer-Close 

 CPR certified 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
E Annual Benefits: 

$11,621.16 

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 
 

 
TITLE:  Superintendent’s Secretary   
 
REPORTS TO:  Superintendent 
 
DESCRIPTION/DEFINITION:  The primary function is to act as an assistant to the 
Superintendent, performing complex and executive level duties with a high degree of 
independence.  This position is distinguished by the complexity and confidential nature 
of the assigned duties.  Incumbents work within a general framework of established 
procedures, but are expected to use initiative and independent judgment in solving 
problems.   
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 
Performs individual duties, which include but may not be limited to: 
 
 Processes Superintendent’s correspondence, memos, reports, and letters 
 Maintains Superintendent’s calendar and makes travel arrangements 
 Prepares monthly ROP Governing Board information packet and agenda 
 Records and transcribes minutes of Eden Area ROP Governing Board meetings 

and follow-up on actions taken by the Governing Board 
 Maintains and updates organization policies and regulations 
 Designs and distributes annual school calendar and internal planning calendar 
 Processes and maintains mandated cost program records 
 Receives and greets all visitors of the administration office 
 Disseminates information regarding ROP programs when necessary 
 Maintains program information flyers in lobby 
 Processes and maintains state disability claims, injury reports, worker’s 

compensation claims and student injury reports  
 Provides clerical support for personnel department 
 Sorts and distributes daily mail for staff 
 Distributes educational articles from the daily newspaper to staff 
 Refers students to appropriate administrative personnel 
 Prepare employee handbook 
 Order supplies and maintains equipment 
 Assists with sophomore tours 
 DSP Back Up 
 Adult Enrollment 
 Performs other duties as designed 
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Superintendent’s Secretary – continued 
 
QUALIFICATIONS:   
 
Knowledge of:  ROP operations, policies and objectives preferred, correct English 
usage, grammar, spelling, punctuation, and composition; modern office organization, 
practices, procedures and equipment; excellent oral and written communication skills; 
current job-related technology, computer equipment and programs. 
 
Ability to:  Perform a wide variety of responsible secretarial work and coordinate 
administrative detail; proficiently operate standard office equipment, including copy, fax 
machine and personal computers; maintain complex filing systems which contain 
confidential or sensitive information; take and transcribe minutes at the EAROP 
Governing Board meetings and other various meetings; communicate effectively both 
orally and in written form; plan and organize workflow to meet schedules and timelines; 
work independently and confidentially; review and attempt to resolve complaints through 
knowledge of EAROP polices, rules, and regulations.     
 
Training and Experience:  High school diploma or equivalency required; AA/AS Degree 
or equivalent preferable; pass pre-employment basic skills test; four years of 
increasingly responsible office experience, preferably including experience in a school 
district.   
 

 
TERMS OF EMPLOYMENT:  Step D-1 on the Eden Area ROP Salary Schedule. 
Additional 5% stipend for confidential responsibilities. Year to year based on successful 
annual evaluation.   
 
 

 
Approved by Eden Area ROP Governing Board-June 3, 2010 
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JOB DESCRIPTION 

Executive Assistant 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Executive Assistant Reports to:  Superintendent 

Job Location: Hayward Center Department: Administration 

Position Overview 

Purpose: 

Perform as an assistant to the Superintendent, performing complex and executive level duties 

with a high degree of independence.  This position is distinguished by the complexity and 

confidential nature of the assigned duties.  Incumbents work within a general framework of 

established procedures, but are expected to use initiative and independent judgment in solving 

problems.   

 

Duties and Responsibilities: 

 

 Process Superintendent’s correspondence, memos, reports, and letters 

 Maintain Superintendent’s calendar, schedule meetings and makes travel arrangements 

 Receive, welcome, screen and refer visitors and telephone inquiries to the 

Superintendent; when appropriate, direct them to others or resolve callers requests as 

necessary 

 Maintain and update organization policies and regulations per Superintendent 

 Prepare Governing Board Resolutions for the Superintendent   

 Prepare monthly ROP Governing Board information packet and agenda 

 Prepare for Governing Board meeting 

 Attend and participate in Governing Board meetings 

 Record and transcribe minutes of Eden Area ROP Governing Board meetings and follow-

up on actions taken by the Governing Board 

 Coordinate the completion of the Statement of Economic Interest (Form 700) by 

Administrators and Governing Board Members and submit forms to the Alameda County 

Clerk Board of Supervisors 

 Prepare and submit Statement of Facts Roster of Public Agencies Filing to the Governing 

Board.  Upon Board approval, file the form with the State of California, Alameda County 

Clerk Recorder’s Office and ACOE 

 Submit Governing Board member updates to CSBA, NSBA and ACOE 

 Oversee contracts for Governing Board and Superintendent 

 Submit quarterly reports for William Act Compliance to the Governing Board  

 Submit mileage reimbursement for Governing Board members 

 Maintain the phone system  

 Manage organization website 

 Plan, organize and coordinate the annual back to school in-service 

 Schedule, coordinate and prepare quarterly Coordinating Council meetings 

 Prepare and submit open purchase orders, purchase requisitions and reimbursements  

 Disseminate information to district contacts on a regular basis 

 Create and distribute work calendars for all employees annually 

 Create and distribute organization internal planning calendar 

 Prepare, update and distribute employee handbook 

 Prepare, update and distribute organization operating procedures 

 Maintains and updates Hayward Center staff phone list and e-mail list 

 Maintain employee birthday list 

 Update and maintain employee emergency phone tree and emergency contacts 

 Maintain Hartford Life Insurance employee enrollment forms and make payment for 

organization  

 Process and maintain injury reports, worker’s compensation claims and state disability 

claims 
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JOB DESCRIPTION 

Executive Assistant 

 Prepare items for auditors 

 Set up and oversee annual mandatory compliance employee trainings  

 Assist Personnel Coordinator with new hire orientation 

 Provide clerical support for personnel department 

 Order business cards for the organization 

 Order service pins for employee anniversaries  

 Perform other duties as assigned 

 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm  

Position Qualifications 

Knowledge: 

 General school office/professional environment rules and principles 

 Correct English grammar, punctuation, spelling and proofreading 

 Record keeping and complex filing systems 

 Advanced computer skills, specifically Microsoft Word, Excel, PowerPoint, Adobe 

Professional, webpage maintenance and online navigation 

 Applicable sections of California Education Code, Government Code, and other related 

laws 

 Brown Act and Robert’s Rules of Order 

 

Abilities: 

 Effectively coordinate a variety of difficult, technical administrative functions at a level 

requiring extensive independent decision-making within established rules, policies and 

procedures.   

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Strong analytical skills with the ability to collect, organize, analyze, and disseminate 

significant amounts of information with attention to detail and accuracy 

 Skilled at multi-tasking 

 Leadership skills 

 Efficient time management 

 Understand systems and how they work together 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Bachelor’s degree preferred 

Experience:  

 3+ years administrative support experience 

194



 

 

 

JOB DESCRIPTION 

Executive Assistant 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
D 
5% Confidential Stipend 

Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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New Job Descriptions 
 

Instructional Support Specialist  

Program Specialist 
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JOB DESCRIPTION 

Instructional Support Specialist (Adult Programs) 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: 
Instructional Support 

Specialist 
Reports to:  

Assistant Director of Adult 

Programs 

Job Location: Hayward Center Department: Adult Programs 

Position Overview 

Purpose: 

Perform as part of the instructional team and under the direction of the Assistant Director of 

Adult Programs, perform a variety of specialized educational supports.  

 

Duties and Responsibilities: 

 

 Make classroom visits for all locations  

 Complete site visit forms  

 Provide and maintain all locations with products and services of need at various 

locations  

 Provide annual site visit schedule  

 Assist with Adult Programs orientation 

 Insure Adult Program instructors are following rules and regulations  

 Verify instructors are completing performance testing  

 Verify all instructor material requests are fulfilled  

 Schedule instructor meetings once a year  

 Confirm attendance sheets are processed correctly 

  Perform other duties as assigned 

 

Employment Type: Part Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  16 hours per week 

Position Qualifications 

Knowledge: 

 Microsoft Word, Excel, PowerPoint and online navigation programs 

 

Abilities: 

 Work well with students, confidentially and with discretion 

 Communicate and cooperate with supervisors and coworkers 

 Supervise students  

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 
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JOB DESCRIPTION 

Instructional Support Specialist (Adult Programs) 

Education: 

 Equivalent of the completion of high school 

 

Experience:  

 Previous experience working in a school setting preferred 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
AE 4 Annual Benefits: 

Pro-Rated based on 

hours (1.0 FTE = 

$11,621.16)  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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JOB DESCRIPTION 

Program Specialist (Adult Programs) 

Mission Statement: The mission of the Eden Area Regional Occupational Program is to prepare 

students for careers and further education as well as to instill workplace skills and ethics that 

enable them to compete successfully in the economy of today and the future. 

Job Title: Program Specialist Reports to:  
Assistant Director of Adult 

Programs 

Job Location: Hayward Center Department: Adult Programs 

Position Overview 

Purpose:   

Perform a variety of advanced office, attendance, programming and support duties for Adult 

Programs involving both specific routines and broadly defined policies and procedures. 
 

Duties and Responsibilities: 

 Answer phone inquiries, emails and disseminate information regarding ROP adult 

programs 

 Act as student, instructor and community liaison 

 Create Adult Program brochures and maintain class schedule 

 Create e-mail flyer each session and reminder notifications for students and employers 

 Assist with orientations and registrations for Adult Programs and process enrollment 

confirmation letters 

 Set up and maintain Adult Programs class schedule (hours/days/weeks), calendar of 

course offerings, availability of instructors, and course descriptions per directives from 

Assistant Director of Adult Programs  

 Assist with updating and maintaining course catalog and course outlines 

 Serve as the main contact for the electrical trainee card documentation and status 

updates (students and employers) 

 Monitor and update apprenticeship data 

 Provide program updates for Electrical Training Program employers, including student 

progress reports and student attendance reports 

 Provide program and/or student updates to DIR as needed 

 In collaboration with Administrative Support Specialist, process drops for Adult Programs 

and maintain data with all names of students who dropped and reason for drop 

 Verify and input student information, attendance, grades, transcripts and completion 

certificates for Adult Programs 

 Provide class schedule and student information to Attendance Specialist 

 Create and maintain Adult Program official student records and attendance files; work 

with attendance office and teachers to maintain updated attendance records 

 Act as website liaison for the Adult Programs department 

 Work in collaboration with the Program Specialist and the Assistant Director of Adult 

Programs to maintain accurate student enrollment and payment plan trackers per term 

 Maintain DIR applications for the Electrical Training Program 

 Provide wide range of complex office administration and support to the Assistant 

Director of Adult Programs  

 Assist Assistant Director of Adult Programs with CalWORKs reporting 

 Assist Assistant Director of Adult Programs with compiling data and statistics for various 

reports and projects 

 Support Assistant Director of Adults Programs with employee leaves and coverage 

 Act as backup for Administrative Support Specialist as appropriate 

 Perform other duties as assigned 

Employment Type: Full Time 
Employment 

Category: 
Classified 

Work Year:  
12 month (260 work days) 

*15 paid holidays  
Days/Hours:  

Monday-Friday 

7:30am-4:00pm 

Position Qualifications 
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JOB DESCRIPTION 

Program Specialist (Adult Programs) 

 

Knowledge: 

 Advanced computer skills, specifically Microsoft Word, Excel, PowerPoint and online 

navigation 

 Proper grammar usage and letter formatting and preparing reports 

 Standard office practices and procedures 

 Complex filing systems 

 

Abilities: 

 Perform in an independent, self-directed manner and present a professional, positive 

representation of the ROP 

 Communicate effectively and professionally both verbally and in writing 

 Interpret and apply complex federal, state and educational regulations 

 Skilled at multi-tasking 

 Close attention to detail; input data accurately 

 Comfortable with public speaking 

 

Soft Skills: 

 Trustworthiness 

 Maintain confidentiality of privileged and sensitive information 

 Strong, consistent work ethic; must be punctual and reliable 

 Strong, positive communication and interaction skills when dealing with co-workers, 

students, administrators, parents and/or the community  

 Self-starter and resourceful 

 Work independently and with frequent interruptions; work with a minimum of supervision 

 Problem solver; able to resolve problems quickly and professionally 

 Extremely organized and successfully meeting deadlines 

 

Education: 

 Equivalent of the completion of high school 

 Bachelor’s degree preferred 

Experience:  

 2+ years administrative support experience 

 Previous experience working in a school setting 

 

Certifications/Credentials: 

 Basic Driver License 

 

Additional Requirements: 

 Pass Basic Skills Test 

 

Salary Schedule 

Placement:  
AE3 Annual Benefits: 

$11,621.16  

*Mandatory Vision & 

Dental deducted 

Terms of Employment: 

Year to year based on 

successful annual 

evaluation. 

Governing Board 

Approved  
Pending 
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DATE:  August 3, 2017 
TO:  ROP Governing Board 
FROM:  Linda Granger, Superintendent 
SUBJECT:  Request the Governing Board to approve the Agreement 

with the National Center for Executive Leadership and 
School Board Development to Provide Coaching Support for 
the Administrative Team the 2017‐2018 School Year  

 
BACKGROUND 

 
The National Center for Executive Leadership and School Board Development 
provides training and support to educational administrators and governing boards 
on a variety of topics from strategic planning and leadership development, to 
team building and ensuring organizational greatness. 
 

CURRENT SITUATION 

 
To build upon the strategic planning completed by the administrative team in 
July, staff members from the National Center for Executive Leadership and School 
Board Development will provide ongoing coaching throughout the year for each 
member of the administrative team.  Support provided will be both in person and 
via electronic communication throughout the year. 
 
Fiscal Impact: 
 
One time cost of $6,500 per administrator for this fiscal year 
 
 
 
 
 
 

RECOMMENDATION 
 
It is recommended that the Governing Board approve the proposal for National 
Center for Executive Leadership and School Board Development to provide 
coaching support for the administrative team for the 2017‐2018 school year. 
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CONSULTING AGREEMENT 

 

THIS AGREEMENT, made and entered into this 1st day of August, 2017 by and between Eden Area ROP 

hereinafter (ROP) and the National Center for Executive Leadership and School Board Development, an 

Independent Consultant, hereinafter (“Consultant”), a Private Consulting Business providing services in the areas 

of educational consultation, training and team building. 

 

RECITALS 

 

WHEREAS, Consultant has demonstrated training, experience, and competency to perform the special 

services required by this Agreement throughout his/her career in serving schools and school ROPs. 

 

WHEREAS, Consultant represents that he/she has expertise in the area of Educational Consulting and is 

ready, willing, and able to provide consulting assistance to ROP on the terms and conditions set forth herein; and 

 

NOW THEREFORE, in consideration of the obligations herein made and undertaken, the parties, intending 

to be legally bound, covenant and agree as follows: 

 

Article 1 

 

SERVICES TO BE DELIVERED 

 

1.1 Consultant shall provide consulting services in the area of Educational Leadership and Team Building. 

Consultant shall render such services in accordance with the milestones set forth in Appendix A.  

 

1.2 ROP shall provide and make available to Consultant such resources as shall be necessary to perform the 

services called for by this Agreement. 

 

Article 2 

 

COMPENSATION AND PAYMENT 

 

2.1 In consideration of the services to be performed by Consultant, ROP shall, within 30 days from receiving 

an invoice of billing, pay the National Center for Executive Leadership and School Board Development 

the fees set forth in Appendix A attached hereto.  

 

Article 3 

 

DELIVERABLE OWNERSHIP 

 

3.1 All right, title, and interest in and to any programs, systems, data, and materials furnished to Consultant by 

ROP are and shall remain the property of ROP. 

 

3.2 All right, title, and interest in and to any programs, systems, data, and materials furnished to ROP by 

Consultant are and shall remain the property of Consultant. 
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Article 4 

 

AGREEMENT PRIVACY 

 

4.1 Without the permission of the ROP, for a period of 2 years from the date of termination of this Agreement, 

Consultant shall not disclose the nature of the effort undertaken for ROP or the terms of this Agreement to 

any other person or entity, except as may be necessary to fulfill Consultant’s obligations hereunder. 

 

Article 5 

 

REPRESENTATIONS AND WARRANTIES 

 

5.1 ROP warrants that it owns all right, title, and interest in and to any programs, systems, data, or materials 

furnished to Consultant hereunder. 

 

Article 6 

 

LIABILITY LIMITS 

 

6.1 In no event shall either party be liable to the other for any consequential damages or lost profits of the other 

party. 

 

Article 7 

 

MISCELLANEOUS 

 

7.1 Consultant shall not assign, transfer, or subcontract this Agreement or any of its obligations hereunder 

without the prior written consent of ROP. 

 

7.2 This Agreement shall be governed and construed in all respects in accordance with the substantive laws of 

the State of California. 

 

7.3 The parties are and shall be independent contractors to one another, and nothing herein shall be deemed to 

cause this Agreement to create an agency, partnership, or joint venture between the parties. Except as 

expressly provided in this Agreement, ROP shall not be liable for any debts, accounts, obligations, or other 

liabilities whatsoever of Consultant, including (without limitation) Consultant’s obligation to withhold 

Social Security and income taxes for itself or any of its employees. 

 

7.4 This Agreement constitutes the entire agreement of the parties hereto and supersedes all prior 

representations, proposals, discussions, and communications, whether oral or in writing. This Agreement 

may be modified only in writing and shall be enforceable in accordance with its terms when signed by the 

party sought to be bound. 
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IN WITNESS WHEREOF, the parties have caused this Agreement to be executed by their duly authorized 

representatives, on the date and year first above written. 

 

 Eden Regional Occupation Program 

 

 By:     ______________________________ 

                           

 Signature:  ______________________________ 

                           

 Title:  ______________________________ 

                          

 Date:  ___________________, 2017                  

 

  

   

 National Center for Executive Leadership and School Board Development 

  

 By:  Walt L. Hanline, Ed.D. 

  

    
 Title: Executive Director and Consultant                     

 Date:  August 1, 2017                    
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Appendix A 
Description of Services, Billing Expenses and Dates  

Billing Expenses (Includes Travel Costs) 
 

Description of Service Delivery Date Individual 

Service 

Rate 

Discounted 

Packaged 

Rate 

Billing 

Date/Amount 

Dr. Hanline 

Advisor/Coach to Superintendent and the 

Chief Business Official  

2017-2018  Annual Fee 

of $23,500  

Annual Fee of 

$19,500 

August 30, 2017 

of $19,500 

 

 

Dr. Hopewell 

Advisor/Coach to Members of the 

Superintendent’s Cabinet  

2017-2018  Annual Fee 

of $23,500  

Annual Fee of 

$19,500 

August 30, 2017 

of $19,500 

 

 

 

‘ 
Summary Description of Services 

 

Advisor/ Coach for Cabinet Members 
 
In an advisor and support role we would: 

➢ Shape the advisor relationships upon a high level of professional ethics, appropriate 
confidentiality, competence, and trust; 

➢ Assist in addressing the goals related to the annual evaluation of each individual; 
➢ Provide intensive, contextualized, one-on-one support;  
➢ Provide for 3, on-site meetings, that will range from 2 -3 hours that will be focused on 

planning and strategic change related processes; 
➢ Hold planned monthly SKYPE meetings designed to address planning and performance 

issues; and,  
➢ Provide unlimited SKYPE, phone & email contact with the Superintendent to address any 

issue or challenge, on a 24/7 basis. 
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DATE:  August 3, 2017 
TO:  ROP Governing Board 
FROM:  Linda Granger, Superintendent 
PREPARED BY:  Marites Fermin, Business Manager  
SUBJECT:  Request the Governing Board to approve the Independent 

Contractor Agreement with Sonia Elgar for Purchasing and 
Accounts Receivable Services for the 2017‐2018 Fiscal Year 

 
BACKGROUND 

 
As of July 3rd, the purchasing/accounts receivables position has been vacant.  
Contracting for these services until the position is filled will enable the business 
department to maintain a smooth flow of operations.   
 

CURRENT SITUATION 
 
The attached contract is our working agreement with independent contractor, 
Sonia Elgar for 2017‐2018 fiscal year for the above mentioned duties. 
 
Fiscal Impact:  No impact in budget since contract fees is commensurate to the 
vacated position of AR/Purchasing Technician. 
 
 
 
 
 
 
 
 
 
 
 

RECOMMENDATION                                                                
 
It is recommended that the Governing board approve the independent contractor 
agreement with Sonia Elgar for purchasing and accounts receivable services for 
the 2017‐2018 fiscal year. 
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