Regular Meeting

LONG BEACH UNIFIED SCHOOL DISTRICT

Building B, Room 29

May 26, 2016

PERSONNEL COMMISSION
4400 Ladoga Avenue
Lakewood, CA 90713
MEETING AGENDA
8:15a.m.
ADDENDUM
PAGE NO.

l. GENERAL COMMUNICATIONS FUNCTIONS

1.
2.
3.

6.
7.

Call to order — Stacey V. Lewis

Renewal of Pledge of Allegiance to the Flag of the United States of America
Roll

APPROVE Minutes of the Regular Meeting of May 12, 2016

RECEIVE correspondence and refer it to proper order of Business or to
the Executive Officer, Personnel Commission for processing

HEAR public on items not listed on the agenda
HEAR report from the Executive Officer

il CONSENT AGENDA

1.

RN

o

RATIFY job announcement bulletin for Food Production Utility Worker

RATIFY job announcement bulletin for Intermediate Payroll Accounting
Technician

RATIFY job announcement bulletin for Nutrition Services Manager

RATIFY job announcement bulletin for School Safety/Security Specialist
RATIFY job announcement bulletin for Senior Food Production Utility Worker
RATIFY job announcement bulletin for Senior Systems Analyst

APPROVE the certification of Accounting Manager
16-0098-0346 eligibility list established May 27, 2016

APPROVE the certification of Instructional Aide-Special
16-0083-0448 eligibility list established May 13, 2016

APPROVE the certification of Job Developer
16-0087-0463 eligibility list established May 27, 2016

4-5

6-7
8-9
10-11
12-13
14-15

16

16

16



10. APPROVE the certification of Kids Club Supervisor |

16-0087-3266 eligibility list established May 20, 2016 16
11. APPROVE the certification of Kids Club Supervisor Il
16-0088-3627 eligibility list established May 20, 2016 16
12. APPROVE the certification of Kids Club Supervisor lli
16-0089-3268 eligibility list established May 20, 2016 16
. OLD BUSINESS

V. NEW BUSINESS
1. APPROVE the following:
Create the classification of Technology Field Operations Manager
Allocate the classification of Technology Field Operations Manager to
salary range 46 17-22
2. Annual Election of Officers per P.C. Rule 2.6
3. DISCUSS the Classified Employee Celebration
4. DISCUSS the Personnel Commission Employee of the Year
V. OTHER ITEMS
VL. NEXT REGULAR MEETING
June 9, 2016 at 8:15 a.m. in Building B, Room 29
VIl. CLOSED SESSION

1. Public employee performance evaluation — Executive Officer, Personnel
Commission and Classified Employment

Vill. ADJOURNMENT

Pursuant to Government Code 54957.5, a copy of all documents related to any item on this agenda that have been submitted to
the Commission may be obtained from the Commission office, 4400 Ladoga Avenue, Lakewood, CA 90713.

Persons requiring accommodation in order to view the agenda or participate in the meeting may make the request for
accommodation to the Executive Officer, Personnel Commission at 562-435-5708 at least 24 hours in advance of the meeting.
(Government Code 54954.2 (a) 1.



PLEDGE OF
ALLEGIANCE

ROLL

STAFF MEMBERS
PRESENT

GUESTS

MINUTES OF
REGULAR MEETING
APPROVED

RECEIVE
CORRESPONDENCE

PUBLIC HEARD

REPORT FROM
EXECUTIVE OFFICER

LONG BEACH UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION
4400 Ladoga Avenue
Lakewood, CA 90713

MINUTES
Regular Meeting May 12, 2016

The Regular Meeting of the Personnel Commission of the Long Beach
Unified School District was called to order by Linda Vaughan, Vice-
Chairperson, on Thursday, May 12, 2016, at 8:14 a.m. in Building B, Room
29 of the Personnel Commission Office, 4400 Ladoga Avenue, Lakewood,
California.

The Pledge of Allegiance to the Flag of the United States of America was
led by Linda Vaughan.

A quorum of the Personnel Commission was in attendance as established
by roll call:

Present: Linda Vaughan
Terence Ulaszewski

Kenneth Kato, Executive Officer; Dale Culton, Certification Services
Manager; Mary Cates, Human Resources Supervisor; Susan Brister,
Human Resources Technician; Lissa Kukahiko, Senior Administrative
Secretary; and Adriana Araujo, Staff Secretary.

Ann Culton, Administrative Coordinator, Human Resource Services; Valeeta
Pharr, CSEA Chapter 2 President; and Adrianne Rambo, CSEA Vice
President — Unit A.

A motion was made by Mr. Ulaszewski, seconded by Ms. Vaughan, and
the motion carried to approve the minutes of the Regular Meeting of April
28, 2016.

Roll-Call Vote Ayes Noes Abstained
Linda Vaughan X
Terence Ulaszewski X

None

None

Kenneth Kato, Executive Officer, updated the Commission of his completion
of the Leadership Long Beach Executive Series and expressed a sincere
thank you to the Commissioners for the opportunity. Mr. Kato announced
that the District will be holding a Science Fair on May 14, 2016 at Cabirillo
High School. Mr. Kato also reported that the annual Classified Employee
Celebration is on Thursday, May 26, 2016. Each year, a Classified
Employee of the Year along with a Personnel Commission Employee of the
Year is selected. '



CONSENT AGENDA

OLD BUSINESS

Dale Culton, Certification Services Manager, updated the Commission on
the start of summer school assignments and placement.

Mary Cates, Human Resources Supervisor reported that Judith Lopez,
Human Resources Technician, attended an AESOP report writing seminar
in Irvine on May 4, 2016. Ms. Cates informed the Commission that she and
Ms. Lopez attended an Elementary Office Supervisors meeting at TRC and
presented on VA LTE evaluation forms in which both positive and negative
feedback should be provided. Ms. Cates will be presenting at the high
school office supervisors meeting on May 25, 2016.

Kenneth Kato, Executive Officer, gave a brief update on Recruitment and
Testing activities.

Valeeta Pharr, CSEA Chapter 2 President, requested clarification on exira
Groundskeeper assignments in summer. Mr, Kato responded that there will
be no extra Groundskeeper assignments this summer.

A motion was made by Mr. Ulaszewski, seconded by Ms. Vaughan, and the
motion carried with a unanimous vote of those present to ratify and approve
the Consent Agenda items 1-4; Following discussion, a motion was made by
Mr. Ulaszewski, seconded by Ms. Vaughan, and the motion carried with a
unanimous vote of those present to approve items 5-6.

1. RATIFY job announcement bulletin for Warehouse Manager
2. RATIFY job announcement bulletin for Warehouse Supervisor

3. . APPROVE the certification of Kids’ Club Lead Assistant
16-0090-0515 eligibility list established May 8, 2016

4, APPROVE the certification of Nutrition Services Supervisor ||
Avalon 16-0085-5065 eligibility list established May 3, 2016

5. APPROVE the certification of Purchasing and Contracts Director
16-00985-0767 eligibility list established May 10, 2016

6. APPROVE the certification of Staffing Analyst-HRS
16-0091-5195 eligibility list established May 10, 2016

Roll-Call Vote Ayes Noes Abstained
Terence Ulaszewski X

Linda Vaughan X

NONE



NEW BUSINESS

OTHER ITEMS

NEXT REGULAR
MEETING

CLOSED SESSION

OPEN SESSION

ADJOURNMENT

Following discussion, a motion was made by Mr. Ulaszewski seconded by
Ms. Vaughan, and the motion carried with a unanimous vote of those
present to approve New Business item 1.

1. APPROVE the following:
Adoption of Resolution Regarding Classified Employee Week

Roll-Call Vote Aves Noes Abstained
Terence Ulaszewski X
Linda Vaughan X

The Commission moved items 2-3 of New Business to Closed Session.

2. APPROVE the recommendation to remove from eligibility list
ID 14168795

3. APPROVE the recommendation to remove from eligibility list

ID 26755960
Commissioner Ulaszewski noted that future agendas will be accepted via
electronic delivery and mail delivery.

The next Regular Meeting of the Personnel Commission is scheduled for
May 26, at 8:15 a.m. in Building B, Room 29 of the Personnel Commission
Office, 4400 Ladoga Avenue, Lakewood, California.

The Personnel Commission retired into closed session at 8:30 a.m. to
discuss New Business items 2-3.

The Personnel Commission returned to open session at 9:13 a.m. The
following reportable actions were taken:

2. The Commission acted to sustain staff's recommendation to remove
candidate 14168795 from current eligibility list but determined that this
would not be a permanent bar from future employment with the District
but will allow the candidate to reapply after 1 year following proof of
completion of the candidate’s probationary sentence.

3. The Commission acted to sustain staff's recommendation to remove
candidate 26755960 from current eligibility list but determined that this
would not be a permanent bar from future employment with the District
but will allow the candidate to reapply after 1 calendar year following
proof of expungement or rehabilitation of the candidate’s conviction.

Roll-Call Vote Ayes Noes Abstained
Terence Ulaszewski X
Linda Vaughan X

The Regular Meeting of the Personnel Commission was declared adjourned
at 9:15 a.m. with the consent of the members.



[  CLASSIFIED EMPLOYMENT
£4f)  OPPORTUNITY

FOOD PRODUCTION UTILITY WORKER

4:30 p.m., Friday, May 27, 2016
Applications Accepted: May 13, 2016 ~ May 27, 2016

0B INFORMATION:
Permanent 10 month position. Position is a 100% FTE (8 hours per day). The
current vacancy is located at the Nutrition Center.

308 SUMMARY:

incumbents in this classification perform a variety of general grounds
maintenance and complex cleaning and sanitation activities in support of the
Nutrition Center. Incumbents are expected to bring custodial experience into the
job and learn the complex cleaning and sanitation requirements of the Nutrition
Center in a timely manner. Some work at school sites may be performed to
support the mission of the department. This work may involve the delivery of
food and supplies, moving of fumiture and equipment, cleaning, and assisting
with maintenance of cafeteria equipment. Incumbents may be assigned to
school site during periods of renovation and construction. Protective clothing
and related safety devices are provided to incumbents and should be womn in
accordance with established procedures; and other related duties as assigned.

MINIAUM QUALIFICATIONS

EDUCATION AND TRAINING:
Graduation from high school or equivalent. Coursework or on the job training in
large scale kitchen sanitation methods or equipment operation is desirable.

EXPERIENCE:

One year of experience performing custodial work. Experience performing
custodial work in a large commercial setting involving specialized sanitation and
cleaning requirements is preferred.

Any other combination of training and experience that could likely provide the
desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Possession of a valid Class C California Driver's license is required at the
time of appointment and evidence of a safe driving record is required.

(2) An applicant for this class will be required to obtain, at his/her own expense,
and submit his/her motor vehicle driving record at the time of appointment. The
record must meet and be maintained at the district's safe driving record
standard. Fallure to meet this requirement will result in the disqualification
and/or rejection of the eligible regardiess of any other standing.

(3) Incumbents may be required to travel from one school location to another.
(4) Accepting employment in a position in this classification requires the
individual to either join the union and pay union dues or to pay the union an
agency fee.

Note: Before being considered for empioyment, once an appiicant meets the minimum
qualifications, all applicants who have prior convictions wili be required to provide a
certified copy of all relevant records including, but not limited to, conviction reports,
probation reports, and other reiated court records.

This agency provides reasonable accommodations to applicants with disabilities. If you
need a reasonable accommodation for any part of the appiication and hiring process,
please notify the agency. The decision on granting reasonable accommodation will be
on a case-by-case basis.

4

SALARY RANBE HOURLY:

START. $18.68
6 MONTHS: $19.71
1% YEARS: $20.79
2% YEARS: $21.83
3%YEARS: $23.14

APPLICATION:

Candidates are strongly encouraged to submit
applications online via the Personnel Commission
website. Commission staffis available if assistance is
needed in completing your online application.
Application must be made on official application and
supplemental application forms obtained from the
Personnel Commission.

SELECTION PROGEDURE:

This examination process will consist initially of a
“paper screening” of the applicant's training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited to
continue in the selection process. This process
may be comprised of one or any comblination of the
following: supplemental application; written
examination(s); qualifications appraisal oral
examination; performance examination; or
technical oral examination, scored on a job-related
basis. Only the most highly qualified candidates
will be invited to continue in the examination
process. Successful candidates who pass all
parts of the examination process will be placed on
the eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONMEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 90713
Office: (662) 435-5708
24 hour job hotline: (662) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VI/MERIT SYSTEM EMPLOYER

Dual Exam 16-0108-0477 SF

LBUSD employees, please see reverse side for
Important information,

A\ gnl



Attendance / Professional Growth Incentive approved by the Personnel Commission
effective March 1, 2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of
the Rules and Regulations of the Classified Service. One of the major changes to the
chapter was the addition of Rule 4.3.F Attendance and/or Professional Growth Incentive. In

addition to seniority points, you may be eligible to increase your final passing score on
examinations by a maximum of 5 points. |

Guidelines:

< It is the responsibility of the promotional candidate to submit appropriate
documentation at the time of application but in no event no later than the
application deadline.

< Attendance Incentive documentation: The Personnel Commission will accept
the Lost Time Report, which is a payroll report that can be printed by your site
payroll clerk. Only the three most recent fiscal years can be used to earn
attendance incentive points.

< Professional Growth Incentive documentation: Transcripts, final grade
reports, certificates of completion, and other such documentation will be
accepted. Classes, training or seminars must have been taken and
successfully completed within the last two years from the closing date of the
recruitment.

4.3.F. ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance
Incentive shall be added to the composite score of each promotional candidate competing in
a promotional or dual certification examination. The attendance incentive shall be one point
for each year of service in which the promotional candidate has had four (4) occurrences or
less of sick leave used for each fiscal year up to a maximum of three (3) total points. Only
the three most recent fiscal years can be used to eam attendance incentive points. An
occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual certification examination. The
professional growth incentive shall be one point for each year within a two year period in
which the applicant has successfully completed classes, training or seminars which would
enhance his/her knowledge, skills and abilities in the promotional classification. A maximum
of two (2) professional growth incentive points can be eamned. Classes, training or seminars
must have been taken and successfully completed within the last two Yyears from the closing
date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional
candidate may eam is a total of five (5) points. Promotional candidates are responsible for
providing proof of their attendance and/or completion of classes, training and seminars at the
time of application but in no event no later than the application deadline. In circumstances in
which there are multiple instances of sick leave use for FMLA,CFRA and IA, the matter will
be considered on a cases by case basis by the administrator of the Personnel Commission.



= GLASSIFIED EMPLOYMENT
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INTERMEDIATE ?Mllll ﬂl!ﬂllﬂll'l'lllﬁ
TECHNIGIAN - -

FINAL Hllllﬂllm:» ot
4'80 p.m,, Friday, May 27, 2016

108 INFORMATION:
Permanent 12 month position. Positions is a 100% FTE (8 hours per day).
The current vacancy is located in the Payroil Department.

J0B SUMBARY:

Under general supesvision, payroll assignments are moderately complex
and require accuracy and attention to detail. An incumbent generally works
on assigned parts of the certificated or classified payrolis for employees on
traditional, year-round and twelve-month caiendars. The first priority is for
the intermediate Payroll Accounting Technician is to ensure that the
empioyees’ paychecks are correct and paid on time. Increasingly, an
incumbent reviews and corrects computer edit reports produced after data
is entered from payroll timesheets and time cards. An intermediate Payroli
Accounting Technician applies relevant knowledge of District, Federal and
State rules and regulations, Personnel Commission and Board of Education
administrative rules, and bargaining unit contracts in processing payroli
transactions and compieting forms and documents. An incumbent is
required to maintain the security and confidentiality of payroli information
and must demonstrate strong interpersonal skills in contacts with district
employees; and perform related duties as assigned.

HINIVIUK QUALIFICATIONS

EDUCATION AND TRAINING:
Equivalent to graduation from high school. Course work at an accredited
institution in accounting and/or financial record keeping is desirable.

EXPERIENGE: :
Two years of full-time financial record keeping work, preferably including
payroli systems.

Any other combination of training and/or experience which demonstrates
that the applicant is likely to possess the required skilis, knowledges and
abllities may be considered. .

SPECIAL AEQUIREMENTS:

Accepting employment in a position in this classification requires the
individual to either join the union and pay union dues or to pay the union an
agency fee.

Note: Before being considered for employment, once an applicant meets the
minimum gualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records. -

This agency provides reasonable accommodations to appllcants with disabilities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reasonable
accormmodation will be on a case-by-case basis.

i

SALARY RANRE HOURLY:
START: $20.27
e MONTHS:  $21.37
1%YEARS: $22.66
2% YEARS: . $23.79
3%YEARS: $25.10
APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to
complete all application materials. Supplemental
questions are required for most jobs. |f you need
assistance compieting your oniine application,
please contact the Personnel Commission office.

SELECTION PROCEDURE:

This examination process wili consist initially of
“paper screening” of the applicant’s training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invitec

: to continue In the selection process. Thie

process may be comprised of one or any
combination of the following: supplementa
application; written examination(s); qualifications
appraisal oral ~ examination; performance
examination; or technical oral examination
scored on a job-related basis. Only thé mos!
highly qualified candidates wiil be Invited tc
continue in the examination process
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (662) 435-6708
24 hour job hotline:(562) 481-JOBS
www.|bschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VII/MERIT SYSTEM EMPLOYER -

Dual Exam 16-0105-0756 OL

LBUSD employees, please see reverse side for
impaortant information.



Attendance / Professional Growth Incentive approved by the Personnel Corﬁmission effective March

11,2013 , -

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules
~and Regulations of the Classified Service. One of the major changes to the chapter was the addition
" of Rule 4.3.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you
may be eligible to increase your final passing score on examinations by a maximum of 5 points.

: Guidelines:

% Itisthe responsibility of the prsmotidnal candidate to submit appropriate documentation

4.3.F.

at the time of application but in no event no later than the application 'dsadllns.

- Attendance Incentive documentation: The Personnel Commission will accept the Lost

Time Report, which Is a payroll report that can be printed by your site payroll clerk. Only
the three most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports,
certificates of completion, and other such documentation will be accepted. Classes,
training or seminars must have been taken and successfully completed within the last
two years from the closing date of the recruitment. '

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive shall be
added to the composite score of each promotional candidate competing in a promotional or dual
certification examination. The attendance incentive shall be one point for each year of service in which
the promotional candidate has had four (4) occurrences or less of sick leave used for each fiscal year
up to a maximum of three (3) total points. Only the three most recent fiscal years can be used to eam
attendance incentive points. An occurrence in this instance shall be defined as one full assignment day
or days taken consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional candidate
competing in a promotional examination or dual certification examination. The professional growth
incentive shall be one point for each year within a two year period in which the applicant has successfully
completed classes, training or seminars which would enhance his/her knowledge, skills and abilities in
the promotional classification. A maximum of two (2) professional growth incentive points can be
eamed. Classes, training or seminars must have been taken and successfully completed within the last
two years from the closing date of the recruitment. :

The maximum attendance and/or professional growth incentive points a promotional candidate may earn
is a total of five (5) points. Promotional candidates are responsible for providing proof of their attendance
and/or completion of classes, training and seminars at the time of application but in no event no later
than the application deadline. In circumstances in which there are muitiple instances of sick leave use
for FMLA,CFRA and IA, the matter will be considered on a cases by case basis by the administrator of
the Personnel Commission.
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521™)  CLASSIFIED EMPLOYMENT
2= 4t) OPPORTUNITY

SCHOOL SAFETY/SECURITY SPECIALIST

FINAL FILING DATE:
4:30 r.m., Friday, June 10, 2016
Applications Accepted: May 20, 2016 - June 10, 2016

JOB INFORMEATION:
Permanent 10 months flex position. Position is a 100% FTE (8 hours per day). The
“current vacancy Is located at School Safety.

JOB SUNIMARY:

Under general supervision, survey and patroi District sites and other locations to
prevent unruly and disruptive student behavior or damage to equipment or property;
promote a safe and secure environment and advise students of appropriate
standards of behavior; pick up and transport truant students; perform related duties
as assigned.

Equivalerit to graduation from high school. College level-courses in psychology,
administration of justice, ethnic studies and child development are highly desirable.

EXPERIENCE: :
Two years of fulltime experience working with youth in a structured, institutional
environment. Work with at risk youth is desirable.

Or
At least one year as a Campus Security Officer in the Long Beach Unified School
District.

Any other combination of training and/or experience that could Iikeiy provide the
desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Possession of a valid Class C California Driver's license is required at the time
of appointment. (2) An applicant for this class will be required to obtain, at his/her
own expense, and submit his/her motor vehicle driving record at the time of
appointment. The record must meet and be maintained at the district's safe driving
record standard, Failure to meet this requirement will result in the disqualification
and/or rejection of the eligible regardless of any other standing. (3) In accordance
with Education Code 38001.5, a certificate of completion of a school security guard
training course must be provided at the time of application. (4) Some positions in
this class may require the ability to communicate effectively in a language other than
English. Selective certification in accordance with the Education Code to meet these
requirements may be effected. (5) Some incumbents may be required work
adjustable work schedules that will include evening and weekend assignments. (6)
American Red Cross standard first aid and cardio-pulmonary resuscitation
certification upon the completion of the probationary period. (7) Accepting
employment in a position in this classification requires the Individual to either join
the union and pay union dues or pay the union an agency fee.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all reievant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabiiities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decislon on granting reasonable
accommodation will be on a case-by-case basis.
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SALARY RANGE HOURLY:

START: $20.81
6 MONTHS: $21.96
1% YEARS: $23.17
2 % YEARS: $24.45
3 % YEARS: $26.80

APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure fo complete all
application materials. Supplemental questions are
required for most jobs. If you need assistance
completing your online application, piease contact the
Personnel Commission office.

SELECTION PROCEBURE:

This examination process will consist initially of a
"paper screening” of the applicant's training,
background and experience. Candidates whose
background, skills, and expertise most closely match
that which we are seeking, will be invited to continue
in the selection process. This process may be
comprised of one or any combination of the following:
supplemental application; written examination(s);
qualifications appraisal oral examination; performance
examination; or technical oral examination, scored on
a job-related basis. Only the most highly qualified
candidates will be invited to continue in the
examination process. Successful candidates who
pass all parts of the examination process will be
placed on the eligibility list in order of their relative
merit as determined by these competitive
examinations.

- PERSONNEL CORMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (662) 435-65708
24 hour job hotline:(562) 491-JOBS
www.lbschoois.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OFPPORTUNITY TITLE
VII/MERIT SYSTEM EMPLOYER

Dual Exam 16-0112-5016 RO

LBUSD employees, please see reverse side for
important information.
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- Attendance / Professional Growth Incentive approved by the Personnel Comrmssmn

effective March 1, 2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of
the Rules and Regulations of the Classified Service. One of the major changes to the
chapter was the addition of Rule 4.3.F Attendance and/or Professional Growth Incentive.
In addition to seniority points, you may be eligible to increase your final passing score on

examinations by a maximum of 5 points.

Guidelines:

< It is the responmsibility of the promotional candidate to submit appropriate
documentation at the time of application but in no event no later than the
application deadline.

< Attendance Incentive documentation: The Personnel Commission will accept
the Lost Time Report, which is a payroll report that can be printed by your site
payroll clerk. Only the three most recent fiscal years can be used to earn
attendance incentive points.

< Professional Growth Incentive documentation: Transcripts, final grade reports,
certificates of completion, and other such documentation will be accepted.
Classes, training or seminars must have been taken and successfully completed
within the last two years from the closing date of the recruitment.

4.3.F ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive shall be
added to the composite score of each promotional candidate competing in a promotional or dual
certification examination. The attendance incentive shall be one point for each year of service in which the
promotional candidate has had four (4) occurrences or less of sick leave used for each fiscal year up to a
maximum of three (3) total points. Only the three most recent fiscal years can be used to earn attendance
incentive points. An occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional candidate
competing in a promotional examination or dual certification examination. The professional growth
incentive shall be one point for each year within a two year period in which the applicant has successfully
completed classes, training or seminars which would enhance his/her knowledge, skills and abilities in the
promotional classification. A maximum of two (2) professional growth incentive points can be earned.
Classes, training or seminars must have been taken and successfully completed within the last two years
Jfrom the closing date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate may earn
is a total of five (5) points. Promotional candidates are responsible for providing proof of their attendance
and/or completion of classes, training and seminars at the time of application but in no event no later than
the application deadline. In circumstances in which there are multiple instances of sick leave use for
FMLA,CFRA and IA, the matter will be considered on a cases by case basis by the administrator of the
Personnel Commission.



= CLASSIFIED EMPLOYMENT
do - OPPORTUNITY

SENIOR FOOD PRODUCTION UTILITY WORKER

4:30 p.m., Frlday, May 27, 2016.
Applications Accepted: May 13, 2016 — May 27, 2016

JOB INFORMATION:
Permanent 12 month position. Position is a 100% FTE (8 hours per day). The
current vacancy Is located at the Nutrition Center.

JOB SUNIMARY:

Under general supervision, the Senior Food Production Utility Worker serves as
a lead over a smali Food Production Utility Worker crew at the Nutrition Center,
scheduies daily run sheets and provides work direction and guidance to
assigned staff. Incumbents in this classification perform a variety of general
grounds mainténance and compiex cleaning and sanitation activities in support
of the Nutrition Center and perform touch-up painting work as needed. Some

work at school sites may be performed to support the mission of the department.

This work may invoive the delivery of food and supplies, moving of furniture and
equipment, cleaning, and assisting with maintenance of cafeteria equipment.
incumbents may be assigned to school site during periods of renovation and
construction. Protective clothing and related safety devices are provided to
incumbents and should be worn in accordance with established procedures;
and other reiated duties as assigned.

EDUCATION AND TRAINING:
Graduation from high school or equivalent. Coursework or on the job training in
large-scale kitchen sanitation methods or equipment operation is desirabie.

EXPERIENCE:

Two years of experience performing custodial work involving specialized
sanitation and cleaning requirements in a iarge commercial setting. Experience
serving in a lead or supervisory capacity is preferred.

Any other combination of training and experience that could likely provide the
desired skills, knawledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Possession of a valid Class C California Driver's license is required at the
time of appointment and evidence of a safe driving record is required.

(2) An applicant for this class will be required to obtain, at his/her own expense,
and submit his/her motor vehicle driving record at the time of appointment. The
record must meet and be maintained at the district's safe driving record
standard. Failure to meet this requirement will result in the disqualification
and/or rejection of the eligible regardless of any other standing.

(3) Incumbents may be required to travel from one school location to another.
(4) Accepting employment in a position in this classification requires the
Individual to either join the union and pay union dues or to pay the union an
agency fee.

Note: Before being considered for employment, once an applicant mests the minimum
qualifications, all applicants who have prior convictions will be required to provide a
certified copy of all relevant records Including, but not limited to, conviction reports,
probation reports, and cother related court records.

This agency provides reasonable accommodations to applicants with disabilities. If you
need a reasonable accommodation for any part of the applieation and hiring process,

nlasea nntifu tha ananme  Tha danisinn An Arantine Arntinm il ke
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SALARY RANRE HOUDRLY:

START. $20.27
6 MONTHS: $21.37

1 1%YEARS: $22.68

2% YEARS: $23.79
3 % YEARS: $25.10

APPLIGATION:

Candidates are strongly encouraged to submit
applications online via the Personnel Commission
website. Commission staff is availabie if assistance is
needed in completing your online application.
Application must be made on official application and
supplemental application forms obtained from the
Personnel Commission.

SELECTION PROGEDURE:

This examination process will consist initially of a
"paper screening” of the applicant’s training,
background, and experience. Candidates whose
background, skills, and expertise most ciosely
match that which we are sesking, will be invited to
continue in the selection process. This process
may be comprised of one or any combination of the
following: supplemental application; written
examination(s); qualifications appraisal oral
examination; performance examination; or
technical oral examination, scored on a job-reiated
basis. Only the most highly qualified candidates
will be invited to continue in the examination
process. Successful candidates who pass all
parts of the examination process will be placed on
the eligibillty list in order of their relative merit as
determined by these competitive examinations.

PERSONMNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (662) 435-5708
24 hour job hotline: (662) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VIIMERIT SYSTEM EMPLOYER

Dual Exam 16-0107-0478 SF

LBUSD employees, please see reverse side for
Important information.
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‘Attendance / Professional Growth Incentive approved by the Personnel Commission

effective March 1, 2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter'N. of
the Rules and Regulations of the Classified Service. One of the major changes to the
chapter was the addition of Rule 4.3.F Attendance and/or Professional Growth Incentive. In

addition to seniority points, you may be eligible to increase your final passing score on
examinations by a maximum of 5 points.

Guidelines:

<

4.3.F.

It is the responsibility of the promotional candidate to submit appropriate
documentation at the time of application but in no event no later than the
application deadline.

| Attendance Incentive documentation: The Personnel Commission will accept

the Lost Time Report, which is a payroll report that can be printed by your site
payroll clerk. Only the three most recent fiscal years can be used to earn
attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade
reports, certificates of completion, and other such documentation will be
accepted. Classes, training or seminars must have been taken and
successfully completed within the last two years from the closing date of the
recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance
incentive shall be added to the composite score of each promotional candidate competing in
a promational or dual certification examination. The attendance incentive shall be one point

- for each year of service in which the promotional candidate has had four (4) occurrences or

less of sick leave used for each fiscal year up to a maximum of three (3) total points. Only
the three most recent fiscal years can be used to earn altendance incentive points. An
occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual certification examination. The
profassional growth incentive shall be one point for each year within a two year period in
which the applicant has successfully completed classes, training or seminars which would
enhance his/her knowledge, skills and abllities in the promotional classification. A maximum
of two (2) professional growth incentive points can be eamed. Classes, training or seminars
must have been taken and successfully completed within the last two years from the closing
date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional
candidate may eam is a total of five (5) points. Promotional candidates are responsible for
providing proof of their attendance and/or completion of classes, training and seminars at the
time of application but in no event no later than the application deadline. In circumstances in
which there are multiple instances of sick leave use for FMLA,CFRA and IA, the matter will
be considered on a cases by case basis by the administrator of the Personnel Commission.



CLASSIFIED EMPLOYMENT

@%ﬁ@ OPPORTUNITY
$EHIBR SVSTEHS MVST

4:30 r .m., Friday, June 3, 2016
Appl caﬂons Accepted: May 13,2016 - June3 2016

108 IMFORMATION:
Permanent 12 month position. Position is a 100% FTE (8 hours per day).
The current vacancy is located at Information Services.

iDB SUMMARY:

Under general direction, analyze work procedures of application systems
and coordinate the work of project groups engaged in analyzing, designing,
accessing and implementing the District's student information and business
software application systems; serve as the database administrator for a
major District-wide application system such as the payroll or financial
system; perform related duties as assigned.

VIRIMUR QUALIFICATIONS
EDUGATION AND TRAINING: -

Bachelor's degree in computer science or a closely related field.

SHPERIENGE:

Four years of experience in web applications systems and database
development, programming, testing, modification and administration.
Experience in a lead or supervisory capacity is highly desirable.

Any other combination of training and experience that could likely provide
the desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Positions in this class require the use of personal automobile and
possession of a valid California class C driver’s license.

(2) Accepting empioyment in a position in this classification requires the
individual to either join the union and pay union dues or pay the union an
agency fee.

Working Environment: Office environment; Extended viewing of a computer
monitor, Driving a vehicle to conduct work; Occasional evening or variable
hours.

Physical Demands: Dexterity of hands and fingers to operate a computer
keyboard; Seeing to read a variety of materials; Hearing and speaking to
exchange information and make presentations; Sitting for extended periods
of time.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabliities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reasonable
accommodation will be on a case-by-case basis.
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SALARY RANGE HOURLY:

START: $41.03
6 MONTHS: $43.27 -
1% YEARS: $45.66
2% YEARS: $48.17
3% YEARS: $560.82

APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to
complete all application materials. Supplemental
questions are required for most jobs. If you need
assistance completing your online application,
please contact the Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a

“paper screening” of the applicant’s training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited

i to continue in the selection process. This

process may be comprised of one or any
combination of the following: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates wiil be invited to
continue in the examination process.
Successful candidates who pass all parts of the

examination process will be placed on the
| eligibility list in order of their relative merit as

determined by these competitive examinations.

PERSONNEL CORMATISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (662) 435-5708
24 hour job hotline:(562) 491-JOBS
www.|bschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VII/MERIT SYSTEM EMPLOYER

Dual Exam 16-0111-6120 SF

LBUSD empioyees, piease see reverse side for
important information.
o

-
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Aftendance / Professional Growth Incentive approved by the Personnel Commission
effective March 1, 2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of
the Rules and Regulations of the Classified Service. One of the major changes to the
chapter was the addition of Rule 4.3.F Attendance and/or Professional Growth Incentive. In
addition to seniority points, you may be eligible to increase your final passing score on -
examinations by a maximum of 5 points.

Guidelines:

%

0
(<4

4.3.F.

It is the responsibility of the promotional candidate to submit appropriate
documentation at the time of application but in no event no later than the
application deadline.

Attendance Incentive documentation: The Personnel Commission will accept
the Lost Time Report, which is a payroll report that can be printed by your site
payroll clerk. Only the three most recent fiscal years can be used to earn
attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade
reports, certificates of completion, and other such documentation will be

‘accepted. Classes, training or seminars must have been taken and

successfully completed within the last two years from the closing date of the
recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance
incentive shall be added to the composite score of each promotional candidate competing in
a promotional or dual certification examination. The attendance incentive shall be one point
for each year of service in which the promotional candidate has had four (4) occurrences or
less of sick leave used for each fiscal year up to a maximum of three (3) total points. Only
the three most recent fiscal years can be used to eam attendance incentive points. An
occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual certification examination. The
professional growth incentive shall be one point for each year within a two year period in
which the applicant has successfully completed classes, training or seminars which would
enhance his/her knowledge, skills and abilities in the promotional classification. A maximum
of two (2) professional growth incentive points can be eamed. Classes, training or seminars
must have been taken and successfully completed within the last two years from the closing
date of the recruitment.

The  maximum attendance and/or professional growth incentive points a promotional
candidate may eam is a total of five (5) points. Promotional candidates are responsible for
providing proof of their attendance and/or completion of classes, training and seminars atthe
time of application but in no event no later than the application deadline. In cicumstances in
which there are multiple instances of sick leave use for FMLA,CFRA and IA, the matter will
be considered an a cases by case basis by the administrator of the Personnel Commission.
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LONG BEACH UNIFIED SCHOOL DISTRICT

SUBJECT:  Eligibility Lists

Date: May 26, 2016

PAGE: 16

Reason for

Consideration: Approval

Accounting Manager

List Valid: 5/27/16 — 05/27/17
Total applications received: 22
No. Failed: 0

No. Passed: 13

Instructional Aide-Special

List Valid: 5/13/16 — 05/13/17

Total applications received: 140

No. Failed: 3

No. Passed: 33

Job Developer

List Valid: 5/27/16 — 5/27/17
Total applications received: 81
No. Falled: 6

No. Passed: 10

Kids Club Supervisor|

List Valid: 5/20/16 — 5/20/17

Total applications received: 38

No. Failed: 7

No. Passed: 7

Kids Club Supervisor Il

List Valid: 5/20/16 — 5/20/17

Total applications received: 30

No. Failed: 4

No. Passed: 5

Kids Club Supervisor llI
List Valid: 5/20/16 — 5/20/17

Total applications received: 12
No. Failed: 4

No. Passed: 5

Speech Language Path Assistant
List Valid: 5/26/16 — 5/26/17

Total applications received: 23

No. Failed: 1

No. Passed: 5

CERTIFIED TO BE CORRECT:

Kenneth Kato

Dual

Total invited to exam: 14
No. Withdrew: 1

Open

Total invited to exam: 75
No. Withdrew: 39

Dual

Total invited to exam: 23
No. Withdrew: 7

Dual

Total invited to exam; 23
No. Withdrew: 9

Dual

Total invited to exam: 10
No. Withdrew: 1

Dual

Total invited to exam: 1
No. Withdrew: 3

Dual

Total invited to exam: 10
No. Withdrew: 4

16-0098-0346

No. Screened Out: 8

16-0083-0448

No. Screened Out; 65

16-0087-0463

No. Screened Out; 58

16-0087-3266

No. Screened Out: 15

16-0088-3627

No. Screened Out: 20

16-0089-3268

No. Screened Out: 7

16-0056-5024

No. Screened Out; 13

DATE: May 20, 2016
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PERSONNEL COMMISSION '
“Supporting student achlevement through quality service.”

May 18, 2016 -

TO: Persorinel Commission

FROM: Executive Officer, Personnel Commission and Classified Employment
SUBJECT: Creation of a Classification

Background and Findings

In January 2015 the supervision of the Electronics and Telecommunications shops and
personnel was shifted from Maintenance to Technology and Information Services. Currently
the Computer Support shop is supervised by a Computer Support Supervisor (salary range 42
S1) and the Telecommunication shop is supervised by a Telecommunications Supervisor
(salary range 38 S1). The Electronics shop staff are supervised by an Electrician Manager
(salary range 42 M2).

As a result of the reorganization, Technology and Information Services is requesting creation
of a new management classification to oversee the Electronics, Telecommunications and

Computer Support shops.’

Incumbents in the proposed classification of Technology Field Operations Manager will plan,
organize and manage the District's technology support field operations including installation,
maintenance and repair of computers and peripherals, audio/visual equipment and systems,
Voice-over-IP telecommunications and systems such as fire, clock, bell and security systems.

Salary Placement

Staff conducted a compensation study of the proposed class of Technology Field Operations
Manager. Local agencies typically used for salary surveys were surveyed for compensation
comparison. However, the results of the survey did not provide a clear guideline for salary
placement and instead staff looked at internal relationships with existing classifications.

The Rules and Regulations of the Classified Service §10.8 states that, “Supervisory,
confidential and management classifications shall be separated by a minimum of four salary
ranges above the highest-level subordinate. Market data may dictate differences above these
minimums.”



Staff Report - CraiﬁOn of a New Classification - cdnt. ‘ Page 2

“The highest classification in the hierarchy that the proposed classification would sérve in a '
“supervisory role over is the classification of Computer Support Supervisor at salary range 42

(S1). Therefore, in the absence of market data dictating a higher rate, staff is recommending
placement of the Technology Field Operations Manager at salary range 46 (M2), providing a
minimum of four salary ranges above the highest-level subordinate.

Recommendatioris

Staff recommends the Personnel Commission:

1. Create the classification of Technology Field Operations Manager

2. Allocate the classiﬂcation: of. Technology Field Operations Manager to salary range 46
(M2) -

Prepared by: Approved and Recommended:

ok S
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Susan Leaming Kenneth Kato
Personnel Analyst Executive Officer
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PERSONNEL COMMISSION

Class Code:
Salary Range: 46 M2
DRAFT

TECHNOLOGY FIELD OPERATIONS MANAGER

JOB SUMMARY

Under administrative direction; plan, organize and manage the District's technology
support field operations including the installation, maintenance and repair of computers
and peripherals, audio/visual equipment and systems, Voice-over-IP (VoIP)
telecommunications, and systems such as fire, clock, bell, and security systems; train

and supervise assigned personnel; perform related duties as assigned.

EXAMPLES OF DUTIES

The classification specification does not describe all duties performed by all incumbents within the class.
This summary provides examples of typical tasks performed in this classification.

Plan, organize and manage the District's technology' support field operations to meet

user needs and District technology goals; assure high-quality customer service is -
_provided. to end users and compliance with applicable laws, codes rules and

regulations. E

Oversee and manage the installation, maintenance and repair of computers and
peripherals, audio/visual equipment and systems, Voice-over-IP (VoIP)
telecommunications, and systems such as fire, clock, bell, and security systems. E
Communicate with administrators, vendors, service providers and other outside
organizations to coordinate activities, prioritize and schedule work, resolve issues
and exchange information. E )

Estimate and order materials, labor, equipment for technology support activities and
projects; assure projects, service tickets and requests for service are completed in a
timely and cost effective manner; communicate with the Help-Desk regarding daily
service tickets and user needs. E

Develop and implement practices and procedures that improve efficiencies and
customer service for end users; monitor and evaluate the efficiency of service
delivery methods. E

Train and supervise the performance of assigned personnel; interview and select
employees and recommend transfers, reassignment, termination and disciplinary
actions; oversee and assure proper coordination of activities. E

Prepare specifications for contractor projects; conduct site visits to assure District
standards and specifications are met and work is completed in a timely manner. E
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o Evaluate the effectiveness of existlng technology equipment;  provide
recommendations concerning the purchase of new equipment and enhancing
existing equipment to achieve. user instructional/administrative goals; assure

- compliance with established District objectives and resources. E

. Prepare and maintain a variety of records, files and reports related fo field

operations and other assigned activities. E

e Participate in the preparation of Request for Proposals (RFP’s), evaluate and make
recommendations regarding vendor proposals. E

o Develop assigned budgets for inclusion in departmental budget; monitor
expenditures and recommend modifications to cover expenses; propose and.
implement cost reduction measures. E

o Participate in the formulation and development of departmental policies, procedures
and programs; advise administrators of unusual trends or problems and recommend
appropriate corrective action. E

e Operate a computer and assigned software; operate other office equipment as
assigned. E -

o Drive a District-issued. or personal vehicle to various sites to conduct work; respond
to after-hours emergency calls and coordinate response. E

e Attend and participate in meetings, conferences and seminars related to technology
to maintain current knowledge of technological advances in the field. E

Note: At the end of some of the duty statements there is an italicized "E” which identifies essential duties
required of the classification. This is strictly for use in compllance with the Americans with Disabilities Act.

DISTINGUISHING CHARACTERISTICS

A Technology Field Operations Manager plans, organizes and manages the District’s
technology support field operations that includes the Electronics, Telecommunications
and Computer Support units, with a focus on providing quality customer service to end
users and fostering-a culture of responsiveness to client needs. An incumbent provides
operational leadership and coordinates activites to assure optimal operational
performance, fiscal responsibility and to meet the District’s instructional and
administrative technology goals.

EMPLOYMENT STANDARDS
Khowledge of:

Installation, maintenance and repair of computers and peripherals, digital audio/visual
equipment and systems, Voice-over-IP (VoIP) telecommunications, or systems such as

. fire, clock, bell and security systems in a networked environment.
. Principles and practices of providing quality customer service.

Principles and practices of supervision and training.
Project management techniques.

Organization and work flow management.
Record-keeping and report preparation techniques.
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Applicable laws, codes, regulations, policies and procedures.
Budgeting practices regarding monitoring and control.
Interpersonal skills using tact, patience and courtesy

Oral and written communication skills.

Operation of a computer and assigned software.

" Ability to:

Develop and implement practices and procedures that improve efficiencies and
customer service for end users.

Assure-quality customer service to end users and foster a culture of responsiveness to
client needs.

Establish and maintain effective controls over financial, material and labor resources.
Develop and monitor budgets.

Supervise and evaluate the performance of assigned personnel.

Work independently with little direction.

Interpret, apply and explain rules, regulations, policies and procedures.

Understand and resolve issues, complaints or problems.

Build consensus and apply problem-solving techniques in a constructive manner.
Analyze situations accurately and adopt an effective course of action.

Plan and organize work. Monitor and control expenditures.

Maintain current knowledge of technological advances in the field.

Assure compliance with applicable laws; codes, rules and regulations.

Prepare and maintain records and prepare narrative reports.

Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned software.

Education and Training:

Bachelor's degree in computer science, information technology, business administration
or a closely related field.

Experience:

Four years of supervisory or management | experience involving installation,
maintenance and repair in one or more of the following areas:

Computers and peripherals

Digital audio/visual equipment and systems

Voice-over-IP (VoIP) telecommunications

Systems such as fire, clock, bell and security systems in a networked environment

Experience in an educational environment is preferred.
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Two years of additional experience may be substituted for two years of the higher

education. -

Any other cdmbination of training and éxperience that could likely provide the' desired

‘skills, knowledge or abilities may. be considered.

SPECIAL REQUIREMENTS

Positions in this class require the use of a personal automobile and possession of a
valid California Class C driver's license.

Applicants for this classification will be required. to obtain and submit, at his/her own
expense, his/her current motor vehicle driving record at the time of appointment. The
record must meet and be maintained at the District's safe driving standard. Failure to
meet this. requirement will result in the disqualification and/or rejection of the applicant
regardless of any other standing. _ : :

WORKING ENVIRONMENT

Offices and school sites.

Driving a vehicle to conduct work.
Occasional evening and variable hours.
Coordinate after hours emergency response.

PHYSICAL DEMANDS

Dexterity of hands and fingers to operate a computer keyboard.

Seeing ta read a variety of materials. ,

Sitting or standing for extended periods of time.

Hearing and speaking to. exchange information in person and on the telephone.
Bending at the waist, kneeling or crouching. '

Reaching overhead, above the shoulders and horizontally.

AMERICANS WITH DISABILITIES ACT

Persons with certain disabilities may be capable of performing the essential duties of
this class with or without reasonable accommodation, depending on the nature of the
disability.

APPOINTMENT
In accordance with Education Code Section 45301, an employee appointed to this
class must serve a probationary period of one year during which time an employee

must demonstrate at least an overall satisfactory performance. Failure to do so shall
result in the employee’s termination.

PCA:



