Berkeley Unified School District
2020 Bonar Street, The Tech Lab, Room 126
Berkeley, CA 94702

Personnel Commission

Dr. Reynaldo Ortiz, Chairperson Mr. Timothy Carter, Vice-Chairperson Ms. Heidi Goldstein, Commissioner

10.

11.

12.

13.

Patricia Duwel, Secretary

Meeting Agenda
June 6%, 2019 —4:30 pm
Call to Order Chairperson Ortiz
Roll Call & Establishment of Quorum Secretary Duwel
Public Comments (15-minute limit) Public

This is an opportunity for the public to comment on Personnel Commission business not on the agenda. The time limit is five minutes
per individual and a total of fifteen minutes per subject. No action shall be taken by the Commission.

Approval & Adoption of Agenda Chairperson Ortiz

Approval of Meeting Minutes Chairperson Ortiz
Approve the Personnel Commission Meeting Minutes for the following:

a) May 2" 2019, Regular Meeting Minutes, p. 2 — 6

Consent Items Chairperson Ortiz
It is recommended that the Personnel Commission consider approving a number of agenda items as a Consent list. Consent items are

routine in nature, and can be enacted in one motion without further discussion. This procedure conserves meeting time for a full
discussion of significant issues.

Ratification of Eligibility Lists

a) Behavioral Intervention Specialist, p. 7

b) District Services Assistant, p. 8

c) School Bus Driver, p. 9

d) School Campus Aide, p. 10

e) School Safety Officer, p. 11

f) Sous Chef, Production Kitchen, p. 12

g) Visual & Performing Arts Technician, p. 13

Reports

a) Union Union Representatives
b) District Reports District Representatives
c¢) Commissioners Reports Commissioners

d) Personnel Director Secretary Duwel

i. New Hires and Examinations administered in the month of May 2019, p. 14

Conference Items Chairperson Ortiz
These items are presented for discussion and action and may be carried over from a previous meeting.

a) Request for Reclassification- L. Robinson & N. Pete, Attachment A

b) Request for Advanced Salary Step Placement- M. Upshur, Attachment B

c) Request for Advanced Salary Step Placement- J. Ho, Attachment C

d) Request to Approve the Revised Business Systems Analyst Classification, Attachment D

e) Request to Approve the Revised Network Engineer Classification, Attachment E

f) Request to Extend Eligibility List- Nutrition Services Assistant, Attachment F

g) Personnel Commission Budget for 2019-2020- 1 DRAFT, Third Reading, Attachment G

h) Personnel Commission Budget for 2019-2020- 2" DRAFT, Second Reading, Attachment H

Closed Session (1 matter) Chairperson Ortiz
a) Employee Discipline and Legal Matters - Government Code § 54954,

Report from Closed Session Chairperson Ortiz

Public Comments (15-minute limit) Public
This is an opportunity for the public to comment on Personnel Commission business not on the agenda. The time limit is five minutes
per individual and a total of fifteen minutes per subject. No action shall be taken by the Commission.

Next Meeting Chairperson Ortiz
Follow up items for next Personnel Commission Meeting.

Adjournment Chairperson Ortiz

Agendas and minutes of Personnel Commission meeting are available at the District’s website, www.berkeleyschools.net. Also, in accordance with the Brown Act and Government
Code § 54957.5 (b)(1), writings that are related to an agenda item for an open session of a regular meeting, that are public records not otherwise exempt from disclosure and that are
distributed less than 72 hours prior to the meeting, shall be made available for public inspection at the time the writings are distributed to at least the majority of Commissioners. The
public may request copies of the records at the District’s Human Resources office at 2020 Bonar Street, Berkeley, CA 94702.
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UNOFFICIAL VERSION

Berkeley Unified School District

Personnel Commission Meeting Minutes
May 2™, 2019 — 4:30 pm

Call to Order
The meeting was called to order at 4:30 pm

Roll Call & Establishment of Quorum
Chairperson Ortiz, Vice-Chairperson Carter, and Commissioner Goldstein were present, and a quorum
was established.

Public Comments

Sandra Maldonado, Student Welfare and Attendance Technician at Berkeley Technology Academy,
expressed concern regarding duties assigned to her that she does not believe are in her classification and
advised she plans to request a desk audit.

Samantha Ortega requested extension of her eligibility on the Nutrition Services Assistant eligibility list
because she is currently on a leave of absence and will not be able to complete her probationary period.

Approval & Adoption of Agenda

Commissioner Goldstein made a motion to approve the May meeting agenda; Vice-Chairperson Carter
seconded the motion,

Approved, 3-0

Approval of Meeting Minutes

a) April 11%, 2019, Regular Meeting Minutes
Vice-Chairperson Carter made a motion to approve the April meeting minutes; Commissioner Goldstein
seconded the motion,
Approved, 3-0

Consent Items
Ratification of Eligibility Lists
a) Library Media Specialist
Commissioner Goldstein made a motion to approve the eligibility list; Vice-Chairperson Carter seconded
the motion,
Approved, 3-0

Reports
a) Union Reports

None.

b) District Reports
Brent Daniels, Human Resources Director, said that Human Resources continues to meet with BCCE
Leadership regularly and they are continuing conversations on how to improve relationships
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between the District and the Union. He reported that the District and BCCE are collaborating to fill
Behavioral Intervention Specialist vacancies by identifying current Instructional Assistant Il, SPED's

who may be eligible for a re-classification.

c¢) Commissioners Reports
Commissioner Goldstein wished BUSD Board President, Judy Appel continued speedy recovery. She
said she is looking forward to the Classified Employee Recognition event on 5/9/19.
Commissioner Goldstein also expressed her hope to have discussion later in the meeting regarding
utilization of the learning and training grant funds recently received from the state for staff
development.
Chairperson Ortiz said he was looking forward to the Classified Employee Recognition event as well.

d) Personnel Director
i. New Hires and Examinations administered in April 2019
Secretary Duwel shared exam activity for the month of April and responded to Commissioner
Goldstein’s questions about several new hire/assignment entries that also appeared in the March
exam activity report. She reminded the public of the Classified Recognition event.

8. Conference Items

a) Request for New Classification - Senior Employee Benefits Specialist
Kimberle Sanders, Risk Manager, advised that there are currently two Employee Benefits Specialists
in the Benefits/Risk Management department, with one employee working out of class, largely
through review of department-wide work products. She said it was necessary to establish a lead
position to support the manner in which work is performed in the department.

Vice-Chairperson Carter asked if the employee in the upgraded role would be replaced. Ms. Sanders
replied that the employee in the current position meets the skill and knowledge requirements to
work in the reclassified role. Commissioner Goldstein inquired about the relevance of the Driver’s
License requirement in the classification description. Ms. Sanders replied that this is not a key
requirement of the role, however the employee may occasionally need to travel. Commissioner
Goldstein recommended removing the license requirement. Chairperson Ortiz agreed and said the
employee could use public transportation or other ride-hailing services if travel is required.

Vice-Chairperson Carter made a motion to approve the Senior Employee Benefits Specialist
classification; Commissioner Goldstein seconded the motion,
Approved, 3-0

b) Request for Re-Classification - B. Stuckey
Secretary Duwel said that Ms. Stuckey has been performing lead duties in her current role for ten
years. Commissioner Goldstein asked about the status of the second Employee Benefits Specialist
position, Ms. Sanders confirmed that it is currently vacant.

Commissioner Goldstein made a motion to approve the re-classification for Ms. Stuckey; Vice-
Chairperson Carter seconded the motion,
Approved, 3-0
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c)

d)

e)

f)

Request to Extend Eligibility List - Human Resources Technician

Vice-Chairperson Carter made a motion to approve the HR Technician eligibility list; Commissioner
Goldstein seconded the motion,

Approved, 3-0

Request for New Classification - Grounds Supervisor

Stephen Collins, BUSD Maintenance Manager, explained that the new Grounds Supervisor position
is part of a departmental reorganization. He noted that funding for the new position would come
from a position vacated by an expected retirement. Commissioner Goldstein asked about the
alternative if the retirement did not occur, Mr. Collins replied that a job could ultimately be laid off,
but that he was confident that the retired role would be redeployed.

Commissioner Goldstein questioned whether the Grounds Supervisor position was as complex as the
Maintenance Supervisor position to which it was peer-leveled. Mr. Collins elaborated on the required
expertise of the role and observed that, like a maintenance supervisor, the grounds gardener’s
supervisor must be a master of their trade.

Commissioner Goldstein asked if minimum qualifications should be more specific. Secretary Duwel
replied that the knowledge, skills, and abilities listed in the class description are part of the minimum
gualifications. She also said that there’s no specific journeyman track in grounds, as is the case in
maintenance. Mr. Collins noted a journeyman tenure requires four years of experience, and the
Grounds Supervisor classification requires eight years.

Denise Diggs, Administrative Assistant Il at Student Services, asked if the Grounds Supervisor will be
performing field work and expressed a concern that, with a pending layoff, there may be additional
workload for others in the Grounds Gardener role. Mr. Collins said his expectation was that this
position brings efficiencies in the driving, coordinating and purchasing of equipment, and the role
will generally not be on site performing gardener work. Roderick Carraway, Maintenance Engineer,
said the job description lists some of the job duties that a gardener would have and expressed
concerned that a gardener could be laid off to create the new position. Mr. Collins replied that he
expects the re-organized gardening crews to be able to cover the work requirement but, if there’s a
gap, the Grounds Supervisor will determine how to get the job done. Mr. Carraway said that
members could be paid overtime to do that work.

Vice-Chairperson Carter asked Mr. Collins if this will become a workload issue if and when a gardener
is laid off. Mr. Collins replied he did not think it would be an issue because the Grounds Supervisor
role is designed to absorb much of the driving and coordinating tasks that gardeners are currently
doing.

Vice-Chairperson Carter made a motion to approve the Grounds Supervisor position; Commissioner
Goldstein seconded the motion,
Approved, 3-0

Personnel Commission Budget for 2019-2020- 1%t DRAFT, Second Reading

Personnel Commission Budget for 2019-2020- 2" DRAFT, First Reading

Commissioner Goldstein requested two budget drafts be considered. She advised that the second

budget draft included funds for support of Behavioral Intervention Specialist recruitment, as well as

a placeholder amount to support requirements arising from the Classified Personnel Director MOU,
4
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pending finalization, that may divert time or resources from commission staff. She also requested
additional funds in the training line item to enable the Commission to support work related to skills
building and professional development program overlay through the grant that the District received
from the state for classified staff training.

Commissioner Goldstein advised that Special Ed. Director, Dr. Jan Hamilton, had previously identified
the need for fifty (50) new Behavioral Intervention Specialist (BIS) positions in the next school year.
Based on current recruitment and testing results, Commissioner Goldstein has observed a shortfall
to that goal and has suggested additional funds to support recruitment. HR Director Daniels said that
HR has not received Personnel Requisitions to request any new positions in SPED nor has Dr.
Hamilton advised him of the need to establish fifty BIS positions. He said there are Instructional
Assistant I, SPEDs that have been identified as re-classification candidates because they were well-
versed with the BIS job duties and are utilizing the necessary skills and have received formal training.
Commissioner Goldstein asked about the staffing plan for SPED next year. HR Director Daniels
suggested that Dr. Hamilton share this update herself.

Vice-Chairperson Carter asked how many contractors are being used by the SPED department.
Secretary Duwel said she could ask Dr. Hamilton for this information. Chairperson Ortiz asked if this
is a function of the Personnel Commission instead of the District. Secretary Duwel said in a merit
district; the Personnel Commission should handle recruitment matters. Commissioner Goldstein said
she would like some clarity on SPED requirements while there’s time to get the budget approved.
Chairperson Ortiz noted that the Commission might be putting themselves in jeopardy by proposing
the revised budget and having it not get approved by the District. He said that professional
development is not a commission role. Commissioner Goldstein disagreed and asserted that
improved communication is needed for clarity on the specific hiring targets so that the Commission
can resource accordingly to recruit, retain or promote current employees into these roles.

Vice-Chairperson Carter requested another reading of the two proposed budgets. Commissioner
Goldstein requested that Secretary Duwel edit the 2™ budget after discussing requirements with
SPED and bring the revised budget to the next meeting.

Chairperson Ortiz made a motion to bring the two draft budgets to the next meeting; Vice-Chairperson
Carter seconded the motion,
Approved, 3-0.

9. Closed Session (1 matter)

a) Employee Discipline and Legal Matters - Government Code § 54954.
The Commission went into closed session at 5:56 pm.

10. Report from Closed Session
The Commission came out of closed session at 6:31 pm. Chairperson Ortiz reported that no action was
taken.

11. Public Comments
None


















Berkeley Unified School District

Merit System
Eligibility List for : School Safety Officer
(Open)
Written Examination: April 11, 2019
Oral Examination: April 30, 2019

List Established by Personnel Commission: June 6, 2019 to expire June 5, 2020

Open
1 Norman Wright*

2 Ronald Fletcher Il
3 Jonnel Gallon*
3 Annette Haugebook*

* Eligibility to expire August 1, 2019

p’/ﬁ-/—{ L/o‘/lal?

Patricia Duwel Date

Secretary, Personnel Commission

G

Reynaldo Ortiz
Chairperson, Personnel Commission

Date
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Berkeley Unified School District

Merit System
Eligibility List for : Sous Chef - Production Kitchen
(Open)
Written Examination: April 4, 2019
Oral Examination: May 8, 2019

List Established by Personnel Commission: June 6, 2019 to expire June 5, 2020

Open
1 Steve Jaramillo
2 James Naraja
2 Charles Briseno
3 Mirna Montalvo

2l — < G[3]2019
Patricia Duwel Datel 7/
Secretary, Personnel Commission

Y 5

Reynaldo Ortiz ) b Date
Chairperson, Personnel Commission
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Berkeley Unified School District

Merit System
Eligibility List for : Visual and Performing Arts Technician
(Open)
Written Examination: May 16, 2019
Oral Examination: May 30, 2019

List Established by Personnel Commission: June 6, 2019 to expire June 5, 2020

Open
1 Diana Lee
2 Lisa Zeiler
3 Mark Rosenthal

V) ———=< 6/3/20r7

Patricia Duwel Date
Secretary, Personnel Commission

opldl 5

Reynaldo Ortiz
Chairperson, Personnel Commission

Date
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Examinations Administered in the Month of May:
Classification Written Oral Performance

Behavioral Intervention Specialist 8 6

District Services Assistant 8 8

Instructional Specialist (Cooking) 2

School Campus Aide 7 4

School Bus Driver 2

Sous Chef 12 4
Visual and Performing Arts Technician 3 3

New Hires/New Assignments/Promotions Processed in the Month of May:

Name- Employment Type- Classification- Location/Dept.
Elkelani, Eman New Hire Employee Benefits Specialist Benefits
Siecienski, Leo Promotion School Administrative Assistant, ECE Hopkins
Stuckey, Belinda Promotion Senior Employee Benefits Specialist Benefits

14



ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
June 6, 2019

AGENDA ITEM

SUBJECT: BEHAVIORAL INTERVENTION SPECIALIST RECLASSIFICATION
REQUEST IN THE MATTER OF MS. LINNETTE ROBINSON AND MS.
NICHELLE PETE

BACKGROUND INFORMATION

In support of the District’s restructuring of the Special Education services model, the District has
requested that employees in the Instructional Assistant II Special Education classification who
have been working in positions that encompass the scope of Behavior Intervention; be reviewed
for potential reclassification to Behavioral Intervention Specialist.

Ms. Linnette Robinson and Ms. Nichelle Pete have both attained the requisite CPI training and
attended the four-day training offered by Special Education in Sep. Ms. Lena Sweeney, Program
Supervisor for Special Education supports both individuals in this endeavor. Each, in their own
right, have well over two years of gradual accretion with Ms. Pete having been in her current
position for three school years (8/30/2016) and Ms. Robinson in her position since 2010
(10/16/2010).

DIRECTOR’S RECOMMENDATION

Approve the reclassification request and reclassify both Ms. Linnette Robinson and Ms. Nichelle
Pete to Behavioral Intervention Specialist with an effective date of June 7, 2019 and set their
seniority date back to their current position assignment date.
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Berkeley-“et Patricia Duwel <patriciaduwel@berkeley.net>

BERKELEY UNIFIED SCHOOLS

Linnette Robinson
1 message

Lena Sweeney <lenasweeney@berkeley.net> Thu, May 16, 2019 at 8:48 AM
To: Patricia Duwel <patriciaduwel@berkeley.net>
Cc: janhamilton@berkeley.net

This is a letter to explain briefly the reasons why Linnette Robinson should be reclassified to a BIS, as she has been
working outside of her classification as an IAPP Il for well over 2 years.

Linnette is more capable and skilled than a talented behaviorist/psychologist when working with our youth. She can work
successfully with all students. She can work with students others cannot: those with extreme emotional trauma,
intellectual and physical challenges. She understands how to bring out the best in our youth through behavioral
techniques. She analyzes the child and gains a true understanding of their needs, motivation, etc and with love works
with them.

She has demonstrated this time and time again. She does so with love and positivity. The students respect her and love
her; moreover, student behavior, sense of belonging, attendance, behavior and academic achievement improves due to
Linnette’s work as a behavior intervention specialist. She has been doing this work for years all day, every work day.

She is tireless- riding the bus with students long before school starts (students who could not be transported with
supervision and care).

She is the one who people call when they need help deescalating kids. All day, one can observe her working with kids
most people have given up on or kids that others- plain and simply- do not have the skills to work with.

After observing her and working as her supervisor her for two years, | cannot say enough about Linnette’s talent working
with the youth, changing behaviors, and changing lives. When we worked in a class together, she was the one who
changed the classroom environment around for the better. She did so with a brilliant positive behavior system.

Please move to reclassify Linnette for the work she has done for many, many years. She is a behavior intervention
specialist and needs to be recognized as such.

With Respect,
Lena Sweeney

“Education is for improving the lives of others and for leaving your community and world better than you found it.”

Marian Wright Edelman
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Robinson, Linnette (per Patricia Duwel) Behavioral intervention Specialist
Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION
Name Linnette Robinson Class,Title SPED IA Il

Name of School or Department Bérkeley High School

Working Title Special Education Instructional Assistant ||

Work Telephone Number 510 644 6120 Ext.

Work Day Begins At8:19am  gnqs3:00pm Total Hours Per Day 9:5-6.75
Length of Time in Present Position: 10 Yrs. 3 Mos.

Total Length of Time with the District: 13 Yrs. Mos.

Title of Immediaté Supervisor: Proegram Supervisor

Name of Immediate Supervisor: Leah Katz

Does Your Current Class Title Accurately Describe Your Position? Yesg No

If No, What Class Title Do You Believe Better Describes the Position?
{Piease Give Reasons)

| believe that the title is a combination of SPED IA Il and BIS. The level of recordkeeping

and data collection are the major differences. Working directly with and taking direc-

tion from Behavioral Specialist, is something | already do. | tend to be the lead in developing

behavioral plans for some students because | am generally working with them and doing

consistent observations.

BASIC FUNCTION

What basic function does your position serve in assisting vyour school or
department to fulfill its purpose; what is the major reason or purpose for your
work?

My major reason/purpose is to support students in reaching their individual successes.

| am there to help/guide them to be as independent as possible whrough building confidence

and skills.

Page 1 of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY Robinson, Linnette (per P. Duwel) Behavioral Intervention Specialist

Name (Last, First) Classification/Position/Title

SPECIFIC DUTIES AND RESPONSIBILITIES

Representative Duties and Responsibilities:

Describe in detail the regular duties and work that you perform describing each
duty in a separate numbered statement. Begin with those duties that you
consider to be most important. Describe each duty thoroughly by stating
specifically what vou do and how YOU do it. In the column on the right side,
indicate the approximate percent of your total time you spend performing each
duty (total time should equal 1009%). If more space is needed, please
attach additional sheets.

| Description l
Realistically describing what | do with each student 100%

is more than a blurb. Any given day it could be redirecting

a mood/behavior to toileting. This position was created

because there was not a full understanding of what IA's

do, by the Administration.

Page 2of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Robinson, Linnette (per P. Duwel} Behavioral Intervention Specialist

Name (Last, First) Classification/Position/Title

What machinery or equipment do you use in performing these tasks?
Specialized assistive devices for the students, office equipment and anything

else necessary to support the students.

What measurable duties have been added to your position? By whom? When?

| Duties | | How Often |

It would be in depth reports. it has been monitoring the

student's growth and/or shortfalls.

CONTACT WITH OTHERS

Internal Contacts:

With what other District departments/positions do you come in contact? What is
the reason for the contact? How frequently? If each day or so, use "continuous”,

if each week or so, use "frequent”, if every several months, use "moderate", if
once every six months or more, use "infrequent".

| Department/Position | [ Reason | [ How Often |
Student Services Varies
Visual/Mobility Varies
SSO's Varies

Occupational Therapy Varies
Physical Therapy Varies

Page 3 of 8



ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

Robinson, Linnette (per P. Duwel) BIS

Name (Last, First) Classification/Position /Title

REQUESTING PARTY:

Outside Contacts:

With what other organizations, agencies or authorities outside the District
organization do you come in contact (if any) during the normal course or your
duties? What is the reason for this contact? How frequently ("continuous",
"frequent”, "moderate" or "infrequent”)?

[ Outside Organization I l Reason | ] How Often I

Varies. Cases by case.

RECORDS AND REPORTS

Records
What records do you regularly maintain or prepare?
Varies.
Reports
What reports do you prepare or supervise the preparation of? How often are these
prepared? _
l Title of Report | l Reason | | Sent to I l How Often |

Varies

Page 4 ¢f B
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Robinson, Linnette (per P. Duwel) BIS
Name (Last, First) Classification/Position/Title
DECISIONS
Type
Describe the most difficult and/or major decisions you make in the course of your
work.

Every decision impacts the students. The levels will be different. | could make a call to send a student home, give them a treat or send thesn to the hospital.

Degree of independence
What review is made of your decisions by others? Who reviews? For what

reason? Do you work independently or with your supervisor closely available?
The sludents progress is the review. [ work independently. | have trained others on how to interact?support our students,

Financial Impact
What is the amount of the budget for which you have direct accountability

(include salaries of subordinates)?
| have no accountability unless | negatively impact a student.

What is the greatest expenditure you can authorize (signature authority)?

| use my own money without reimbursement to buy supplies for siudents.

Are there other direct or indirect measures of financial impact of your position?
If | make suggestions to someone in an official capacity, they may find a way to supply the need.

Page S of 8
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RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Robinson, Linneite (per P. Duwel)  BIS
Name {Last, First) Classification/Position/Title
SUPERVISION
Subordinates

List the classification titles of employees whom you supervise directly (you are
responsible to complete their performance appraisals) and indirectly. Indicate
number of employees in each classification.

DIRECTLY INDIRECTLY
Ciassification No. Classification No.
NfA
Do you have responsibility for selection of personnel, appraisal of performance,
and such actions as salary increases, promotions, discipline, reassignment or
terminations? Yes No
If yes please describe:
NO

KNOWLEDGE AND ABILITIES

Knowledge

List the specific areas of knowledge that a person must possess to successfully
perform your job. Some of the areas to consider are laws, regulations, codes,
technical aspects, policies, procedures, practices, terminology, software
applications, equipment operation, materials, curriculum or subject matter.

It starts with basic skills. Knowing the laws help. Ability to speak up matters.

Page 6 of B



ATTACHMENT A

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQU ESTING PARTY: Robinson, Linnette (per P. Duwel) BIS

Name (Last, First) Classification/Position/Title

Abilities

List the specific abilities that a person must possess to successfully perform
your job. Some of the areas to consider are abilities to perform certain
functions; plan, create, explain, develop, prepare, maintain, repair, operate,
administer, coordinate and review.

The desire to learn new things. The ability to be adaptive. The want, to learn the student. Patience.

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS

Indicate the qualifications and requirements for successful performance which should
be required in filling a future vacancy in your classification. Describe what you believe
is necessary for proper performance, not necessarily your own qualifications. Indicate
your reasons for selecting these requirements.

Minimum Formal Education:
High School

Specialized Training (Years and Type):

There is no specific number necessary. All types are needed. Application is what is important.

Previous Experience (Years and Type):
Ability to learn on the go

Page 7 of 8



ATTACHMENT A

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Robinson. Linnette (per P. Duwel) BIS
Name (Last, First}

Classification/Position/Title

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)

Licenses, Certification or Registration:
None that appy to what | do.

Training Period (required for a new employee possessing the qualifications
above):

Same as an |A other than the terminology piece.

OTHER FACTORS

If you wish to present additional information about your job, use this space;
additional sheets may be attached if needed.

My supervisor at that time stated that they gave me the hardest

cases because of my ability. | can provide her transcribed testimony if needed. | am also

| am also attaching a letter of support from my supervisor (up until April), Colleen Sweeney.
If necessary | can provide others as well.

I HAVE READ THE INSTRUCTIONS AND TO THE BEST OF MY KNOWLEDGE, I
BELIEVE THE INFORMATION PRESENTED HERE IS ACCURATE AND COMPLETE.

Linnetie Robinson S e oy e g, 5/17/2019

Signature of Employee Date

Page B of 8



ATTACHMENT A

Berkelev-“et Patricia Duwel <patriciaduwel@berkeley.net>

BERKELEY UNIFIED SCHOOLS

Fwd: Reclassification
1 message

Lena Sweeney <lenasweeney@berkeley.net> Thu, May 16, 2019 at 8:23 AM
To: Patricia Duwel <patriciaduwel@berkeley.net>, Erin Arinez <erinarinez@berkeley.net>

“Education is for improving the lives of others and for leaving your community and world better than you found it.”

Marian Wright Edelman

Begin forwarded message:

From: NICHELLE PETE <nipete@ucla.edu>
Date: May 16, 2019 at 6:51:42 AM PDT

To: Lena Sweeney <lenasweeney@berkeley.net>
Subject: Re: Reclassification

Thank you so much Lena! You literally made my day.
On Wednesday, May 15, 2019, Lena Sweeney <lenasweeney@berkeley.net> wrote:
Nichelle Pete has been working outside of her classification as an IAPP and has been working 100% of

the time performing the duties of a behavior intervention specialist.

She is incredibly skilled working with the youth and through her tremendous abilities changes student
behavior.

| have observed her many times in this capacity as her colleague and supervisor at Berkeley high school.
Nichelle teaches others how to best work with students regularly because they seek her out to learn from
her. Teachers, administrators, and staff alike go to Nichelle for advice on techniques and approaches to

use with kids with exceptional challenges.

Nichelle is a Behavior Intervention Specialist already, but without the title. Please reclassify her into the
position she is and has been doing for well over two years.

Thank you.
Lena

“Education is for improving the lives of others and for leaving your community and world better than you
found it.”

Marian Wright Edelman



ATTACHMENT A

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION

Name Nichelle Pete Class/Title_Instructional Assistant Para
Professional

Name of School or Department Berkeley High

Working Title: Instructional Assistant Paraprofessional Il

Work Telephone Number Ext.

Work Day Begins At__8:15am__ Ends_3:15pm___ Total Hours PerDay 7
Length of Time in Present Position: __ 2 Yrs. 2 Mos.
Total Length of Time with the District: 5 Yrs. Mos.

Title of Immediate Supervisor:

Name of Immediate Supervisor; Leah Katz

Does Your Current Class Title Accurately Describe Your Position? Yes NO

If No, What Class Title Do You Believe Better Describes the Position? (please Give
Reasons)

| believe that that a behavioral intervention specialist would be a title that better describes my
position. As an IAPP I, | deal with some of our most disabled students. These disabilities range
from physical, mental, and behavioral. Due to my abilities to deal with chaos that may result from
these disabilities, | have been called upon repeatedly to deal with a lot of behavioral outbursts. |
have been cussed out, hit, spit on, threatened and so much more several times a week dealing
with the students that | am assigned to deal with daily. | have created behavioral modifications
and plans that have been used by other teachers and myself to allow the student to be more
successful in and out of their classes. Thus, | believe that the IAPP Il title does not fully describe
the position that | am currently working.

BASIC FUNCTION
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What basic function does your position serve in assisting your school or department to fulfill its
purpose; what is the major reason or purpose for your work?

The major reason or purpose of my work is to ensure that the students | work with (those that | don’t
work with) are given all the opportunities they need to be successful. My purpose is to show them
that they have an adult that is invested in their physical, emotional, academic success and their
overall well being. Sometimes this comes in the form of me being their main source of firm
expectations and loving discipline. In essence, my purpose is to create a relationship with these
students that allows them to development and flourish.

Page 1 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

SPECIFIC DUTIES AND RESPONSIBILITIES

Representative Duties and Responsibilities: Describe in detail the regular duties and
work that you perform describing each duty in a separate numbered statement. Begin with those
duties that you consider to be most important. Describe each duty thoroughly by stating
specifically what you do and how YOU do it. In the column on the right side, indicate the
approximate percent of your total time you spend performing each duty (total time should
equal 100%). If more space is needed, please attach additional sheets.

Description % of time

Correcting behavior: This involves me having to remind students of the classroom/school expectations
in a manner that they can understand and that results in them changing their behavior into a behavior
that is supported by the classroom/school rules. 1 do this job of correcting behaviors 45% of the time
during my job.

Providing Academic and Social Support: When students are having difficulties with their academics or
deal with social issues (in and out of the classroom), | am able to provide one-on-one help and advice
that the students can use to do well in and outside of school. | do this job 30% of the time.

Supporting mental and physical limitations (medical issues): Some students need to watch because
they have severe medical issues that need constant supervision or physical assistance. These students
need more one-to-one help that | am able to provide. | do this 22% of the time.

Creating/ Updating Files: Sometimes it is necessary for me to file reports or create ABC charts for the
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students that | work with. | only do this part of the job directly 3% of the time. When | am not directly
creating these files, my input is being given to my supervisors so they can add the information to the
files

Page 2 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

What machinery or equipment do you use in performing these tasks?

The machinery or equipment that | use to perform these tasks are as follows: paper,
pencil/pens, charts, email, computers, calculators, and physical involvement.

What measurable duties have been added to your position? By whom? When?
Duties How Often

My extra duties have been to deal with more aggressive problematic behaviors. | have been
pulled from classrooms to calm a student down, remind them of the classroom/school
expectations, and to watch students that other adults have felt unable to watch. | have been
asked to do this by my supervisors (past and present), the teachers in the classroom, and by
other coworkers. The need for me to do these duties have happened often, especially with
certain students.

CONTACT WITH OTHERS

Internal Contacts: With what other District departments/positions do you come in contact?
What is the reason for the contact? How frequently? If each day or so, use "continuous", if each
week or so, use "frequent"”, if every several months, use "moderate”, if once every six months or
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more, use "infrequent".
Department/Position Reason How Often

On Campus Intervention: | need to give and receive updates about certain students that need more
direct interventions due to behaviors on a “frequent” bases.

Special Education Administration: The need for me to change my schedule and work with different
students because of behavioral issues, lack of support, or understaffing happens on a “continuous”
bases.

Page 3 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

Outside Contacts: With what other organizations, agencies or authorities outside the District
organization do you come in contact (if any) during the normal course or your duties? What is the
reason for this contact? How frequently ("continuous", "frequent”, "moderate" or "infrequent")?

Outside Organization Reason How Often
Group homes/parents: It is important that | am updated on the different events that are happening in

students lives that may lead to triggers within the classroom. | talk with these individuals (during work
times and outside of work time) on a “continuous” bases to better able to support my students.

RECORDS AND REPORTS

Records What records do you regularly maintain or prepare?

The regular reports and records that | prepare and maintain are mostly emailed descriptions or updates
about a students behavior or academic events. Sometimes | need to fill out ABC analysis charts or
incident reports when certain events happen.

Reports
What reports do you prepare or supervise the preparation of? How often are these prepared?

Title of Report Reason Sent to How Often
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Page 4 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

DECISIONS

Type Describe the most difficult and/or major decisions you make in the course of your work.

Some of the most difficult decisions that | have to make are how best to protect and support my
students when they are having a crisis. Sometimes my students get into physical altercations
where it becomes necessary to “restrain” them to prevent them from hurting themselves or
others. Although this is only done as a last ditch effort to help while being up to code, some
people look at the situation as problematic which can affect how effective the restraint is.

Degree of independence What review is made of your decisions by others? Who reviews? For what
reason? Do you work independently or with your supervisor closely available?

My supervisors, coworkers, and parents have a direct affect on the decision that | make. They
can also provide input that can be added to my professional file during my reviews.

Financial Impact What is the amount of the budget for which you have direct accountability (include
salaries of subordinates)?

N/A

What is the greatest expenditure you can authorize (signature authority)?

N/A

Are there other direct or indirect measures of financial impact of your position?
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As an adult that cares about the students | work with, there have been times when |
have lacked the proper tools and motivations to help my students so | need to use my own
money. This comes in the form of food for the children, toys, rewards, and other items that help
me to be the most effective as | can be as an educator.

Page 5 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

SUPERVISION

Subordinates List the classification titles of employees whom you supervise directly (you are
responsible to complete their performance appraisals) and indirectly. Indicate number of
employees in each classification.

DIRECTLY INDIRECTLY

Classification No. Classification No.

Do you have responsibility for selection of personnel, appraisal of performance, and such actions
as salary increases, promotions, discipline, reassignment or terminations? Yes No

If yes please describe:
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KNOWLEDGE AND ABILITIES

Knowledge List the specific areas of knowledge that a person must possess to successfully
perform your job. Some of the areas to consider are laws, regulations, codes, technical aspects,
policies, procedures, practices, terminology, software applications, equipment operation,
materials, curriculum or subject matter.

A person in my position needs to have a knowledge of behavioral techniques, how to support
students with disabilities, basic psychology, token economy systems, ABCF analysis charts,
computers, excel, school policies, incident report procedures, educational law, high school
curriculum, and basic knowledge of relationships.

Page 6 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle IAPP I

Name (Last, First) Classification/Position/Title

Abilities List the specific abilities that a person must possess to successfully perform your job.
Some of the areas to consider are abilities to perform certain functions; plan, create, explain,
develop, prepare, maintain, repair, operate, administer, coordinate and review.

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS

Indicate the qualifications and requirements for successful performance which should be required in
filling a future vacancy in your classification. Describe what you believe is necessary for proper
performance, not necessarily your own qualifications. Indicate your reasons for selecting these
requirements.
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Minimum Formal Education:

Specialized Training (Years and Type):

Previous Experience (Years and Type):

Page 7 of 8

RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Pete, Nichelle ___IAPP II

Name (Last, First) Classification/Position/Title

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)

Licenses, Certification or Registration:

Training Period (required for a new employee possessing the qualifications above):
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OTHER FACTORS

If you wish to present additional information about your job, use this space; additional sheets
may be attached if needed.

| HAVE READ THE INSTRUCTIONS AND TO THE BEST OF MY KNOWLEDGE, | BELIEVE
THE INFORMATION PRESENTED HERE IS ACCURATE AND COMPLETE.

Nichelle Pete 5/16/2019 Signature of

Employee Date

Page 8 of 8
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Berke'le BERKELEY UNIFIED SCHOOL | SLASSIFICATION AND
PUBLIC SCHOOLS DISTRICT
Berkeley Unified School District Human Resources Department
TITLE: Behavioral REPORTS TO: Assigned District Office
Intervention Specialist Administrator or Supervisor
DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Non-Administrative
Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: 10 months/Calendar 5002
ACT CLASSIFICATION: Hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board 9/26/2018 Range: 42
Commission 10/4/2018
|
BASIC FUNCTION:

Under the direction of a certificated administrator or program supervisor, assist certificated teachers and/or
other service providers in reinforcing instruction to individual or small groups of students with special needs;
assist in providing learning activities and meeting the special needs of assigned students in areas related to
behavioral challenges and/or anti-social behaviors in a specialized designated Intervention environment;
monitor and report student progress regarding behavior and performance; assist students in developing
various self-help, social and community skills. Assists with implementation of Individual Education Programs;
provide routine clerical duties in support of educational program.

DISTINGUISHING CHARACTERISTICS:
Instructional Assistant I-Special Education incumbents provide instructional support to students classified with
mild to moderate learning and/or emotional disabilities.

Instructional Assistant Il-Special Education incumbents provide instructional support, health and hygiene
services and behavior modifications to students classified with mild to moderate or moderate to severe
learning and/or emotional disabilities. Incumbents in this class may be trained in specialized health care
procedures.

Behavioral Intervention Specialist incumbents provide instructional support to students with behavioral
challenges and/or anti-social behaviors.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Assist in maintaining a learning environment in a safe, orderly and clean manner; provide classroom
support by setting up work areas and displays and distributing and collecting paper, supplies and materials

e Assist in maintaining the health and safety of students by following health and safety practices and
procedures

e Assist in monitoring, classroom supplies; assist in ordering and arranging for food items as appropriate

e Assist students to perform and develop independent living and self-help skills such as shopping, counting
money, cleaning and related activities as assigned; assist students to develop social, vocational and job
searching skills as assigned

e Assist with maintaining student records and files related to progress, behavior and assigned activities;
prepare mandated time accounting reports and documentation as required; collect data and monitor
student progress

e Assists in individualized instruction to meet educational objectives of students requiring behavior
intervention strategies.

e Attend IEP meetings as necessary to share information about individual students.
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e Coach students in communication, self-control and cooperation.

e Collect daily progress data on assigned student and provides that data to designated administrators or
supervisors.

e Communicate with faculty, staff, administrators and others to exchange information and resolve issues or
concerns; answer telephone calls, take messages and provide general class and student information as
assigned

e Escort students during the regular duty day as assigned to and from designated locations; accompany
students on fieldtrips, recreational therapy activities, social events and during outdoor activities; may
accompany students to District-sponsored events or recreational functions and ride school buses.

e Implement Behavior Intervention Plan(s) as directed.

e |Implement and model developmental social skills.

e Maintain confidentiality of student information in accordance with state and federal mandates

e Observe and redirect behavior of students according to approved procedures; monitor and interact with
students during outdoor, physical education and other recreational activities as directed; develop
incentives as positive reinforcement; reinforce behavior modification techniques determined by the
teacher

e Operate a variety of office and classroom equipment including a copier, computer and software as
appropriate

e Participate in team implementation of behavioral and treatment plans.

e Perform routine clerical duties in support of educational activities such as preparing, typing, duplicating
and filing instructional materials; distribute and collect student assignments, documents and various
forms Reinforce concepts and ensure student understanding of assignments and homework instructions;
reinforce vocabulary and concepts as necessary; assist students with meeting individual education goals
and objectives; collect data and report progress regarding student performance and behavior

e Provides input, as requested, in the development and assessment of individual student goals and objects
prior to IEP meetings.

e Read books to students and observe their reading abilities; assist students with letter and word
pronunciation and recognition; assist students with assignments such as reading, writing and mathematics

e Respond to student medical emergencies according to District protocol and prepare related paperwork as
appropriate

e Perform related duties as assigned

MINIMUM QUALIFICATIONS

The requirements listed below are representative of knowledge skills and abilities required to
satisfactorily perform the essential duties and responsibilities.

Education and Experience: Any combination equivalent to:

A. Graduation from high school supplemented by 48 units of college level course work or an
Associate’s Degree. Training in interventions (Crisis, Behavior) desired.

B. Four (4) years’ experience in special needs instructional support. Two (2) years’ experience
working in a classroom environment with special needs students. .

LICENSES AND OTHER REQUIREMENTS:

Valid first aid and CPR certificates issued by authorized agency preferred

Incumbents must meet requirements specified under the No Child Left Behind Act

Incumbents in this classification may be required to speak, read and write in a designated second language
Valid California Driver’s License and vehicle insurability to comply with District requirements.

Employment eligibility that includes fingerprint, tuberculosis and/or other employment clearance.

Completion of Crisis Prevention Institute (CPl) training or equivalent within six (6) months (probationary
period) required.
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KNOWLEDGE OF:

Applied Behavior Analysis Principles

Basic instructional methods and techniques

Basic record-keeping and report preparation techniques
Basic subjects taught in local schools, including basic and
advanced arithmetic, grammar, spelling, language,
history, science and reading

Challenges and concerns of students with special needs
Child guidance principles and practices.

Classroom procedures and appropriate student conduct
Correct English usage, grammar, spelling, punctuation
and vocabulary

Data entry and retrieval techniques

District contracts and bargaining units

ABILITY TO:

Assist in the preparation of instructional materials in
support of Individual Education Programs

Assist with instruction and related activities in a
classroom or assigned learning environment

Collect data, monitor, observe and report student
behavior and progress

Communicate effectively both orally and in writing
Complete work with many interruptions

Demonstrate an understanding, patient and receptive
attitude toward students with special needs

Determine appropriate action within clearly defined
guidelines

Establish and maintain cooperative and effective working
relationships with others

Identify behavior problems and their function within the
learning environment

Keyboard or input data at an acceptable rate of speed

WORKING CONDITIONS

ENVIRONMENT:

Classroom and other indoor and outdoor learning environments

Interactions with dissatisfied, hostile and irate individuals

Subject to demanding time lines and constant interruptions

PHYSICAL ABILITIES:

Bending at the waist and/or kneeling to assist students
and to retrieve materials

Dexterity of hands and fingers to operate office and
classroom equipment to include computers

Hearing and speaking to exchange information

Lifting, carrying, pushing and/or pulling students weighing
up to 50 pounds and with assistance for over 50 pounds

HAZARDS:

Contact with dissatisfied, assaultive or abusive
individuals.

Exposure to blood borne pathogens and infectious
diseases

ATTACHMENT A

Guidance principles and practices related to students
with special needs

Interpersonal skills using tact, patience and
professionalism

Mathematical computations

Modern office procedures and record-keeping techniques
Operation of standard office and classroom equipment
including a computer

Oral and written communication skills

Safe practices in classroom and playground activities
Serving students with disabilities in full-inclusion settings
Technical aspects of field of specialty

Maintain confidentiality of sensitive and privileged
information

Make mathematical computations with speed and
accuracy

Meet schedules and time lines

Observe health and safety regulations

Operate standard office and classroom equipment
including a computer

Perform routine clerical duties including keyboarding,
filing and duplicating materials

Prepare routine reports

Read books to students and assist with reading and
writing activities

Reinforce instruction to individual or small groups of
students with special needs

Understand and follow oral and written instructions
Understand and relate to students with special needs

Operating a computer keyboard for extended periods of
time

Seeing to read a variety of materials and monitor student
activities

Sitting or standing for extended periods of time

Extended viewing of computer monitor.
Potential physical hazards involved in intervening in fights
and other anti-social, and violent behaviors
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PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
June 6, 2019

AGENDA ITEM
SUBJECT: REQUEST FOR ADVANCED STEP PLACEMENT AS HUMAN RESOURCES
ANALYST — CONFIDENTIAL IN THE CASE OF MS. MALIKA UPSHUR

BACKGROUND INFORMATION
Ms. Upshur has requested advanced step placement at Step 5 on the salary schedule. She has over 15
years of payroll, human resources and management experience combined.

70.100.1 Initial Placement

All new employees shall be appointed at the hiring rate for the class as approved by the Commission. The
hiring rate shall be the first step of the schedule except for classes where recruitment efforts have
indicated difficulty in recruiting at that step. An accelerated hiring rate may be set, with the approval of
the Board and the Commission, at any step of the schedule of the class.

Step 1 Step 2 Step 3 Step 4 Step 5

Schedule 55, Range 58 $31.21 $32.76 $34.44 $36.13 $37.98

DIRECTOR’S RECOMMENDATION
I do recommend Ms. Upshur advanced step placement to step 4 on the salary range.
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Malika Upshur

507 Wickson Avenue. #105
Oakland, Ca. 94610

(510) 827-8692

May 22, 2019

Re: Request for Advance Step Placement

Commission Chairperson:

I would like to take this opportunity to request an Advance Step Placement at a Step 5
on the Classified Salary Schedule for the Human Resources Analyst position. My
attached resume reflects over 15 years of combined experience in Human Resources,
Payroll, and managerial leadership. | have been a loyal employee of Berkeley Unified
School District for over 10 years as a Payroll Specialist, working hand in hand with the
Human Resources department on a daily basis in both an auditing and analytical
capacity. Working in my current position as a Payroll Specialist | have a vast range of
experience including, but not limited to longevity, professional growth, employee
seniority, bargaining units, CalPERS and CalSTRS retirement; personnel requisitions,
reporting, personnel procedures, education code, policies, laws, codes and rules. | have
served as the Interim Payroll Supervisor off and on for the past 5 years, and | also have
worked out of class as the Senior Budget Analyst for Enhanced Position Control when
needed. | believe my very well rounded experience supports this request, and | hope
that you agree.

If you would like any additional information, please feel free to contact me at the phone
number listed above.

Thank you so much for your consideration,

Malika Upshur
Human Resources Analyst
Berkeley Unified School District
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Advanced Step Placement Request

Name: Ma‘\"\m UPQMMY ,
Classification: \’\’MW\(M Q@SO\/( TCGS AY\Q\MCT
Hire Date: O(ﬁ/Og/ZO\q Site: D\\éﬁ\c\' O%(/@

Advanced Step RequeSted: 1 2 3 4 @(circleone)

*Please note that there is no step/increase after Step 5 until Longevity at 10 years.

1. Please include a letter to the Chairperson of the Personnel

Commission explaining why you are requesting Advanced Step
Placement.

2. ltems that should be included with the request:
X Resume (required) [J Diploma(s) [1 Transcript(s) [ Certification(s)

Please note: Any documents submitted to the Personnel Commission for their regularly scheduled

PUBLIC meeting will be included in the PUBLIC agenda as required by the California Public Records
Act or the Brown Act. These items will be a matter of PUBLIC record and will not be returned to
you. Therefore please ensure that only copies are submitted.

Units Type/Depth/Concentration
Education Level: Some College 2,4-\ \:\Mﬂ CA a\ A—CC’\' / HS. M
Associates Degree ' \)
Bachelor's Degree
Master's Degree
PhD/Doctorate
Employment Type
(Education, Government, Public, Private, elc)
Experience Level: 1-2 years
3-5 years
6-9 years
10-15 years '
15+ yours Educaron, PUbNC. =4 Private
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MALIKA K. UPSHUR
507 Wickson Ave. #105. Oakland, Ca. 94610 (510) 827-8692 MalikaUpshur@Berkeley.net

WORK EXPERIENCE:

Payroll Specialist January 2009 - June 2014
Interim Payroll Supervisor July 2014 - March 2019
Payroll Specialist April 2019 - Present

Berkeley Unified School District | Berkeley, CA
Accounting and Auditing Services

Organize and oversee payroll operations and activities to assure District employees are paid in an

accurate and timely manner; oversee the processing of payroli-related forms and applications; review,

edit, approve and process the Districts payroll runs; assure payroll activities comply with established

laws, codes, regulations, policies and procedures. Coordinate, oversee and participate in the preparation and
maintenance of a variety of automated and manual records and reports related to the payroll and retirement
functions; analyze and review information for accuracy, identify discrepancies, make corrections and resolve
problems as necessary; assure accuracy of personnel information. Train and evaluate the performance of
assigned personnel; interview, select employees and recommend transfers, reassignment, termination and
disciplinary actions; assign employee duties and review work for accuracy, completeness and compliance
with established requirements. Oversee and coordinate communications, information and personnel to
assure smooth and efficient payroll activities; establish payroll time lines and priorities; assure proper and
timely resolution of payroll discrepancies, issues and conflicts. Review, reconcile, process, and submit District
payroll tax returns, W2s, and PERS, STRS and TSA Retirement reports. Coordinate payroll functions with
various governmental agencies and outside organizations; coordinate and assure proper processing,
application and maintenance of employee benefits, insurance enroliments, billing information, taxes and
employee deductions.B Provide consultation concerning payroll processes, policies and procedures; respond
to inquiries, resolve issues and conflicts and provide technical information concerning calculations, pay rates,
benefits, taxes and leave; investigate and resolve payroll discrepancies. Oversee and participate in the input
of payroll, payroll tables, personnel and related data into an assigned computer system; maintain various
automated records; and reports; assure accuracy of input and output data. Make recommendations to
appropriate personnel regarding other payroll-related matters and processes including changes or
enhancements to automated system, contract or pay issues, and health deduction processing issues.

Public relations and any other assigned or requested tasks.

HR/Employee Data Maintenance Analyst November 2006 — December 2008
KAISER HR SERVICE CENTER /Alameda, CA
Accounting and Auditing Services

Process and Analyze employee payroll and job data info including but not limited to: Excellent customer
service skills, processing bargaining union info and dues, processing health benefits, Leave Accruals,
employee personnel data, seniority, shift differentials, position changes; any info that affects employee pay.
accounts receivable and payable; processing, filing, scanning and managing all invoices. Bookkeeping, filing,
type correspondence, agendas and memos; proofread and data entry; pay great attention to detail and
deadlines, accurate and timely payments to employees with appropriate accounting for taxes Build and
maintain working relationships with every employee. Performed accounting, data entry, and payroll
processing. Utilize and understand union contracts. Process for Southern Cal, Northern Cal, and Northwest



ATTACHMENT B

Regions. Process on boarding and terminations. Process all tax-Sheltered annuities. Process deductions for
employee parking and all other staff deductions. Any other assigned tasks.

PAYROLL ACCOUNTANT/OFFICE MANAGER February 2006 - November 2006
Ikea Ltd /Contractor | Emeryville, CA
Accounting and Auditing Services

Front desk Administration, Telephone switchboard skills, Dictaphone, Benefits, Typing, Data entry, Shift
differentials, Processing payroll 900 + employees, Maintaining signature tree, Review billing, Manage petty
cash, Process Accounts payables and receivables, General ledger entries. Employment verification, Maintain
all Logs and Lists, Uniform issuance and management, Tracking hours and absences, Managing PTO and
accruals, Complying with EDD and HR Labor Laws and regulations, Managing benefits (open enroliment),
Supply orders, Training, Processing invoices, Processing Expense reports, Key Performance Indicator Reports,
Budgets and Productivity and Hours reports, Wage Garnishments, Processing manual checks, Closing and
printing payroll, Processing Reimbursements and Deductions for credit purchases and Medical payments,
Keeping up with all state payroll laws and guidelines & Union contract laws, Performing Orientations and
classes, Assistant to Store Controller and Senior Accountant. *Store Newsletter Columnist*, any other
assigned tasks.

BANK BRANCH MANAGER/OFFICE MANAGER October 2003 - February 2006
Dollar Financial Group -DBA- Moneymart | San Francisco, CA
Banking

Managed 3 locations in Oakland, and San Francisco, Ca. Accounting, Office Management, Human Resources
Bookkeeping, Payroll, Tax preparation, Filing, Data Entry, Recruiting, Cashiering (Manual and POS system).
Switchboard telephone skills, Telephone auditor and finance collector, Processing Personal Loans for The
First Bank Of Delaware, Budgeting, Key Performance Indicating, 10 key (by touch), Banking, Account Sales,
Local Area Marketing, Promotions, Billing, Filing, Typing, Distribution of correspondence, Investigation Of
Makers and Financial Institutions, Money Transfers, Cash Vault and Safe Handling. Responsible for ordering,
and recording cash from bank. Certificated Expert Cash Handler. Reverse Directories for investigations,
Money transfers, Processing Money Orders and Cashier’s Checks.

7

EDUCATION:

. Certification: 01/2004 — 04/2006  Laney College - Oakland, Ca.
Honors Student- High School Diploma: 09/1996 - 06/2000 Vallejo Senior High School - Vallejo, Ca.
Program Assistant & Treasurer: 05/1997 - 12/2001  E.O.Y.D.C. - Oakland, Ca.
Youth Leader: 08/1997-10/1999 Youth Together at Castlemont High School - Oakland, Ca.
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ATTACHMENT C

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
June 6, 2019

AGENDA ITEM
SUBJECT: REQUEST FOR ADVANCED STEP PLACEMENT AS PAYROLL SPECIALIST IN
THE CASE OF MS. JOY HO

BACKGROUND INFORMATION
Ms. Ho has requested advanced step placement at Step 5 on the salary schedule. Her resume lists 13
years in the finance industry with five years in government and eight years handling payroll.

70.100.1 Initial Placement

All new employees shall be appointed at the hiring rate for the class as approved by the Commission. The
hiring rate shall be the first step of the schedule except for classes where recruitment efforts have
indicated difficulty in recruiting at that step. An accelerated hiring rate may be set, with the approval of
the Board and the Commission, at any step of the schedule of the class.

Step 1 Step 2 Step 3 Step 4 Step 5

Schedule 56/57, Range 48 $24.52 $25.80 $27.10 $28.51 $29.91

DIRECTOR’S RECOMMENDATION
I do recommend Ms. Ho advanced step placement to step 4 on the salary range.
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May 29, 20195

Joy Ho

PO Box 5661
Oakland, Ca 94605
510-881-3635

Re: Request for Advance Step Placement
Dear Chairperson of the Personnel Commission

| would like to take this opportunity to request an Advance Step Placement at Step 5 on the Classified
Step Salary Schedule for Payroll Specialist position. My attached resume reflects 13 years of direct
service: 8 years was in a private sector as a manager solely managing payroll and its distribution, 5 years
in government agencies applying policies and procedures such as auto allowances through payroll. | try
my best to be as resourceful as possible with knowledge. | am highly devoted to my work and would

love to be an asset to this District.

If you would like any additional information, please feel free to contact me at 510-881-3635.

Thank you so much for your consideration,

M

Joy Ho
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Advanced Step Placement Request

Name: (J \M\ﬁ@

Classification: 7(?4-4)\(0\{ &f@gmb&‘\'

Hire Date: Site: BUSD

O\

~
Advanced Step Requested: 1 2 3 4 Qym,em)

*Please note that there is no step/increase after Step 5 until Longevity at 10 years’

1. Please include a letter to the Chairperson of the Personnel
Commission explaining why you are requesting Advanced Step
Placement. | |

2. ltems that should be included with the request:

E(Resume (required) [ Diploma(s) [ Transcript(s) [ Certification(s)

Please note; Any documents submitted to the Personnel Commission for their regularly scheduled
PUBLIC meeting will be included in the PUBLIC agenda as required by the California Public Record's
Act or the Brown Act.  These items will be a matter of PUBLIC record and will not be returned to

you. Therefore please ensure that only copies are submitted.

Units Type/Depth/Concentration
Education Level: Some College - Ceadi(ate. Dok ks@xé\w\( [Cwmvx{f
Associates Degree N
Bachelor's Degree
Master's Degree
PhD/Doctorate
Employment Type
(Education, Government, Public, Private, efc)
Experience Level: 1-2 years
3-5 years é\vvem W/W"
6-9 years Prvat® [fecto v
10-15 years
15+ years
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2030 Miramonte Ave #10
(J_[ San Leandro, CA 94578
joy 0 510-881-3635
Justjoy89@gmail.com
Objective:
To find a permanent position with stability and future growth.
Qualifications:
= Effective time management = Filing and organizing Important/
= Excellent analyzer, Fast Learner Confidential Documents
= Strong data entry skills = Strong Customer service skills with
= Dictation positive attitude
= Computer literate with 10 finger touch = Ability to make diligent decisions while
(Proficient in Microsoft Office, Quickbooks working independently
accounting software) = Ability to multitask and work in groups
= Excellent A/P and A/R skills * Reiterating regulations

fxgem’ence:

01/2019-Present City cf Oakland-
T(anm’ng and CBui[cﬂ’ng @e}oartment—?lccount Clerk 771

Provide specialized assistance in a wide variety of general finance operations including
receivables, payables, payroll, inventory control, and budget. Perform complex and
technical accounting and assist with special projects as assigned. Prepare a variety of
periodic and special reports, analyses, schedules, and estimates. Direct an annual physical
inventory of stock items; reconcile discrepancies between actual and recorded inventory.
Determine the amount of fines, fees and other monies due to the City; interpret and apply
complex rules and regulations; ensure that receipts are balanced on a regular basis.
Research and assemble information from a variety of sources for the completion of forms
or the preparation of reports. Calculate and process Auto Allowances and requested
leave in accordance to City Policy. Provide information to the public or to City staff that
requires the use of judgment and the interpretation of policies, rules or procedures. Enter
and retrieve data from an on-line or personal computer system and use such technology
to produce reports; operate standard office equipment.



ATTACHMENT C

12/2016-01/2019 Alameda County

Assessor Technician 11
Review and analyze deeds of real personal property. Screen and process deeds xsfor all of

Alameda County properties to determine if real personal properties are able to be taxed or

exceptions may apply. Process deaths dates and organize deeds.

Social Services

-Receive, separate and organize all documents retrieved from Social Service Clients.
-Properly examine and ensure completeness of paperwork.

-Scan and input documents into database with 10 key touch.

-Properly file and store all documents in accordance to County’s specifications.
-Return or destruct of documents in appropriate timeline in accordance to County’s
Guidelines.

-Assist Supervisors in retrieving documents not found in database.

05/2016- 12/2016  Social Security Administration

Customeyr Service CRe}aresentative

-Answer incoming calls

-Send out correspondences and requests to/from the public.
-Provide customer service to over 50 million people of the U.S
-Submit request for appointments.

-Investigate and problem solve with respect to government policy
-Read, comprehend and reiterate new policies.

-Work independently

-Use computer to locate discrepancies and entry of data.

-Gather facts and explain technical issues.



ATTACHMENT C

10/2008-06/2016 The Plumbing Ministry-Oakland

* Answering high volumes of calls on multi-phone lines.

= Manage 35 employees

» Reconciling company accounts

* Preparation for annual federal tax filing

=  Weekly Payroll calculating, processing and distribution

= Receive Garnishments; apply and respond to corresponding agencies

* Input and prepare W-4, W-9 and 1099

= Monitor employee time sheets

= Generate Estimates, Invoices, Contracts, Receipts and Notices for clients/
employees

= Ensure all business licenses are current and up to date

= Researching, staying current and applying new regulations in accordance to City,
County and State guidelines for new ordinances and IRS mandates.

= Generate daily schedule for field technicians using Microsoft office.

= Data entry, filing and maintaining stored files

= Addressing all incoming correspondences via airmail and emails.

= Accounts Payable- Pay and manage all bills daily

= Accounts Receivables-Contact all clients for deposit payments and final invoice
payments daily

= Monitor and manage all company financial accounts daily.

» Addressing all employees and Client grievances daily

* Train new employees on rules, regulations and operations

Education:
Laney College Current Certification Management
Western Career College 2010 Certificate of Dental Assistant
Oakland high school 2008 High School Diploma
Reﬁerence:
Jenny Chu 510-862-8006 Payroll Specialist UC Berkeley
Muang Saechao 510-599-6585 Treasurer- Bank of America

Susan Tan 510-206-3137 Benefit Authorizer - SSA
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PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
June 6, 2019
AGENDA ITEM
SUBJECT: APPROVE THE REVISED BUSINESS SYSTEMS ANALYST
CLASSIFICATION

BACKGROUND INFORMATION

The Berkeley Unified Board of Trustees approved the revised list of essential duties for the
Business Systems Analyst at their regularly scheduled meeting on May 22, 2019. The revisions
to the essential duties were indicative of changes in the technology job industry. Education and
Experience listed in the minimum qualification has not changed; a more refined set of
Knowledge, Abilities and Working Conditions were adjusted to reflect current technological
trends.

DIRECTOR’S RECOMMENDATION
Approve the revised Business Systems Analyst classification; remaining on salary schedule
56/57 at range 74.
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Berke'ley BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION

PUBLIC SCHOOLS Human Resources Department
Berkeley Unified School District
TITLE: Business Systems REPORTS TO: Assigned Supervisor
Analyst
DEPARTMENT/SCHOOL: Information CLASSIFICATION: Non-Administrative
Technology Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: 12 months/Calendar 2000
ACT CLASSIFICATION: 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board 5/22/2019 Range: 74
Commission

BASIC FUNCTION:

Administer the applications of the complex district systems software programs, including full read and write
database access; install version updates; write SQL (structured query language) queries, resolve program or
process issues as needed; communicate with various District departments and schools regarding system
operations and processes; assure integrity of data; generate a variety of records and reports related to
assigned areas.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Administer the applications of complex business systems software programs, including full read and write
database access; install version updates

e Maintain databases that include all types of sensitive personnel information, including SSNs and direct
deposit information

e Maintain and assure overall accuracy and reliability of data in district data systems software; maintain
data related to human resources, payroll, finance, benefits, purchasing, students, and other data as
assigned

e Write SQL commands to maintain or update district databases as needed

e Write SQL queries and prepare reports using the resultant data, including charts and graphs from those
gueries utilizing business software or other data visualization products like spreadsheets or Jaspersoft

e Develop processes and procedures, including automated workflows, to adapt business systems to support
workflow and data requirements for the district

e Communicate with various District departments and schools regarding system operations and processes;
communicate with various departments and outside organization to coordinate activities and resolve
issues or concerns

e Communicate with District departments about improvements in district systems that provide improved
functionality

e Install application on customer computers; set up new and change existing customer capabilities

e Comply with all state and federal government reporting requirements

e Manage reporting processes for W-2 creation/Social Security transmittal, 1099 creation/IRS transmittal,
direct deposit transmittal and year-end processes

e Maintain automated and manual files as well as develop bargaining unit employment letters

e Maintain data synchronization between district systems, including online systems

e Prepare, maintain, generate and manage data for a variety of records and reports related to assigned
areas as well as request and upload data as needed for reports



BUSINESS SYSTEMS ANALYST — 2019 pcvl

ESSENTIAL DUTIES (continued)
Provide ad hoc reporting for internal and external customers; assure data is transmitted in an accurate

and timely manner

ATTACHMENT D

Provide training and user support to customers utilizing the business system and related products; assist

users with options for using the system data

Resolve program or process issues as needed; monitor applications for integrity and improvement;
monitor applications for corrective needs; make recommendations and develop solutions as appropriate
Use Monarch or similar report writing software to convert data reports to spreadsheet-friendly formats if

no other method is available

Work with Technology Department staff to ensure that effective data recovery systems are in place and

tested for any data systems hosted by the district

Attend a variety of meetings and training sessions as assigned
Operate a motor vehicle in the performance of these duties

Operate standard office equipment
Perform related duties as assigned

MINIMUM QUALIFICATIONS

The requirements listed below are representative of knowledge skills and abilities required to satisfactorily perform the essential duties and
responsibilities.

Education and Experience: Any combination equivalent to:

A. Graduation from high school or equivalent.
Systems that includes specific coursework in database and data processing administration.

Bachelor’s degree in Information Technology/Information

B. Seven (7) years’ experience in managing complex and multifaceted business system software applications

and database resources.

LICENSES AND OTHER REQUIREMENTS:

Valid California Driver’s License and vehicle insurability to comply with District requirements.
Employment eligibility that includes fingerprint, tuberculosis and/or other employment clearance.
Incumbents in this classification may be required to speak, read and write in a designated second language.

KNOWLEDGE OF:

Analytical skills

Applicable laws, codes, regulations, policies and
procedures to include State Education Code
Basic business practices and accounting
principles

Computer system management techniques
Correct English usage, grammar, spelling,
punctuation and vocabulary

Data entry and retrieval techniques

Data processing principles and practices
Development of system and user documentation
Interpersonal skills using tact, patience, courtesy
and professionalism

Mathematical computations

Methods and techniques of data collection,
research and report preparation

Modern office procedures and record-keeping
techniques

Motor vehicle operation

Operation of a computer and assigned software
Operation of the mainframe computer
Operations, policies and objectives relating to
school district activities

Oral and written communication skills
Organizational operations, policies  and
objectives

Record-keeping and  report
techniques

Research methods

Technical aspects of field of specialty
Telephone techniques and etiquette

preparation
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ABILITY TO:

Ability to read and interpret documents such as safety
rules, operating and maintenance instructions, and
procedure manuals including policies and procedures
and equipment manuals

Ability to read, write, hear, and speak in English.
Adapt to changing technologies and learn
functionality of new equipment and systems
Administer the applications of the complex business
systems software program

Analyze situations accurately and adopt an effective
course of action

Analyze users’ needs, business requirements and
technical requirements and develop computer based
solutions

Assure integrity of data

Collect, evaluate and interpret complex information
and data

Communicate effectively both orally and in writing
Communicate with various District departments and
schools regarding system operations and processes
Complete work with many interruptions

Compose correspondence and written materials
independently

Determine appropriate action within clearly defined
guidelines

Establish and maintain cooperative and effective
working relationships with others

Generate a variety of records and reports related to
assigned areas

Install version updates

WORKING CONDITIONS:

ENVIRONMENT:
Constant interruptions
Driving a vehicle to conduct work

Interactions with dissatisfied, hostile and irate individuals

Indoor/Office environment

Subject to demanding time lines and constant interruptions

PHYSICAL ABILITIES:
Bending at the waist; kneeling or crouching to file and retrieve materials

Crawling, climbing, squatting, bending, stretching, and reaching for field service work
Dexterity of hands and fingers to operate a computer keyboard and mouse

Hearing and speaking to present or exchange information in person and on the telephone
Moving, lifting, carrying, pushing, and pulling objects of up to 75 pounds

Operating a computer keyboard for extended periods of time

ATTACHMENT D

Interpret, apply, explain and assure compliance with
rules, regulations, policies and procedures

Keyboard or input data at an acceptable rate of speed
Maintain discretion of sensitive, proprietary and
privileged information

Make mathematical computations with speed and
accuracy

Meet schedules and time lines

Operate a motor vehicle

Operate a variety of office equipment including a
computer and assigned software

Plan and organize work

Prepare and maintain accurate records and prepare
reports

Prepare clear and concise administrative and financial
reports

Provide support to users by training and answering
technical and non-technical questions as needed
Read, interpret and apply complex technical
publications, manuals and other documentation
Implement new applications and programs

Resolve program or process issues as needed

Skill in speaking effectively one-one and/or before
internal and/or external groups.

Skill in writing routine draft instructions, reports and
correspondence;

Troubleshoot and resolve problems related to
software applications

Understand and follow oral and written instructions
Work independently with little direction

Reaching overhead and above the shoulders to retrieve hardware or peripherals
Seeing to view monitors and read or compose a variety of written or digital materials
Sitting or standing for extended periods of time

HAZARDS:

Contact with dissatisfied or abusive individuals.
Extended viewing of computer monitor.

Sitting for an extended period of time
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ATTACHMENT D
Berke'ley BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION

PUBLIC SCHOOLS Human Resources Department
Berkeley Unified School District
TITLE: Business Systems REPORTS TO: Assigned Supervisor
Analyst
DEPARTMENT/SCHOOL: Information CLASSIFICATION: Non-Administrative
Technology Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: 12 months/Calendar 2000
ACT CLASSIFICATION: 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board June 29, 2016 Range: 74
Commission July 15, 2016

BASIC FUNCTION:

Administer the applications of the complex business systems software program; install version updates;
resolve program or process issues as needed; communicate with various District departments and schools
regarding system operations and processes; assure integrity of data; generate a variety of records and reports
related to assigned areas.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Administer the applications of the complex business systems software program; install version
updates

e Maintain and assure accuracy and reliability of data in the business systems software; maintain data
related to human resources, payroll, finance, benefits, purchasing and other data as assigned

e Resolve program or process issues as needed; monitor applications for integrity and improvement;
monitor the applications for corrective needs; make recommendations and develop solutions as
appropriate

e Communicate with various District departments and schools regarding system operations and
processes; communicate with various departments and outside organization to coordinate activities
and resolve issues or concerns

e Generate and manage data for a variety of records and reports related to assigned areas; manage
reporting processes for W-2 creation/Social Security transmittal, 1099 creation/IRS transmittal, direct
deposit transmittal, and year-end processes; provide ad hoc reporting for internal and external
customers; assure data is transmitted in an accurate and timely manner; request and upload data as
needed for reports

e Install application on customer computers; set up new and change existing customer capabilities

e Provide training and user support to customers utilizing the business system and related products;
assist users with options for using the system data
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e Prepare and maintain a variety of records and reports related to assigned activities; maintain
automated and manual files; develop bargaining unit employment letters

e Operate standard office equipment including; drive a vehicle to conduct work
e Attend a variety of meetings and training sessions as assigned

OTHER DUTIES:
Perform related duties as assigned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Data processing principles and practices

Computer system management techniques

Operation of the mainframe computer

Operation of a computer and assigned software

Methods and techniques of data collection, research and report preparation

Applicable State, federal and local laws, codes and regulations related to assigned activities
Analytical skills

Oral and written communication skills

Interpersonal skills including tact, patience and courtesy

Basic business practices and accounting principles

Record-keeping techniques

ABILITY TO:

Administer the applications of the complex business systems software program

Install version updates

Resolve program or process issues as needed

Communicate with various District departments and schools regarding system operations and processes
Assure integrity of data

Generate a variety of records and reports related to assigned areas

Troubleshoot and resolve problems related to software applications

Provide support to users by training and answering technical and non-technical questions as needed
Communicate effectively both orally and in writing

Analyze users’ needs, business requirements and technical requirements and develop computer based
solutions

Collect, evaluate and interpret complex information and data

Prepare clear and concise administrative and financial reports

Prepare and maintain records and reports

Adapt to changing technologies and learn functionality of new equipment and systems
Meet schedules and time lines

Plan and organize work

Establish and maintain cooperative and effective working relationships with others
Work independently with little direction
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ATTACHMENT D
EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor’s degree in information technology or related field and five years of
increasingly responsible experience in information technology or experience managing complex business
software applications

WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment

PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard

Hearing and speaking to exchange information

Lifting, carrying, pushing or pulling objects typically weighing 50 — 75 pounds
Sitting for extended periods of time

Seeing to view a computer monitor
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BERKELEY UNIFIED SCHOOL DISTRICT
Revised July 1997

Titlee MANAGER, DATA PROCESSING

Definition: :

Under direction of an assigned supervisor, plans, schedules, directs, supervises and evaluates
work of personnel engaged in computer operations, production scheduling, data entry and
data control; provides high technical consultative and directive services to assure that staff
and work activities accomplish operations requirements.

Essential Job Duties:
The following tasks are essential for this position. Incumbents in this classification may not
perform all of these tasks, or may perform similar related tasks not listed here.

1. Plan, organize, direct, supervise and evaluate performance and activities of the Data
Processing section.

2. Develop and implement section goals, objectives, policies, priorities, standards and
procedures.

3. Direct the preparation and administration of Data Processing section budget.

4. Coordinate activities with other department section supervisors, vendors and other

district departments.

Prepare and evaluate bid requests and vendor contracts.

6. Provide technical advice, assistance and instruction for installation of data processing

hardware, software and application systems.

Develop, implement and maintain disaster recovery and physical security procedures.

Plan and monitor user liaison activities regarding data processing services.

9. Ensure dissemination of information and promote effective departmental
communication.

10. Monitor production processes and adherence to performance standards and work
methods and recommend changes to improve service.

11. Prepare and conduct personnel performance evaluations for data processing
operations section staff.

12. Provide for training of data processing staff.

13. Evaluate candidates and select new data processing staff.

14. Develop schedules and monitor operational activities to provide services in a timely,
efficient, secure and reliable manner.

15. Direct and schedule the activities of the data entry function in accordance with
predetermined priorities.

16. Perform related duties as required.

v

%0 =

Minimum Knowledge, Skill and Ability
Knowledge of:
e Management principals and practices applicable to operation of a large-scale
computer service facility.
o Data processing equipment installation, physical planning, installation, operation and
Maintenance.
e Scheduling and operations control of applications systems; facility and data security
requirements and procedures.
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Manager, Data Processing, Continued

Skill and Ability to:
e Plan, organize and control the work of the Computer Operations section in a multi-
computer facility.
e Direct and manage operations activities such as computer operations, data entry, data
control, production scheduling and user coordination.
e Interpret and analyze utilization reports.
Evaluate and recommend improvements in operations section.
Provide technical advice and assistance to personnel engaged in installing new
hardware, software and application systems.
Establish and maintain effective working relationships with others.
Communicate clearly and concisely, orally and in writing.
Provide instruction and training to the operations staff.
Supervise and evaluate technical and clerical staff.

Licenses and Certificates:
Possession of a valid California Class 3 driver license and a safe driving record.

Training and Experience:

Any combination equivalent to training and experience that could likely provide the required
knowledge, skills and abilities would be qualifying. A typical way 1o obtain the knowledge,
skills and abilities would be: graduation from an accredited college or university with a
bachelor’s degree in computer science or management information systems and five years of
progressively responsible experience in a medium to large-scale computer operations with at
least two years at the supervisory level.

Physical Requirements and Working Conditions:
e Require vision (which may be corrected) to read small print.
e Perform work which is primarily sedentary.
e Is subject to inside environmental conditions.
e May be required to attend periodic evening meetings and/or to travel within and out
of District boundaries to attend meetings.
e May be required to work evenings or weekends.

Approved by Personnel Commission: 2
Salary Range: Class 76, Supervisor’s Schedule
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>age Two - Manager-Data Processing *

Skill and Ability to:
Provide techmical advice and assistance to personnel engaged in installing new hardware, software and '
application systems. ' :
Establish and maintain effective working relationships with others.
Communicate clearly and concisely, orally and in writing. ‘

. Provide instruction and training to the operations staff.

Supervise and evaluate technical and clerical staff.

License and Certificates: -
Possession of a valid California Class 3 Driver’s License and a safe driving record.

Training and Experience:

Any combination equivalent to training and experience that could likely provide the required knowledge, skills
and abilities would be qualifying. A typical way to obtain the knowledge, skills and abilities would be:
graduation from an accredited college or university with a Bachelor’s Degree in computer science or

management information systems and five years progressively responsible experience in medium to large-scale
computer operations with at least two years at the supervisory level.

Physical Requirements and Working Conditions:
. Require vision (which may be corrected) to read small print.

Perform work which is primarily sedentary

Is subject to inside environmental conditions.

May be required to attend periodic evening meetings and/or to travel within and out of District boundaries to
attend meetings.

May be required to work evenings or weekends.

Approved by Personnel Commission:
Salary Range:




Classification Alignment and Hierarchy

ATTACHMENT D

A B C D E F G H | J K L
1 Grou Range Clerical Finance Food Service Instructional Operations Safety/Security Technology Transportation Group [ Range
DEPUTY SUPT
53 2 ASST SUPT BUSINESS DIR, 53 2
2 FISCAL SVCS
3 54 2 ED OT 54 2
4 52 94 EXDIR, FM&O 52 94
5 52 85 DIR TECH 52 85
DIR BSEP
6 52 84 DIR CLS PERS DIR NUTRITION SVCS 52 84
7 54 82 STU ADM PROG MGR 52 82
FAC MAINT MGR
8 54 78 FAC OPS MGR TRANSP MGR 54 78
9 54 76 AASPM BP-MGR 54 76
10 56 74 BUS SYS ANALYST 56 74
11 54 74 HS PLANT OPS MGR TECH SVCS SUPVR 54 74
12 52 74 TITLE IX 52 74
PAYROLL SUPVR
54 73 ADMISSIONS-MGR PURCH SUPVR EXEC CHEF 54 73
13 RISK MGR
14 54 72 STU ASSIGN PROG MGR GEN SVCS MGR 54 72
15 52 72 SCH ENR PROG MGR 52 72
16 54 71 ASP SUPVR 54 71
17 56 69 NETWORK ENG 56 69
MAINT SUPVR
54 69 NUTRITION ED PROG SUPVR FAM EE SUPVR FAC AFTER HRS SUPVR TRA':‘,;Z (;E?)\?g AR 54 69
18 GRNDS SUPVR
19 52 69 PIO 52 69
20 55 67 BDGT ANALYSTII (C) 55 67
21 56 67 BDGT ANALYST II 56 67

Printed: 5/31/2019
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Salary Schedules 56 57 ATTACH MENT D

Salary Step Step 3 Step 4 Step 5 Salary
Range Monthly | Hourly Annual-10 Annual-12 Monthly Annual-10 Annual-12 onthly ourly Annual-10 Annual-12 onthly Daily | Hourl Annual-10 Annual-12 onthly Daily | Hourl Annual-10 Annual-12 Range
6 15.00 4.25 3,150.00 27,780.00 2,437.00 4,370.00 29,244.00|  2,556.00 .73 25,560.00 30,672.00| 2,687.00 24.01 6.54 26,870.00 32,244.00| 2,820.00 30.15 7.35 28,200.00 33,840.00
7 2,375.00 4.62 3,750.00 500.00 2,495.00 4,950.00 29,940.00| 2,619.00 .12 26,190.00 31,428.00] 2,752.00 27.01 6.94 27,520.00 33,024.00] 2,895.00 33.61 7.82 28,950.00 34,740.00
8 2,437.00 5.00 4,370.00 29,244.00 2,556.00 5,560.00 30,672.00| 2,687.00 .54 26,870.00 32,244.00| 2,820.00 30.15 7.35 28,200.00 33,840.00 ,962.00 36.71 .23 29,620.00 35,544.00
9 $2,495.00 15.35| $24,950.00| $29,940.00| $2,619.00| $ $26,190.00| $31,428.00| 2,752.00 16.94| $27,520.00 $33,024.00| 2,895.00| $133.61| $17.82| $28950.00 $34,740.00| 3,037.00 18.69| $30,370.00|  $36,444.00
0 2,556.00 .73 5,560.00 30,672.00 2,687.00 26,870.00 32,244.00| 2,820.00 28,200.00 33,840.00 ,962.00 36.71 .23 29,620.00 544.00 ,113.00 .16 30.00 37,356.00
1 2,619.00 .12 6,190.00 31,428.00 2,752.00 27,520.00 33,024.00] 2,895.00 28,950.00 40.00 ,037.00 40.17 .69 30,370.00 14.00 ,191.00 4 10.00 8,292.00
2 2,687.00 .54 26,870.00 32,244.00 2,820.00 28,200.00 33,840.00 ,962.00 29,620.00 35,544.00 ,113.00 43.67, .16 130.00 37,356.00 ,274.00 20.15 32,740.00 39,288.00
3 2,752.00 .94 27,520.00 33,024.00 2,895.00 28,950.00 34,740.00 ,037.00 30,370.00 36,444.00 ,191.00 47.27, .64 910.00 8,292.00 ,357.00 20.66 33,570.00 40,284.00
2,820.00 .35 28,200.00 33,840.00 ,962.00 29,620.00 35,544.00 ,113.00 130.00 37,356.00 ,274.00 1.11 2 32,740.00 39,288.00 ,438.00 21.16 34,380.00 41,256.00
5 2,895.00 7.82 28,950.00 34,740.00 ,037.00 30,370.00 36,444.00 ,191.00 910.00 8,292.00 ,357.00 54.94 2 33,570.00 40,284.00 523.00 21.68 230.00 42,276.00 5
36 ,962.00 .23 29,620.00 35,544.00 ,113.00 130.00 37,356.00 ,274.00 2 32,740.00 39,288.00 ,438.00 58.67, 2 34,380.00 41,256.00 ,611.00 2 5' 6,110.00 4 00 36
37 ,037.00 .69 30,370.00 36,444.00 ,191.00 910.00 8,292.00 ,357.00 2 33,570.00 40,284.00 523.00 62.60 2 230.00 42,276.00 ,702.00 2 .78J 37,020.00 44,424.00| 37
38 ,113.00 6 130.00 37,356.00 ,274.00 32,740.00 39,288.00 ,438.00 2 34,380.00 41,256.00 ,611.00 66.66 2 6,110.00 4 00 ,790.00 23.32 37,900.00 45,480.00 38
39 ,191.00 .64 910.00 8,292.00 ,357.00 33,570.00 40,284.00 523.00 2 230.00 42,276.00 ,702.00 70.86 2 37,020.00 44,424.00 ,889.00 23.93 38,890.00 46,668.00 39
40 ,274.00 20.15 32,740.00 39,288.00 ,438.00 34,380.00 41,256.00 ,611.00 2 6,110.00 4 00 ,790.00 74.92 2 37,900.00 45,480.00 ,985.00 24.52 39,850.00 47,820.00 40
41 ,357.00 20.66 33,570.00 40,284.00 523.00 230.00 42,276.00 ,702.00 2 37,020.00 44,424.00 ,889.00 79.49 2 38,890.00 46,668.00 ,086.00 25.14 40,860.00 49,032.00f 41
42 ,438.00 21.16 34,380.00 41,256.00 ,611.00 6,110.00 4 00 ,790.00 2 37,900.00 45,480.00 ,985.00 83.92 2 39,850.00 47,820.00] 4,193.00 25.8 41,930.00 0,316.00] 42
43 523.00 21.68 230.00 42,276.00 ,702.00 37,020.00 44,424.00 ,889.00 2 38,890.00 46,668.00 ,086.00 88.58 25 40,860.00 49,032.00( 4,299.00 26.45 42,990.00 51,588.00| 43
44 ,611.00 2 5' 6,110.00 4 00 ,790.00 37,900.00 45,480.00 ,985.00 2 39,850.00 47,820.00] 4,193.00 93.52 25. 41,930.00 0,316.00( 4,404.00 27.10 44,040.00 52,848.00| 44
45 ,702.00 2 .78J 37,020.00 44,424.00 ,889.00 38,890.00 46,668.00 ,086.00 2 40,860.00 49,032.00( 4,299.00 98.4 2 42,990.00 51,588.00/ 4,516.00 27.79 45,160.00 54,192.00| 45
46 ,790.00 23.32 37,900.00 45,480.00 ,985.00 39,850.00 47,820.00] 4,193.00 2 41,930.00 0,316.00 4,404.00 03.2 2 44,040.00 52,848.00 633.00 28.51 46,330.00 55,596.00| 46
47 ,889.00 23.93 38,890.00 46,668.00 ,086.00 40,860.00 49,032.00( 4,299.00 2 42,990.00 51,588.00/ 4,516.00 08.43 2 45,160.00 54,192.00 4,742.00 $29.18| 47,420.00 56,904.00| 47
48 ,985.00 24.52 39,850.00 47,820.00 4,193.00 41,930.00 0,316.00| 4,404.00 27 44,040.00 52,84 633.00 3.83 2 46,330.00 55,596.00 4,861.00 29.91 48,610.00 58,332.00 48
49 ,086.00 25.14 40,860.00 49,032.00 4,299.00 42,990.00 51,588.00/ 4,516.00 2 45,160.00 54 4,742.00 .86) $2 47, 56,904.00 4,987.00 30.69| $49,870.00 59,844.00| 49
50 4,193.00 25.8 41,930.00 0,316.00 4,404.00 44,040.00 52,848.00 633.00 2 46,330.00 55,5 4,861.00 Gicl 2 58,332.00 ,112.00 51,120.00 $61,344.00f 50
51 4,299.00 26.45 42,990.00 51,588.00 4,516.00 45,160.00 54,192.00 4,742.00 52 47,420.00 5 4,987.00 30.17, 3 59,844.00 ,235.00 52,350.00 $62,820.00] 51
52 4,404.00 27.10 44,040.00 52,848.00 4,633.00 46,330.00 55,596.00 4,861.00 2 48,610.00 5 ,112.00 851081 31. $61,344.00 ,367.00 53,670.00 $64,404.00f 52
53 4,516.00 27.79 45,160.00 54,192.00 4,742.00 56,904.00 4,987.00 | $49,870.00 59,84 ,235.00 41. 32. ,350. $62,820.00 ,504.00 55,040.00 $66,048.00f 53
54 4,633.00 28.51 46,330.00 55,596.00 4,861.00 58,332.00 ,112.00 51,120.00 $61,3 ,397.00 49.0 33. $64,764.00 ,641.00 56,410.00 $67,692.00f 54
5 4,742.00 $29.18| 47,420.00 56,904.00 4,987.00 ! 59,844.00 ,235.00 52,350.00 $62,82 ,504.00 54.03 33. 55,040.00 $66,048.00 ,775.00 57,750.00 $69,300.00 55
5 4,861.00 29.91 48,610.00 58,332.00 5,112.00 51,120.00]  $61,344.00 ,367.00 3 53,670.00 $64,4 ,641.00 260.35 1 56,410.00 $67,692.00 920.00 59,200.00 71,040.00| 56
57 4,987.00 49,870.00 59,844.00 5,235.00 52,350.00]  $62,820.00 ,504.00 3 55,040.00 $66, ,775.00 266.53 4 57,750.00 $69,300.00 ,073.00 $60,730.00 72,876.00 57
58 5,112.00 51,120.00]  $61,344.00 5,367.00 53,670.00]  $64,404.00 ,641.00 56,410.00 $67,692. 920.00 273.23 3 59,200.00 71,040.00 ,222.00 $62,220.00 74,664.00f 58
59 5,235.00 52,350.00]  $62,820.00 5,504.00 55,040.00]  $66,048.00 ,775.00 3 57,750.00 $69,300. ,073.00 280.. 7| $60,730.00 72,876.00 ,379.00 $63,790.00 76,548.00f 59
0 5,367.00 53,670.00]  $64,404.00 5,641.00 56,410.00]  $67,692.00 920.00 3 59,200.00 71,040. ,222.00 287. 38.29 0.00 74,664.00 ,542.00 0.00 78,504.00 0
1 5,504.00 55,040.00]  $66,048.00 5,775.00 57,750.00]  $69,300.00 ,073.00 3 $60,730.00 72,876. ,379.00 5 0.00 76,548.00 ,706.00 $67,060.00 $80,472.00 1
2 5,641.00 56,410.00]  $67,692.00 920.00 59,200.00 71,040.00 ,222.00 3 $62,220.00 74,664. ,542.00 6 0.00 78,504.00 ,868.00 4 $68,680.00 $82,416.00 2
3 5,775.00 57,750.00]  $69,300.00 ,073.00 $60,730.00 72,876.00 ,379.00 39. $63,790.00 76,5 ,706.00 7| $67,060.00 80,472.00 ,042.00 4 70,420.00 $84,504.00 3
4 920.00 3 59,200.00 71,040.00 ,222.00 $62,220.00 74,664.00 ,542.00 540.. $65,420.00 78,5 ,868.00 .26]  $68,680.00 $82,416.00| 7,213.00 4 72,130.00 $86,556.00 4
5 ,073.00 37.37| $60,730.00 72,876.00 ,379.00 $63,790.00 76,548.00 ,706.00 41. $67,060.00 $80,4 ,042.00 3 70,420.00 $84,504.00| 7,400.00 45. 74,000.00 $88,800.00 5
66 ,222.00 38.29|  $62,220.00 74,664.00 ,542.00 93| $40.2 $65,420.00 78,504.00 ,042.00 43.. $70,420.00 $84,5 7,213.00 72,130.00 $86,556.00] 7,581.00 4 75.810.00 $90,972.00] 66
67 ,379.00 39.25 $63,790.00 76,548.00 ,706.00 $67,060.00 $80,472.00| 7,213.00 44. $72,130.00 $86,556. 7,400.00 74,000.00 $88,800.00| 7,772.00 4 77,720.00 $93,264.00f 67
68 ,542.00 40.26|  $65,420.00 78,504.00 ,868.00 $68,680.00] $82416.00| 7,400.00 d 4 $74,000.00 $88,800.00 75,810.00 $90,972.00| 7,967.00 49. 79,670.00 $95,604.00f 68
69 $6,706.00 $41.27| $67,060.00 0,472.00| $7,042.00] $. $70,420.00| $84,504.00| 7,581.00| $349.89| $46.65| $75810.00| $90,972.00 $77,720.00| $93,264.00| 8,170.00| $377.07| $50.28| $81,700.00| $98,040.00| 69
70 6,868.00 42.26|  $68,680.00| $82,416.00 7,213.00 72,130.00  $86,556.00| 7,794.00 359.72 47.96|  $77,940.00 $93,528.00 $79,670.00 $95,604.00 ,372.00 386.39 51.52| $83,720.00 00,464.00f 70
71 7,042.00 43.33] $70,420.00] $84,504.00] $7,400.00 74,000.00]  $88,800.00[ 7,967.00] $367.70] $49.03| $79,670.00]  $95,604.00] 8,170.00[ $377.07| $50.28] $81,700.00]  $98,040.00[ 8,577.00] $395.86] $52.78] $85,770.00 02,924.00] 71
72 7,213.00 44.39]  $72,130.00| $86,556.00 7,581.00 75,810.00)  $90,972.00| 8,170.00 377.07. 50.28| $81,700.00 $98,040.00 ,372.00 386.39 51.52| $83,720.00 $100,464.00 ,792.00 405.78| $54.10| $87,920.00 05,504.00f 72
73 7,400.00 d 45.54|  $74,000.00| $88,800.00 7,772.00] ¢ 77,720.00  $93,264.00| 8,372.00 386.39 51.52| $83,720.00 $100,464.00 ,577.00]  $395.86 52.78| $85,770.00| $102,924.00 ,010.00 415.84 55.45| $90,100.00 08,120.00 73
74 $7,581.00| $349.89| $46.65| $75,810.00| $90,972.00| $7,967.00| $3 $79,670.00| $95,604.00| 8,577.00 .78| $85,770.00| $102,924.00| 8,792.00| $405.78| $54.10| $87,920.00| $105,504.00| 9,235.00| $426.22| $56.83| $92,350.00| $110,820.00| 74
75 7,772.00 358.70 47.83| $77,720.00| $93,264.00 ,170.00 81,700.00] $98,040.00 ,792.00 $87,920.00 05,504.00 ,010.00 . 55.45 $90,100.00 8,120.00 ,466.00 $58.25| $94,660.00 592.00| 75
76 7,967.00 367.70 49.03|  $79,670.00| $95,604.00 ,372.00 $83,720.00 00,464.00 ,010.00 $90,100.00 8,120.00 235.00 56.83 $92,350.00 0.00 ,724.00 $59.84| $97,240.00 688.00 76
77 ,170.00 377.07. 50.28' 81,700.00] $98,040.00 ,577.00 5.! .78|  $85,770.00 02,924.00 235.00 $92,350.00 0.00 ,466.00 5 $94,660.00 2.00 ,940.00 $61.17| $99,400.00 280.00| 77
78 ,372.00 386.39 51.52| $83,720.00 00,464.00 ,792.00 $87,920.00 05,504.00 ,466.00 $94,660.00 2.00 ,702.00 59. $97,020.00 424.00 ,192.00 $62.72 01,920.00 304.00f 78
79 ,577.00 395.86. 52.78] 85,770.00 02,924.00 ,010.00 $90,100.00 08,120.00 ,702.00 $97,020.00 6,424.00 ,940.00 $61.17| $99,400.00 280.00 ,449.00 $64.30 04,490.00 5,388.00| 79
80 ,792.00]  $405.78] $54.10]  $87,920.00 05,504.00 235.00 $92,350.00 10,820.00] 9,940.00 $99,400.00 280.00] 10,192.00[ ¢470.39] $62.72] $101,920.00 304.00{ 10,710.00 $65.91 07,100.00 28,520.00f 80
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Classified Supervisory
Salary Schedule 54 Local 21 ATTACHMENT D

Salary Step 1 Step 2 Step 3 Step 4 Step 5 Salary
Range | Monthly Daily | Hourly | Annual-10 | Annual-12 | Monthly Daily | Hourly | Annual-10 | Annual-12 Monthly Daily | Hourly | Annual-10 | Annual-12 Monthly Daily | Hourly | Annual-10 | Annual-12 Monthly Daily | Hourly | Annual-10 | Annual-12 | Range

2 $7,325.00| $338.07| $42.26| $73,250.00| $87,900.00] $7,692.00| $355.01| $44.38| $76,920.00| $92,304.00] $8,079.00| $372.87| $46.61| $80,790.00| $96,948.00| $8,448.00| $389.90| $48.74| $84,480.00 $101,376.00| $8,917.00| $411.55 $51.44| $89,170.00 $107,004.00| 2

45 $3,570.00| $164.77| $20.60| $35,700.00| $42,840.00| $3,747.00| $172.94| $21.62| $37,470.00| $44,964.00| $3,934.00| $181.57| $22.70| $39,340.00| $47,208.00| $4,126.00| $190.43| $23.80| $41,260.00| $49,512.00| $4,331.00| $199.89| $24.99| $43,310.00| $51,972.00] 45

50 $4,037.00| $186.32| $23.29| $40,370.00| $48,444.00| $4,244.00| $195.87| $24.48| $42,440.00| $50,928.00| $4,446.00| $205.20( $25.65| $44,460.00| $53,352.00] $4,672.00| $215.63| $26.95 $46,720.00| $56,064.00] $4,900.00| $226.15| $28.27| $49,000.00| $58,800.00| 50

51 $4,144.00| $191.26| $23.91| $41,440.00| $49,728.00] $4,343.00| $200.44| $25.06| $43,430.00| $52,116.00] $4,559.00| $210.41| $26.30 $45,590.00| $54,708.00| $4,785.00| $220.84| $27.61| $47,850.00| $57,420.00| $5,021.00| $231.73| $28.97| $50,210.00| $60,252.00| 51

52} $4,244.00| $195.87| $24.48| $42,440.00| $50,928.00| $4,447.00| $205.24| $25.66| $44,470.00| $53,364.00| $4,672.00| $215.63| $26.95 $46,720.00| $56,064.00] $4,900.00| $226.15| $28.27| $49,000.00| $58,800.00| $5,141.00| $237.27| $29.66| $51,410.00| $61,692.00| 52

53 54,343.00( 5200.44 | 525.06 | $43,430.00| $52,116.00| $4,559.00| $210.41| $26.30| $45,590.00| $54,708.00| 54,785.00| $220.84| $27.61| $47,850.00| $57,420.00| $5,021.00| $231.73| $28.97| $50,210.00| $60,252.00| $5,265.00| $243.00| $30.37| $52,650.00| $63,180.00| 53

54 $4,447.00| $205.24| $25.66| $44,470.00| $53,364.00| $4,672.00| $215.63| $26.95 $46,720.00| $56,064.00] $4,900.00| $226.15| $28.27| $49,000.00| $58,800.00| $5,141.00| $237.27| $29.66| $51,410.00| $61,692.00] $5,394.00| $248.95 $31.12| $53,940.00| $64,728.00| 54

55 $4,559.00| $210.41| $26.30| $45,590.00| $54,708.00] $4,785.00| $220.84| $27.61| $47,850.00| $57,420.00| $5,021.00| $231.73| $28.97 $50,210.00| $60,252.00] $5,265.00| $243.00 $30.37| $52,650.00| $63,180.00] $5,535.00| $255.46 $31.93| $55,350.00| $66,420.00| 55

56 $4,672.00| $215.63| $26.95| $46,720.00| $56,064.00] $4,900.00| $226.15 $28.27| $49,000.00| $58,800.00| $5,141.00| $237.27| $29.66| $51,410.00| $61,692.00] $5,394.00| $248.95| $31.12| $53,940.00| $64,728.00| $5,664.00 $261.41| $32.68| $56,640.00| $67,968.00| 56

57 $4,785.00| $220.84| $27.61| $47,850.00| $57,420.00] $5,021.00| $231.73| $28.97| $50,210.00| $60,252.00] $5,265.00| $243.00| $30.37| $52,650.00| $63,180.00| $5,535.00| $255.46| $31.93| $55,350.00| $66,420.00| $5,798.00| $267.60| $33.45 $57,980.00| $69,576.00| 57

58 $4,900.00| $226.15| $28.27| $49,000.00| $58,800.00| $5,141.00| $237.27| $29.66| $51,410.00| $61,692.00] $5,394.00| $248.95 $31.12| $53,940.00| $64,728.00| $5,664.00| $261.41| $32.68| $56,640.00| $67,968.00| $5,942.00| $274.24| $34.28| $59,420.00| $71,304.00| 58

59 $5,021.00| $231.73| $28.97| $50,210.00| $60,252.00] $5,265.00| $243.00( $30.37| $52,650.00| $63,180.00] $5,535.00| $255.46 $31.93| $55,350.00| $66,420.00| $5,798.00| $267.60| $33.45 $57,980.00| $69,576.00| $6,092.00| $281.16| $35.15 $60,920.00| $73,104.00| 59

60 $5,141.00| $237.27| $29.66| $51,410.00| $61,692.00] $5,394.00| $248.95 $31.12| $53,940.00| $64,728.00| $5,664.00 $261.41| $32.68| $56,640.00| $67,968.00] $5,942.00| $274.24| $34.28| $59,420.00| $71,304.00] $6,239.00| $287.95| $35.99| $62,390.00| $74,868.00| 60

61 $5,265.00| $243.00| $30.37| $52,650.00| $63,180.00] $5,535.00| $255.46 $31.93| $55,350.00| $66,420.00] $5,798.00| $267.60| $33.45 $57,980.00| $69,576.00] $6,092.00| $281.16| $35.15 $60,920.00| $73,104.00] $6,392.00| $295.01| $36.88| $63,920.00| $76,704.00| 61

62 $5,394.00 $248.95| $31.12| $53,940.00| $64,728.00| $5,664.00( $261.41| $32.68| $56,640.00| $67,968.00| $5,942.00| $274.24| $34.28| $59,420.00( $71,304.00| $6,213.00 $286.75| $35.84| $62,130.00| $74,556.00| $6,546.00| $302.12| $37.76| $65,460.00| $78,552.00] 62

63 $5,535.00 $255.46| $31.93| $55,350.00| $66,420.00| $5,798.00[ $267.60| $33.45| $57,980.00| $69,576.00| $6,092.00| $281.16| $35.15| $60,920.00( $73,104.00| $6,392.00| $295.01| $36.88| $63,920.00| $76,704.00] $6,714.00| $309.87| $38.73| $67,140.00| $80,568.00] 63

64 $5,664.00( $261.41| $32.68| $56,640.00| $67,968.00| $5,942.00 $274.24| $34.28| $59,420.00| $71,304.00| $6,239.00| $287.95| $35.99| $62,390.00| $74,868.00| $6,546.00 $302.12| $37.76| $65,460.00| $78,552.00| $6,877.00| $317.40| $39.67| $68,770.00| $82,524.00| 64

65 $5,798.00 $267.60| $33.45| $57,980.00| $69,576.00| $6,092.00 $281.16| $35.15| $60,920.00| $73,104.00| $6,392.00| $295.01| $36.88| $63,920.00( $76,704.00| $6,714.00| $309.87| $38.73| $67,140.00| $80,568.00| $7,047.00| $325.24| $40.66| $70,470.00| $84,564.00] 65

66 $5,942.00 $274.24| $34.28| $59,420.00 $71,304.00| $6,239.00 $287.95| $35.99| $62,390.00 $74,868.00| $6,546.00| $302.12| $37.76| $65,460.00( $78,552.00| $6,877.00 $317.40| $39.67| $68,770.00| $82,524.00| $7,214.00| $332.95| $41.62| $72,140.00| $86,568.00] 66

67 $6,092.00 $281.16| $35.15| $60,920.00 $73,104.00| $6,392.00[ $295.01| $36.88| $63,920.00| $76,704.00| $6,714.00| $309.87| $38.73| $67,140.00( $80,568.00| $7,047.00| $325.24| $40.66| $70,470.00 $84,564.00| $7,394.00| $341.26| $42.66| $73,940.00| $88,728.00| 67

68 $6,239.00( $287.95| $35.99| $62,390.00| $74,868.00| $6,547.00 $302.16| $37.77| $65,470.00| $78,564.00| $6,877.00| $317.40| $39.67| $68,770.00( $82,524.00| $7,214.00| $332.95 $41.62| $72,140.00| $86,568.00] $7,575.00| $349.61| $43.70| $75,750.00| $90,900.00| 68

69 $6,392.00 $295.01| $36.88| $63,920.00| $76,704.00| $6,714.00( $309.87| $38.73| $67,140.00| $80,568.00| $7,047.00| $325.24| $40.66| $70,470.00( $84,564.00| $7,394.00| $341.26| $42.66| $73,940.00| $88,728.00] $7,765.00| $358.38| $44.80| $77,650.00| $93,180.00] 69

70 $6,547.00( $302.16| $37.77| $65,470.00| $78,564.00| $6,877.00 $317.40| $39.67| $68,770.00| $82,524.00| $7,214.00| $332.95| $41.62| $72,140.00| $86,568.00| $7,576.00 $349.66| $43.71| $75,760.00| $90,912.00] $7,954.00| $367.10| $45.89| $79,540.00| $95,448.00] 70

71 $6,714.00 $309.87| $38.73| $67,140.00| $80,568.00| $7,047.00 $325.24| $40.66| $70,470.00| $84,564.00| $7,394.00| $341.26| $42.66| $73,940.00( $88,728.00| $7,765.00| $358.38| $44.80| $77,650.00| $93,180.00| $8,149.00| $376.10| $47.01| $81,490.00| $97,788.00] 71

72 $6,877.00 $317.40| $39.67| $68,770.00| $82,524.00| $7,214.00 $332.95| $41.62| $72,140.00| $86,568.00| $7,575.00| $349.61| $43.70| $75,750.00( $90,900.00| $7,954.00 $367.10| $45.89| $79,540.00| $95,448.00] $8,348.00| $385.29| $48.16| $83,480.00| $100,176.00| 72

73 $7,047.00| $325.24| $40.66| $70,470.00| $84,564.00] $7,394.00| $341.26| $42.66| $73,940.00| $88,728.00| $7,765.00| $358.38| $44.80| $77,650.00| $93,180.00| $8,149.00| $376.10| $47.01| $81,490.00| $97,788.00| $8,554.00| $394.79| $49.35| $85,540.00 $102,648.00| 73

74 $7,214.00| $332.95| $41.62| $72,140.00| $86,568.00| $7,575.00| $349.61| $43.70( $75,750.00| $90,900.00| $7,954.00| $367.10| $45.89| $79,540.00| $95,448.00] $8,348.00| $385.29| $48.16| $83,480.00| $100,176.00| $8,763.00| $404.44| $50.55 $87,630.00| $105,156.00| 74

75 $7,394.00| $341.26| $42.66| $73,940.00| $88,728.00] $7,765.00| $358.38( $44.80 $77,650.00| $93,180.00| $8,149.00| $376.10 $47.01| $81,490.00| $97,788.00| $8,552.00| $394.70| $49.34| $85,520.00| $102,624.00| $8,978.00| $414.36| $51.80| $89,780.00 $107,736.00| 75

76 $7,576.00 | $349.66 | $43.71| $75,760.00| $90,912.00| $7,954.00 | $367.10| $45.89 | $79,540.00| $95,448.00| $8,348.00| $385.29 | $48.16 | $83,480.00 | $100,176.00| $8,763.00 | $404.44 | $50.55| $87,630.00| $105,156.00| $9,197.00| $424.47| $53.06 | $91,970.00 ( $110,364.00| 76

77 $7,765.00| $358.38| $44.80| $77,650.00| $93,180.00] $8,149.00| $376.10 $47.01| $81,490.00| $97,788.00| $8,552.00| $394.70| $49.34| $85,520.00| $102,624.00| $8,978.00| $414.36| $51.80| $89,780.00| $107,736.00| $9,425.00| $434.99| $54.37| $94,250.00| $113,100.00| 77

78 $7,954.00| $367.10| $45.89| $79,540.00| $95,448.00] $8,348.00| $385.29| $48.16| $83,480.00 $100,176.00| $8,763.00| $404.44| $50.55 $87,630.00| $105,156.00] $9,197.00| $424.47| $53.06| $91,970.00| $110,364.00] $9,654.00| $445.56| $55.70| $96,540.00| $115,848.00| 78

79 $8,149.00| $376.10| $47.01| $81,490.00| $97,788.00] $8,554.00| $394.79| $49.35 $85,540.00 $102,648.00| $8,978.00| $414.36| $51.80| $89,780.00 $107,736.00] $9,429.00| $435.18| $54.40 $94,290.00| $113,148.00| $9,897.00| $456.78| $57.10| $98,970.00| $118,764.00| 79

80 $8,348.00| $385.29| $48.16| $83,480.00| $100,176.00] $8,763.00| $404.44| $50.55 $87,630.00| $105,156.00] $9,197.00| $424.47| $53.06| $91,970.00 $110,364.00] $9,654.00| $445.56| $55.70| $96,540.00| $115,848.00| $10,142.00| $468.09| $58.51($101,420.00| $121,704.00| 80

81 $8,552.00| $394.70| $49.34| $85,520.00| $102,624.00] $8,978.00| $414.36| $51.80| $89,780.00| $107,736.00] $9,425.00| $434.99| $54.37| $94,250.00| $113,100.00| $9,897.00| $456.78| $57.10 $98,970.00| $118,764.00| $10,389.00| $479.48| $59.94|$103,890.00 $124,668.00| 81

82 $8,763.00 | 5404.44 | $50.55| $87,630.00(5105,156.00| $9,197.00| $424.47| $53.06| $91,970.00| $110,364.00| 59,654.00| $445.56 | $55.70| $96,540.00| $115,848.00|510,145.00| 5468.22 | $58.53|5101,450.00| $121,740.00|510,650.00 | $491.53 | $61.44|5106,500.00| $127,800.00| 82

83 $8,978.00| $414.36| $51.80| $89,780.00| $107,736.00] $9,425.00| $434.99| $54.37| $94,250.00| $113,100.00| $9,897.00| $456.78| $57.10 $98,970.00| $118,764.00| $10,389.00| $479.48| $59.94( $103,890.00| $124,668.00| $10,904.00| $503.25| $62.91| $109,040.00| $130,848.00| 83

84 $9,197.00| $424.47| $53.06| $91,970.00| $110,364.00] $9,654.00| $445.56| $55.70( $96,540.00| $115,848.00| $10,145.00| $468.22| $58.53($101,450.00 $121,740.00| $10,650.00| $491.53| $61.44($106,500.00 $127,800.00 $11,176.00| $515.81| $64.48($111,760.00| $134,112.00| 84

85 $9,425.00 $434.99| $54.37| $94,250.00| $113,100.00| $9,897.00 $456.78| $57.10| $98,970.00| $118,764.00| $10,389.00| $479.48| $59.94|$103,890.00| $124,668.00| $10,904.00 $503.25| $62.91| $109,040.00| $130,848.00| $11,451.00| $528.50| $66.06|$114,510.00| $137,412.00| 85

86 $9,654.00 $445.56| $55.70| $96,540.00| $115,848.00| $10,145.00 $468.22| $58.53( $101,450.00| $121,740.00| $10,650.00| $491.53| $61.44|$106,500.00| $127,800.00| $11,176.00 $515.81| $64.48( $111,760.00| $134,112.00| $11,733.00| $541.51| $67.69| $117,330.00| $140,796.00| 86

87 $9,898.00 $456.82| $57.10| $98,980.00| $118,776.00| $10,389.00 $479.48| $59.94| $103,890.00| $124,668.00| $10,903.00| $503.21| $62.90| $109,030.00| $130,836.00| $11,451.00| $528.50| $66.06| $114,510.00| $137,412.00| $12,020.00| $554.76| $69.35|$120,200.00| $144,240.00| 87

88 |$10,145.00 $468.22| $58.53| $101,450.00| $121,740.00| $10,650.00 $491.53| $61.44| $106,500.00| $127,800.00| $11,176.00| $515.81| $64.48|$111,760.00| $134,112.00| $11,733.00| $541.51| $67.69( $117,330.00| $140,796.00| $12,321.00| $568.65| $71.08|$123,210.00| $147,852.00| 88

89 |$10,390.00{ $479.53| $59.94| $103,900.00| $124,680.00| $10,903.00 $503.21| $62.90| $109,030.00| $130,836.00| $11,451.00| $528.50| $66.06|$114,510.00| $137,412.00| $12,020.00 $554.76| $69.35($120,200.00| $144,240.00| $12,618.00| $582.36| $72.80| $126,180.00| $151,416.00| 89

90 |$10,650.00( $491.53| $61.44| $106,500.00| $127,800.00| $11,176.00 $515.81| $64.48( $111,760.00| $134,112.00| $11,733.00| $541.51| $67.69| $117,330.00| $140,796.00| $12,321.00 $568.65 $71.08( $123,210.00| $147,852.00| $12,939.00| $597.18| $74.65| $129,390.00 $155,268.00] 90

91 |$10,903.00{ $503.21| $62.90| $109,030.00| $130,836.00| $11,451.00| $528.50| $66.06| $114,510.00| $137,412.00| $12,020.00| $554.76| $69.35| $120,200.00| $144,240.00| $12,618.00 $582.36| $72.80( $126,180.00| $151,416.00| $13,248.00| $611.44| $76.43| $132,480.00| $158,976.00] 91

92 |$11,176.00 $515.81| $64.48| $111,760.00| $134,112.00| $11,733.00| $541.51| $67.69| $117,330.00| $140,796.00| $12,321.00| $568.65| $71.08|$123,210.00| $147,852.00| $12,939.00 $597.18| $74.65($129,390.00| $155,268.00| $13,582.00| $626.85| $78.36| $135,820.00( $162,984.00] 92

93 |$11,451.00| $528.50| $66.06| $114,510.00| $137,412.00| $12,020.00| $554.76| $69.35| $120,200.00| $144,240.00| $12,618.00| $582.36| $72.80| $126,180.00| $151,416.00| $13,246.00| $611.34| $76.42( $132,460.00 $158,952.00| $13,908.00| $641.90| $80.24|$139,080.00 $166,896.00| 93

94 |$11,733.00 $541.51| $67.69| $117,330.00| $140,796.00| $12,321.00 $568.65| $71.08| $123,210.00| $147,852.00| $12,939.00| $597.18| $74.65| $129,390.00| $155,268.00| $13,582.00 $626.85| $78.36| $135,820.00| $162,984.00| $14,259.00| $658.10| $82.26|$142,590.00| $171,108.00| 94

95 |$12,020.00 $554.76| $69.35| $120,200.00| $144,240.00| $12,618.00 $582.36| $72.80| $126,180.00| $151,416.00| $13,246.00| $611.34| $76.42| $132,460.00| $158,952.00| $13,908.00 $641.90| $80.24( $139,080.00| $166,896.00| $14,602.00| $673.93| $84.24| $146,020.00 $175,224.00| 95

96 |$12,321.00 $568.65| $71.08| $123,210.00| $147,852.00| $12,939.00 $597.18| $74.65|$129,390.00| $155,268.00| $13,582.00| $626.85| $78.36| $135,820.00| $162,984.00| $14,259.00 $658.10 $82.26( $142,590.00| $171,108.00| $14,964.00| $690.64| $86.33| $149,640.00| $179,568.00] 96

97 |$12,618.00 $582.36| $72.80| $126,180.00| $151,416.00| $13,246.00 $611.34| $76.42| $132,460.00| $158,952.00| $13,908.00| $641.90| $80.24|$139,080.00| $166,896.00| $14,602.00 $673.93| $84.24( $146,020.00| $175,224.00| $15,328.00| $707.44| $88.43| $153,280.00| $183,936.00| 97

98 1$12,939.00 $597.18| $74.65| $129,390.00| $155,268.00| $13,582.00| $626.85| $78.36| $135,820.00| $162,984.00| $14,259.00| $658.10( $82.26( $142,590.00| $171,108.00| $14,964.00| $690.64| $86.33| $149,640.00 $179,568.00| $15,712.00| $725.16| $90.64|$157,120.00| $188,544.00| 98

99 |$13,246.00 $611.34| $76.42| $132,460.00| $158,952.00| $13,908.00| $641.90| $80.24|$139,080.00| $166,896.00 $14,602.00| $673.93| $84.24( $146,020.00| $175,224.00| $15,328.00| $707.44| $88.43($153,280.00| $183,936.00| $16,099.00| $743.02| $92.88( $160,990.00 $193,188.00| 99

Printed: 5/31/2019



ATTACHMENT E

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
June 6, 2019

AGENDA ITEM
SUBJECT: APPROVE THE REVISED NETWORK ENGINEER CLASSIFICATION

BACKGROUND INFORMATION

The Berkeley Unified Board of Trustees approved the revised list of essential duties for the
Network Engineer at their regularly scheduled meeting on May 22, 2019. The revisions to the
essential duties were indicative of changes in the technology job industry. Education and
Experience listed in the minimum qualification has not changed; a more refined set of
Knowledge, Abilities and Working Conditions were adjusted to reflect current technological
trends.

DIRECTOR’S RECOMMENDATION
Approve the revised Network Engineer classification; remaining on salary schedule 56/57 at
range 69.




NETWORK ENGINEER — 2019 pcvl ATTACH M ENT E

B k 'l BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
er e ey Human Resources Department POSITION DESCRIPTION
PUBLIC SCHOOLS
Berkeley Unified School District
TITLE: Network Engineer REPORTS TO: Assigned Supervisor
DEPARTMENT/SCHOOL: Information CLASSIFICATION: Non-Administrative
Technology Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: | 12 months/Calendar 2000
ACT CLASSIFICATION: 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board 5/22/2019 Range: 69
Commission

BASIC FUNCTION:

Under the direction of an assigned supervisor, recommend, design, install, maintain and administer local and
wide area network (LAN, WAN) computer systems and peripherals; provide technical assistance to
department and site personnel in the operation of software, hardware and peripherals; analyze, troubleshoot
and correct complex network protocol and security issues.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Analyze, isolate and troubleshoot complex hardware, software and network issues including software
applications errors, hardware/software errors, communications errors, network address conflicts and other
malfunctions

e Deploy and maintain the District's wireless network, backup, and antivirus systems

e Installation and troubleshooting of computer workstations

e Interact with vendors for the recommendation, purchase, maintenance and repair of equipment

e Maintain and configure District Data Center equipment, including: Servers, Virtual Machine infrastructure
(VMWare, Hypervisor, etc), cloud computing instances, backup and disaster recovery

e Maintain current knowledge of technological advances in the field

e Maintain network system and infrastructure documentation and architecture diagram

e Maintain District Directory Services (such as Microsoft Active Directory and Google G Suite) user provisioning,
maintenance functions, problem resolution, create system/user provisioning scripts, create users, groups, and
establish access levels

e Maintain, configure and administer District-wide WAN (wide area network) and LAN (local area network);
perform system administration duties; configure workstations for network access; assign IP (internet protocol)
addresses, run network cabling; and monitor network security

e Meet with personnel to analyze and determine data communications, hardware and software needs;
recommend and implement strategies to improve network performance, security and productivity; assist in the
design and development of network services architecture and implementation of new network systems

e Monitors and configures all District network infrastructure, including: configuration of routers and switches on
the local and wide area networks, firewall configuration, wireless infrastructure, content filtering, DHCP
(dynamic host configuration protocol) servers and IP addressing, DNS (domain name system) servers, and
related network systems.

e Monitors energy management and security camera systems, detecting, where possible, network connectivity
failures.

e Operate laptop and desktop computers and assigned software; utilize cable testers and power tools

e Operate a motor vehicle in the performance of these duties

e Operates and controls computer based systems, such as but not limited to, energy management systems,
security cameras, and access control systems.
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Essential Duties (continued):

ATTACHMENT E

Participate in the development and maintenance of security systems for network equipment including internal

and external network security

Provide technical assistance to department and site personnel in the operation of software, hardware and

peripherals

Provide technical assistance for the District's help desk to solve end users' technical requests
Responsible for administering and configuring network security as related to user accounts, VPN, anti-virus,

and password controls.

Under the direction of supervisor, plan and document network architecture to support current needs of District
Update and upgrade software/firmware for servers and network equipment
Works with departments attaching loT (internet of things) devices to the network to ensure the security of

network, data and device security is maintained
Perform related duties as assigned by supervisor

MINIMUM QUALIFICATIONS

The requirements listed below are representative of knowledge skills and abilities required to satisfactorily perform the essential duties and
responsibilities.

Education and Experience: Any combination equivalent to:

A

LICENSES AND OTHER REQUIREMENTS:

Graduation from high school or equivalent. Bachelor’s degree in Information Technology/Information
Systems that includes specific coursework in programming and/or network administration.

Five (5) years’ experience in design and sharing of networked hardware and software resources in a large,

wide area network environment.

Valid California Driver’s License and vehicle insurability to comply with District requirements.
Employment eligibility that includes fingerprint, tuberculosis and/or other employment clearance.
Incumbents in this classification may be required to speak, read and write in a designated second language.

KNOWLEDGE OF:

Applicable laws, codes, regulations, policies and
procedures to include State Education Code
Computerized maintenance energy systems management
principles as related to the duties of the position.

Correct English usage, grammar, spelling, punctuation
and vocabulary

Data entry and retrieval techniques

Desktop and network operating systems, including
Microsoft Windows, Linux, Chrome OS, Mac OS, and iOS
Development of system and user documentation
Interpersonal skills using tact, patience, courtesy and
professionalism

LAN and WAN network software, hardware,
configurations, enhancements, TCP/IP, VLANs, and
routing protocols and topologies

Major networking equipment vendor operating systems
(Such as: Cisco, HPE/Aruba, Brocade)

Mathematical computations

Methods and techniques for performing connectivity
testing and troubleshooting including the use of
diagnostic tools and equipment

Modern office procedures and record-keeping
techniques

Motor vehicle operation

Network management, backup and print systems,
security and anti-virus procedures, video systems, VoiP
(voice over internet protocols) systems, clock/speaker
systems, and other typical network services.

Operation of a computer and assigned software
Operations, policies and objectives relating to school
district activities

Oral and written communication skills

Organizational operations, policies and objectives
Record-keeping and report preparation techniques
Research methods

Server operating systems, hardware, and infrastructure
such as: Windows Server, Linux, VMWare, Hyper-v,
storage area networks (SAN) and network attached
storage (NAS)

Set-up of wireless networks with controllers and non-
controller based management systems

TCP/IP  addressing, routing, configuration, and
troubleshooting methods

Technical aspects of field of specialty

Telephone techniques and etiquette
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ABILITY TO:

Ability to read and interpret documents such as safety
rules, operating and maintenance instructions, and
procedure manuals including policies and procedures and
equipment manuals

Ability to read, write, hear, and speak in English.

Analyze complex computer system and network issues
Analyze situations accurately and adopt an effective
course of action

Communicate effectively both orally and in writing
Complete work with many interruptions

Compose correspondence and written materials
independently

Configure a variety of network computer equipment
Determine appropriate action within clearly defined
guidelines

Establish and maintain cooperative and effective working
relationships with others

Identify data communication and information
management issues and opportunities

Implement new applications and programs

Interpret, apply, explain and assure compliance with
rules, regulations, policies and procedures

Keyboard or input data at an acceptable rate of speed
Maintain discretion of sensitive, proprietary and
privileged information

WORKING CONDITIONS:

ENVIRONMENT:
Constant interruptions
Driving a vehicle to conduct work

Interactions with dissatisfied, hostile and irate individuals

Indoor/Office environment

Subject to demanding time lines and constant interruptions

PHYSICAL ABILITIES:
Bending at the waist; kneeling or crouching to file and retrieve materials

Crawling, climbing, squatting, bending, stretching, and reaching for field service work
Dexterity of hands and fingers to operate a computer keyboard and mouse

Hearing and speaking to present or exchange information in person and on the telephone
Moving, lifting, carrying, pushing, and pulling objects of up to 75 pounds

Operating a computer keyboard for extended periods of time

ATTACHMENT E

Make mathematical computations with speed and
accuracy

Meet schedules and time lines

Operate a motor vehicle

Operate a variety of office equipment including a
computer and assigned software

Plan and organize work

Prepare and maintain accurate records and prepare
reports

Provide technical assistance to department and site
personnel in the operation of software, and computer
hardware and peripherals

Read, interpret and apply complex technical publications,
manuals and other documentation

Recommend, design, install, maintain and administer LAN
and WAN computer systems and peripherals

Skill in speaking effectively one-one and/or before
internal and/or external groups.

Skill in writing routine draft instructions, reports and
correspondence;

Understand and follow oral and written instructions
Work independently with little direction

Reaching overhead and above the shoulders to retrieve hardware or peripherals
Seeing to view monitors and read or compose a variety of written or digital materials
Sitting or standing for extended periods of time

HAZARDS:

Contact with dissatisfied or abusive individuals.
Extended viewing of computer monitor.

Sitting for an extended period of time.
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Berke'ley BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION

PUBLIC SCHOOLS Human Resources Department
Berkeley Unified School District
TITLE: Network Engineer REPORTS TO: Assigned Supervisor
DEPARTMENT/SCHOOL: Information CLASSIFICATION: Non-Administrative
Technology Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: 12 months/Calendar 2000
ACT CLASSIFICATION: 7.5 hours per day or
duty days/hours as assigned

APPROVED: SALARY GRADE: Schedule: 56

Board June 29, 2016 Range: 69

Commission July 15, 2016

BASIC FUNCTION:

Under the direction of an assigned supervisor, recommend, design, install, maintain and administer local and wide
area network (LAN, WAN) computer systems and peripherals; provide technical assistance to department and site
personnel in the operation of software, hardware and peripherals; analyze, troubleshoot and correct complex
network protocol and security issues.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Perform hardware and software design, installation and configuration of LANs and WANs and computer
workstations, including networking devices such as servers, routers, switches, printers and other related
peripherals

e Maintain and manage internet content filter, firewalls and VPN to control downstream and upstream
traffic; participate in developing, implementing and administering Intranet, Extranet, virtual networks,
and remote access capabilities

e Install, configure and administer District-wide WAN; perform system administration duties; configure
workstations for network access; run network cables; create users, groups, and establish access levels and
network security; create system/user log-in scripts; assign IP addresses

e Analyze, isolate and correct complex hardware, software and network malfunctions including software
applications errors, hardware/software errors, communications errors, network address conflicts and

other malfunctions

e Participate in the development and maintenance of security systems for network equipment including
internal and external network security

e Provide technical assistance to department and site personnel in the operation of software, hardware and
peripherals; provide technical assistance for the District’s help desk to solve end users’ technical requests

e Deploy and maintain the District’s wireless network, backup, and antivirus systems
e Update and upgrade software/firmware for servers and network equipment

e Maintain current knowledge of technological advances in the field
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e Maintain network system and infrastructure documentation and architecture diagram

e Operate laptop and desktop computers and assigned software; utilize cable testers and power tools; drive
a vehicle to conduct work

e Meet with personnel to analyze and determine data communications, hardware and software needs;
recommend and implement strategies to improve network performance, security and productivity; assist
in the design and development of network services architecture and implementation of new network
systems

e Interact with vendors for the recommendation, purchase, maintenance and repair of equipment

OTHER DUTIES:
Perform related duties as assigned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
LAN and WAN network software and hardware configurations, enhancements, topologies and protocols

Principles and practices of advanced network administration

Methods and techniques for performing connectivity testing and troubleshooting including the use of diagnostic
tools and equipment

Development of system and user documentation

Technical aspects of field of specialty

Oral and written communication skills

Applicable sections of the State Education Code and other applicable laws

Interpersonal skills using tact, patience and courtesy

TCP/IP addressing routing, configuration and troubleshooting methods

Set-up of wireless networks with controllers and non-controller based management systems

ABILITY TO:
Recommend, design, install, maintain and administer LAN and WAN computer systems and peripherals

Configure a variety of network computer equipment

Provide technical assistance to department and site personnel in the operation of software, and computer
hardware and peripherals

Analyze complex computer system and network issues

Read, interpret and apply complex technical publications, manuals and other documentation
Identify data communication and information management issues and opportunities
Implement new applications and programs

Establish and maintain cooperative and effective working relationships with others

Plan and organize work

Work independently with little direction

Meet schedules and timelines

Maintain confidentiality of proprietary and confidential data and information



NETWORK ENGINEER BUSDFinal

EDUCATION AND EXPERIENCE:

ATTACHMENT E

Any combination equivalent to: bachelor’s degree in information technology including course work in
programming or network administration and five years increasingly responsible experience in the design and
sharing of networked hardware and software resources in a large, wide area network environment

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license
WORKING CONDITIONS:

ENVIRONMENT:
Indoor environment
Driving a vehicle to conduct work

PHYSICAL DEMANDS:

Hearing and speaking to exchange information in person or on the telephone
Seeing to view a computer monitor

Dexterity of hands and fingers to operate a computer keyboard

Perform work which involves the frequent lifting, pushing and/or pulling of objects weighing up to 50 pounds, and
occasionally and with assistance up to 75 pounds

Bending at the waist, kneeling or crouching
Reaching overhead, above the shoulders and horizontally



Classification Alignment and Hierarchy

ATTACHMENT E

A B C D E F G H | J K L
1 Grou Range Clerical Finance Food Service Instructional Operations Safety/Security Technology Transportation Group [ Range
DEPUTY SUPT
53 2 ASST SUPT BUSINESS DIR, 53 2
2 FISCAL SVCS
3 54 2 ED OT 54 2
4 52 94 EXDIR, FM&O 52 94
5 52 85 DIR TECH 52 85
DIR BSEP
6 52 84 DIR CLS PERS DIR NUTRITION SVCS 52 84
7 54 82 STU ADM PROG MGR 52 82
FAC MAINT MGR
8 54 78 FAC OPS MGR TRANSP MGR 54 78
9 54 76 AASPM BP-MGR 54 76
10 56 74 BUS SYS ANALYST 56 74
11 54 74 HS PLANT OPS MGR TECH SVCS SUPVR 54 74
12 52 74 TITLE IX 52 74
PAYROLL SUPVR
54 73 ADMISSIONS-MGR PURCH SUPVR EXEC CHEF 54 73
13 RISK MGR
14 54 72 STU ASSIGN PROG MGR GEN SVCS MGR 54 72
15 52 72 SCH ENR PROG MGR 52 72
16 54 71 ASP SUPVR 54 71
17 56 69 NETWORK ENG 56 69
MAINT SUPVR
54 69 NUTRITION ED PROG SUPVR FAM EE SUPVR FAC AFTER HRS SUPVR TRA':‘,;Z (;E?)\?g AR 54 69
18 GRNDS SUPVR
19 52 69 PIO 52 69
20 55 67 BDGT ANALYSTII (C) 55 67
21 56 67 BDGT ANALYST II 56 67

Printed: 5/31/2019



Classified BCCE

Salary Schedules 56 57 ATTACH M ENT E

Salary Step Step 3 Step 4 Step 5 Salary
Range Monthly | Hourly Annual-10 Annual-12 Monthly Annual-10 Annual-12 onthly ourly Annual-10 Annual-12 onthly Daily | Hourl Annual-10 Annual-12 onthly Daily | Hourl Annual-10 Annual-12 Range
6 15.00 4.25 3,150.00 27,780.00 2,437.00 4,370.00 29,244.00|  2,556.00 .73 25,560.00 30,672.00| 2,687.00 24.01 6.54 26,870.00 32,244.00| 2,820.00 30.15 7.35 28,200.00 33,840.00
7 2,375.00 4.62 3,750.00 500.00 2,495.00 4,950.00 29,940.00| 2,619.00 .12 26,190.00 31,428.00] 2,752.00 27.01 6.94 27,520.00 33,024.00] 2,895.00 33.61 7.82 28,950.00 34,740.00
8 2,437.00 5.00 4,370.00 29,244.00 2,556.00 5,560.00 30,672.00| 2,687.00 .54 26,870.00 32,244.00| 2,820.00 30.15 7.35 28,200.00 33,840.00 ,962.00 36.71 .23 29,620.00 35,544.00
9 $2,495.00 15.35| $24,950.00| $29,940.00| $2,619.00| $ $26,190.00| $31,428.00| 2,752.00 16.94| $27,520.00 $33,024.00| 2,895.00| $133.61| $17.82| $28950.00 $34,740.00| 3,037.00 18.69| $30,370.00|  $36,444.00
0 2,556.00 .73 5,560.00 30,672.00 2,687.00 26,870.00 32,244.00| 2,820.00 28,200.00 33,840.00 ,962.00 36.71 .23 29,620.00 544.00 ,113.00 .16 30.00 37,356.00
1 2,619.00 .12 6,190.00 31,428.00 2,752.00 27,520.00 33,024.00] 2,895.00 28,950.00 40.00 ,037.00 40.17 .69 30,370.00 14.00 ,191.00 4 10.00 8,292.00
2 2,687.00 .54 26,870.00 32,244.00 2,820.00 28,200.00 33,840.00 ,962.00 29,620.00 35,544.00 ,113.00 43.67, .16 130.00 37,356.00 ,274.00 20.15 32,740.00 39,288.00
3 2,752.00 .94 27,520.00 33,024.00 2,895.00 28,950.00 34,740.00 ,037.00 30,370.00 36,444.00 ,191.00 47.27, .64 910.00 8,292.00 ,357.00 20.66 33,570.00 40,284.00
2,820.00 .35 28,200.00 33,840.00 ,962.00 29,620.00 35,544.00 ,113.00 130.00 37,356.00 ,274.00 1.11 2 32,740.00 39,288.00 ,438.00 21.16 34,380.00 41,256.00
5 2,895.00 7.82 28,950.00 34,740.00 ,037.00 30,370.00 36,444.00 ,191.00 910.00 8,292.00 ,357.00 54.94 2 33,570.00 40,284.00 523.00 21.68 230.00 42,276.00 5
36 ,962.00 .23 29,620.00 35,544.00 ,113.00 130.00 37,356.00 ,274.00 2 32,740.00 39,288.00 ,438.00 58.67, 2 34,380.00 41,256.00 ,611.00 2 5' 6,110.00 4 00 36
37 ,037.00 .69 30,370.00 36,444.00 ,191.00 910.00 8,292.00 ,357.00 2 33,570.00 40,284.00 523.00 62.60 2 230.00 42,276.00 ,702.00 2 .78J 37,020.00 44,424.00| 37
38 ,113.00 6 130.00 37,356.00 ,274.00 32,740.00 39,288.00 ,438.00 2 34,380.00 41,256.00 ,611.00 66.66 2 6,110.00 4 00 ,790.00 23.32 37,900.00 45,480.00 38
39 ,191.00 .64 910.00 8,292.00 ,357.00 33,570.00 40,284.00 523.00 2 230.00 42,276.00 ,702.00 70.86 2 37,020.00 44,424.00 ,889.00 23.93 38,890.00 46,668.00 39
40 ,274.00 20.15 32,740.00 39,288.00 ,438.00 34,380.00 41,256.00 ,611.00 2 6,110.00 4 00 ,790.00 74.92 2 37,900.00 45,480.00 ,985.00 24.52 39,850.00 47,820.00 40
41 ,357.00 20.66 33,570.00 40,284.00 523.00 230.00 42,276.00 ,702.00 2 37,020.00 44,424.00 ,889.00 79.49 2 38,890.00 46,668.00 ,086.00 25.14 40,860.00 49,032.00f 41
42 ,438.00 21.16 34,380.00 41,256.00 ,611.00 6,110.00 4 00 ,790.00 2 37,900.00 45,480.00 ,985.00 83.92 2 39,850.00 47,820.00] 4,193.00 25.8 41,930.00 0,316.00] 42
43 523.00 21.68 230.00 42,276.00 ,702.00 37,020.00 44,424.00 ,889.00 2 38,890.00 46,668.00 ,086.00 88.58 25 40,860.00 49,032.00( 4,299.00 26.45 42,990.00 51,588.00| 43
44 ,611.00 2 5' 6,110.00 4 00 ,790.00 37,900.00 45,480.00 ,985.00 2 39,850.00 47,820.00] 4,193.00 93.52 25. 41,930.00 0,316.00( 4,404.00 27.10 44,040.00 52,848.00| 44
45 ,702.00 2 .78J 37,020.00 44,424.00 ,889.00 38,890.00 46,668.00 ,086.00 2 40,860.00 49,032.00( 4,299.00 98.4 2 42,990.00 51,588.00/ 4,516.00 27.79 45,160.00 54,192.00| 45
46 ,790.00 23.32 37,900.00 45,480.00 ,985.00 39,850.00 47,820.00] 4,193.00 2 41,930.00 0,316.00 4,404.00 03.2 2 44,040.00 52,848.00 633.00 28.51 46,330.00 55,596.00| 46
47 ,889.00 23.93 38,890.00 46,668.00 ,086.00 40,860.00 49,032.00( 4,299.00 2 42,990.00 51,588.00/ 4,516.00 08.43 2 45,160.00 54,192.00 4,742.00 $29.18| 47,420.00 56,904.00| 47
48 ,985.00 24.52 39,850.00 47,820.00 4,193.00 41,930.00 0,316.00| 4,404.00 27 44,040.00 52,84 633.00 3.83 2 46,330.00 55,596.00 4,861.00 29.91 48,610.00 58,332.00 48
49 ,086.00 25.14 40,860.00 49,032.00 4,299.00 42,990.00 51,588.00/ 4,516.00 2 45,160.00 54 4,742.00 .86) $2 47, 56,904.00 4,987.00 30.69| $49,870.00 59,844.00| 49
50 4,193.00 25.8 41,930.00 0,316.00 4,404.00 44,040.00 52,848.00 633.00 2 46,330.00 55,5 4,861.00 Gicl 2 58,332.00 ,112.00 51,120.00 $61,344.00f 50
51 4,299.00 26.45 42,990.00 51,588.00 4,516.00 45,160.00 54,192.00 4,742.00 52 47,420.00 5 4,987.00 30.17, 3 59,844.00 ,235.00 52,350.00 $62,820.00] 51
52 4,404.00 27.10 44,040.00 52,848.00 4,633.00 46,330.00 55,596.00 4,861.00 2 48,610.00 5 ,112.00 851081 31. $61,344.00 ,367.00 53,670.00 $64,404.00f 52
53 4,516.00 27.79 45,160.00 54,192.00 4,742.00 56,904.00 4,987.00 | $49,870.00 59,84 ,235.00 41. 32. ,350. $62,820.00 ,504.00 55,040.00 $66,048.00f 53
54 4,633.00 28.51 46,330.00 55,596.00 4,861.00 58,332.00 ,112.00 51,120.00 $61,3 ,397.00 49.0 33. $64,764.00 ,641.00 56,410.00 $67,692.00f 54
5 4,742.00 $29.18| 47,420.00 56,904.00 4,987.00 ! 59,844.00 ,235.00 52,350.00 $62,82 ,504.00 54.03 33. 55,040.00 $66,048.00 ,775.00 57,750.00 $69,300.00 55
5 4,861.00 29.91 48,610.00 58,332.00 5,112.00 51,120.00]  $61,344.00 ,367.00 3 53,670.00 $64,4 ,641.00 260.35 1 56,410.00 $67,692.00 920.00 59,200.00 71,040.00| 56
57 4,987.00 49,870.00 59,844.00 5,235.00 52,350.00]  $62,820.00 ,504.00 3 55,040.00 $66, ,775.00 266.53 4 57,750.00 $69,300.00 ,073.00 $60,730.00 72,876.00 57
58 5,112.00 51,120.00]  $61,344.00 5,367.00 53,670.00]  $64,404.00 ,641.00 56,410.00 $67,692. 920.00 273.23 3 59,200.00 71,040.00 ,222.00 $62,220.00 74,664.00f 58
59 5,235.00 52,350.00]  $62,820.00 5,504.00 55,040.00]  $66,048.00 ,775.00 3 57,750.00 $69,300. ,073.00 280.. 7| $60,730.00 72,876.00 ,379.00 $63,790.00 76,548.00f 59
0 5,367.00 53,670.00]  $64,404.00 5,641.00 56,410.00]  $67,692.00 920.00 3 59,200.00 71,040. ,222.00 287. 38.29 0.00 74,664.00 ,542.00 0.00 78,504.00 0
1 5,504.00 55,040.00]  $66,048.00 5,775.00 57,750.00]  $69,300.00 ,073.00 3 $60,730.00 72,876. ,379.00 5 0.00 76,548.00 ,706.00 $67,060.00 $80,472.00 1
2 5,641.00 56,410.00]  $67,692.00 920.00 59,200.00 71,040.00 ,222.00 3 $62,220.00 74,664. ,542.00 6 0.00 78,504.00 ,868.00 4 $68,680.00 $82,416.00 2
3 5,775.00 57,750.00]  $69,300.00 ,073.00 $60,730.00 72,876.00 ,379.00 39. $63,790.00 76,5 ,706.00 7| $67,060.00 80,472.00 ,042.00 4 70,420.00 $84,504.00 3
4 920.00 3 59,200.00 71,040.00 ,222.00 $62,220.00 74,664.00 ,542.00 540.. $65,420.00 78,5 ,868.00 .26]  $68,680.00 $82,416.00| 7,213.00 4 72,130.00 $86,556.00 4
5 ,073.00 37.37| $60,730.00 72,876.00 ,379.00 $63,790.00 76,548.00 ,706.00 41. $67,060.00 $80,4 ,042.00 3 70,420.00 $84,504.00| 7,400.00 45. 74,000.00 $88,800.00 5
66 ,222.00 38.29|  $62,220.00 74,664.00 ,542.00 93| $40.2 $65,420.00 78,504.00 ,042.00 43.. $70,420.00 $84,5 7,213.00 72,130.00 $86,556.00] 7,581.00 4 75.810.00 $90,972.00] 66
67 ,379.00 39.25 $63,790.00 76,548.00 ,706.00 $67,060.00 $80,472.00| 7,213.00 44. $72,130.00 $86,556. 7,400.00 74,000.00 $88,800.00| 7,772.00 4 77,720.00 $93,264.00f 67
68 ,542.00 40.26|  $65,420.00 78,504.00 ,868.00 $68,680.00] $82416.00| 7,400.00 d 4 $74,000.00 $88,800.00 75,810.00 $90,972.00| 7,967.00 49. 79,670.00 $95,604.00f 68
69 $6,706.00 $41.27| $67,060.00 0,472.00| $7,042.00] $. $70,420.00| $84,504.00| 7,581.00| $349.89| $46.65| $75810.00| $90,972.00 $77,720.00| $93,264.00| 8,170.00| $377.07| $50.28| $81,700.00| $98,040.00| 69
70 6,868.00 42.26|  $68,680.00| $82,416.00 7,213.00 72,130.00  $86,556.00| 7,794.00 359.72 47.96|  $77,940.00 $93,528.00 $79,670.00 $95,604.00 ,372.00 386.39 51.52| $83,720.00 00,464.00f 70
71 7,042.00 43.33] $70,420.00] $84,504.00] $7,400.00 74,000.00]  $88,800.00[ 7,967.00] $367.70] $49.03| $79,670.00]  $95,604.00] 8,170.00[ $377.07| $50.28] $81,700.00]  $98,040.00[ 8,577.00] $395.86] $52.78] $85,770.00 02,924.00] 71
72 7,213.00 44.39]  $72,130.00| $86,556.00 7,581.00 75,810.00)  $90,972.00| 8,170.00 377.07. 50.28| $81,700.00 $98,040.00 ,372.00 386.39 51.52| $83,720.00 $100,464.00 ,792.00 405.78| $54.10| $87,920.00 05,504.00f 72
73 7,400.00 d 45.54|  $74,000.00| $88,800.00 7,772.00] ¢ 77,720.00  $93,264.00| 8,372.00 386.39 51.52| $83,720.00 $100,464.00 ,577.00]  $395.86 52.78| $85,770.00| $102,924.00 ,010.00 415.84 55.45| $90,100.00 08,120.00 73
74 $7,581.00| $349.89| $46.65| $75,810.00| $90,972.00| $7,967.00| $3 $79,670.00| $95,604.00| 8,577.00 .78| $85,770.00| $102,924.00| 8,792.00| $405.78| $54.10| $87,920.00| $105,504.00| 9,235.00| $426.22| $56.83| $92,350.00| $110,820.00| 74
75 7,772.00 358.70 47.83| $77,720.00| $93,264.00 ,170.00 81,700.00] $98,040.00 ,792.00 $87,920.00 05,504.00 ,010.00 . 55.45 $90,100.00 8,120.00 ,466.00 $58.25| $94,660.00 592.00| 75
76 7,967.00 367.70 49.03|  $79,670.00| $95,604.00 ,372.00 $83,720.00 00,464.00 ,010.00 $90,100.00 8,120.00 235.00 56.83 $92,350.00 0.00 ,724.00 $59.84| $97,240.00 688.00 76
77 ,170.00 377.07. 50.28' 81,700.00] $98,040.00 ,577.00 5.! .78|  $85,770.00 02,924.00 235.00 $92,350.00 0.00 ,466.00 5 $94,660.00 2.00 ,940.00 $61.17| $99,400.00 280.00| 77
78 ,372.00 386.39 51.52| $83,720.00 00,464.00 ,792.00 $87,920.00 05,504.00 ,466.00 $94,660.00 2.00 ,702.00 59. $97,020.00 424.00 ,192.00 $62.72 01,920.00 304.00f 78
79 ,577.00 395.86. 52.78] 85,770.00 02,924.00 ,010.00 $90,100.00 08,120.00 ,702.00 $97,020.00 6,424.00 ,940.00 $61.17| $99,400.00 280.00 ,449.00 $64.30 04,490.00 5,388.00| 79
80 ,792.00]  $405.78] $54.10]  $87,920.00 05,504.00 235.00 $92,350.00 10,820.00] 9,940.00 $99,400.00 280.00] 10,192.00[ ¢470.39] $62.72] $101,920.00 304.00{ 10,710.00 $65.91 07,100.00 28,520.00f 80

Printed: 5/31/2019



ATTACHMENT F

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
June 6, 2019
AGENDA ITEM
SUBJECT: NUTRITION SERVICES ASSISTANT ELIGIBILITY LIST CERTIFICATION
EXTENSION

BACKGROUND INFORMATION

Personnel Commission Rule 50.100.1 states that “After approval, an eligibility list shall be in
effect for one year, unless exhausted, and may be extended for not to exceed one additional
year at the discretion of the Commission.” Request to extend the Human Resources Technician
Eligibility List for an additional one (1) year.

50.100.1 Establishment and Life of Eligibility Lists

A. After an examination, the names of successful competitors shall be arranged on a list in the
order of examination score, plus additional points where applicable (Rule 40.100.8). The list
shall be presented for approval of the Personnel Commission.

B. After approval, an eligibility list shall be in effect for one year, unless exhausted, and may be
extended for not to exceed one additional year at the discretion of the Commission. Names of
successful competitors may be added to eligibility lists resulting from continuous examinations
without approval by the Commission.

DIRECTOR’S RECOMMENDATION
Approve a one (1) year extension of the above eligibility list.




- ATTACHMENT F
Berkeley Unified School District

Merit System
Eligibility List for : Nutrition Services Assistant
(Open)
Written Examination: August 16, 2018
Oral Examination: August 22, 2018

List Established by Personnel Commission: September 6, 2018 to expire September 5, 2019

Open
1 Scott Jackson***
2 Maryann Lopez
3 Arti Darshini**
4 Courtney Nicholson
5 Zakiyyah Shaheed
5 Jermaine Robertson
5 Katyrus Byrd
5 Kusum Kapoor
6 Edelmira Zamora*
7 Samantha Ortega
8 Misty Carlson***

* Eligibility to expire June 6, 2019
** Eligibility to expire May 2, 2019
*¥% Eligibility to expire February 5, 2019

Y ——= G h=1¥

Date

Patricia Duwel
Secretary, Personnel Commission

/% el
Laaal )

Date

Heidi Goldstain

Chairperson, Personnel Commission
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ATTACHMENT G

BERKELEY UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION DRAFT BUDGET: FISCAL YEAR 2019-2020
DEPARTMENT: Personnel Commission
DATE: July 1, 2019 - June 30, 2020

Fiscal Year | Fiscal Year | Fiscal Year

ITEMS REQUESTED CODE 2017-2018 2018-2019 2019-2020
Staffing FTE:
1.0 FTE Director, Including Statutory Benefits 2302/7403 $185,387.23| $202,278.43| $191,021.77
1.0 FTE Classified Personnel Supervisor, Including Statutory Benefits 2302/7403 $95,454.59( $110,964.56| $110,233.92
1.0 FTE Human Resources Technician, Including Statutory Benefits 2402/7403 $73,765.09 $89,630.86 $84,205.14
Subs/Proctors, Including Statutory Benefits (Raters/Panelists) 2416/7403 $7,500.00 $8,250.00 $8,250.00
Hourly Overtime 2412/7403 $1,500.00 $750.00 $750.00
Total Salary Requests $363,606.91| $411,873.85| $394,460.83
Other Items:
Books and Other Ref. Material 4200/7403 $500.00 $500.00 $500.00
Other Supplies 4350/7403 $9,000.00 $11,000.00 $11,000.00
Equipment 4400/7403 $4,910.00 $4,910.00 $4,910.00
Travel and Conference 5200/7403 $7,000.00 $7,500.00 $7,500.00
Dues and Memberships 5300/7403 $3,000.00 $3,000.00 $3,000.00
Central Printing - Xerox 5712/7403 $2,500.00 $2,500.00 $2,500.00
Copier Lease - Intrafund 5713/7403 $4,320.00 $4,320.00 $4,320.00
Postage/Federal Express/ Certified Mail 5910/7403 $1,300.00 $800.00 $800.00
Total Other Items $32,530.00 $34,530.00 $34,530.00

Prof/Consulting Svcs & Operating Expenses:

Legal Counsel 5829/7403 $10,000.00 $10,000.00 $10,000.00
Prof/Consulting Svcs 5800/7403 $4,000.00 $9,750.00 $10,440.00
Commissioner Fees 5800/7403 $4,000.00 $2,000.00 $2,000.00
Recruiting/ Advertising 5800/7403 $9,750.00 $2,000.00 $3,500.00
Pre-employment Examinations 5800,/7403 $10,000.00 $10,000.00 $10,000.00
Applications/ Announcements/ Copying 5800,/7403 $3,200.00 $3,200.00 $3,200.00
Testing 5800/7403 $2,750.00 $750.00 $750.00
Drug Testing (Per State Requirement and Union Contract Provisions) | 5800/7403 $2,000.00 $2,000.00 $2,000.00

Total Prof/Consulting Sucs & Operating Expenses $45,700.00 $39,700.00 $41,890.00

GRAND TOTAL $441,836.91( $486,103.85( $470,880.83




ATTACHMENT G
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ATTACHMENT G

Personnel Commission Budget Info

Erin Arinez <erinarinez@berkeley.net> Mon, Apr 1, 2019 at 5:33 PM
To: Erin Arinez <erinarinez@berkeley.net>

---------- Forwarded message ---------

From: Benjamin Zohar <benjaminzohar@berkeley.net>

Date: Fri, Mar 29, 2019 at 9:50 AM

Subject: Re: Personnel Commission Budget Info

To: Erin Arinez <erinarinez@berkeley.net>

Cc: Antonette West <antonettewest@berkeley.net>, Patricia Duwel <patriciaduwel@berkeley.net>

Hi Erin,
The differences are due to the following -

e 7% Buffer - There seems to be a 7% gross salary buffer to the FY18-19 estimate provided last year.
We have included a 1% buffer in this year's estimate for FY19-20.

e Brian Westover FY18-19 estimate provided last year was costed at a Step 4 when it should have been
costed at Step 3.

I've attached an updated estimate which includes longevity for your gross salary. Please see the attached
updated estimate and disregard the previous version. Feel free to contact me if you have any questions or
concerns.

Thank you,

Benjamin Zohar
Budget Analyst |1
Phone: 510-644-7766


mailto:benjaminzohar@berkeley.net
mailto:erinarinez@berkeley.net
mailto:antonettewest@berkeley.net
mailto:patriciaduwel@berkeley.net
tel:510-644-7766

ATTACHMENTH

BERKELEY UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION DRAFT BUDGET: FISCAL YEAR 2019-2020
DEPARTMENT: Personnel Commission
DATE: July 1, 2019 - June 30, 2020

Fiscal Year | Fiscal Year | Fiscal Year

ITEMS REQUESTED CODE 2017-2018 2018-2019 2019-2020
Staffing FTE:
1.0 FTE Director, Including Statutory Benefits 2302/7403 $185,387.23| $202,278.43| $191,021.77
1.0 FTE Classified Personnel Supervisor, Including Statutory Benefits 2302/7403 $95,454.59( $110,964.56| $110,233.92
1.0 FTE Human Resources Technician, Including Statutory Benefits 2402/7403 $73,765.09 $89,630.86 $84,205.14
Subs/Proctors, Including Statutory Benefits (Raters/Panelists) 2416/7403 $7,500.00 $8,250.00 $26,250.00
Hourly Overtime 2412/7403 $1,500.00 $750.00 $750.00
Total Salary Requests $363,606.91| $411,873.85| $412,460.83
Other Items:
Books and Other Ref. Material 4200/7403 $500.00 $500.00 $500.00
Other Supplies 4350/7403 $9,000.00 $11,000.00 $11,000.00
Equipment 4400/7403 $4,910.00 $4,910.00 $4,910.00
Travel and Conference/Professional Development 5200/7403 $7,000.00 $7,500.00 $17,500.00
Dues and Memberships 5300/7403 $3,000.00 $3,000.00 $3,000.00
Central Printing - Xerox 5712/7403 $2,500.00 $2,500.00 $2,500.00
Copier Lease - Intrafund 5713/7403 $4,320.00 $4,320.00 $4,320.00
Postage/Federal Express/ Certified Mail 5910/7403 $1,300.00 $800.00 $800.00
Total Other Items $32,530.00 $34,530.00 $44,530.00

Prof/Consulting Svcs & Operating Expenses:

Legal Counsel 5829/7403 $10,000.00 $10,000.00 $10,000.00
Prof/Consulting Svcs 5800/7403 $4,000.00 $9,750.00 $10,440.00
Commissioner Fees 5800/7403 $4,000.00 $2,000.00 $2,000.00
Recruiting/ Advertising 5800/7403 $9,750.00 $2,000.00 $13,500.00
Pre-employment Examinations 5800,/7403 $10,000.00 $10,000.00 $10,000.00
Applications/ Announcements/ Copying 5800,/7403 $3,200.00 $3,200.00 $3,200.00
Testing 5800/7403 $2,750.00 $750.00 $750.00
Drug Testing (Per State Requirement and Union Contract Provisions) | 5800/7403 $2,000.00 $2,000.00 $2,000.00

Total Prof/Consulting Sucs & Operating Expenses $45,700.00 $39,700.00 $51,890.00

GRAND TOTAL $441,836.91( $486,103.85( $508,880.83
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