
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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Berkeley Unified School District 
The Personnel Commission will attend the meeting virtually. 

Personnel Commission 
Mr. Timothy Carter, Chairperson   Ms. Heidi Goldstein, Vice-Chairperson 

Kimberle Sanders, Secretary 

Meeting Agenda 
July 09, 2020 – 4:30 pm 

1. Call to Order Chairperson Carter 

2. Roll Call & Establishment of Quorum  Secretary Sanders 

3. 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.

4. Approval & Adoption of Agenda Chairperson Carter 

5. Approval of Meeting Minutes Chairperson Carter 

Approve the Personnel Commission Meeting Minutes for the following:

a) May 7th, 2020, Regular Meeting Minutes, p. 2 - 4 
b) June 4th, 2020, Regular Meeting Minutes, p. 5 – 8 

6. Consent Items                                            Chairperson Carter
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.

Ratification of Eligibility Lists
a) Compliance Officer & Title IX Coordinator, p. 9 
b) Payroll Specialist, p. 10

7. Reports
a) Union Union Representatives 
b) District Reports District Representatives 
c) Commissioners Reports Commissioners 
d) Personnel Director Secretary Sanders 

i. New Hires and Examinations administered in the month of June 2020, p. 11 

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

a) Agenda Item Request- M. Woolridge, Attachment A
b) Request for Re-Classification- D. Diggs, Attachment B 
c) Request to Extend Eligibility List- Instructional Assistant, ECE, Attachment C 

9. Closed Session (1 matter) Chairperson Carter 
a) Legal Matters - Government Code § 54954.

10. Report from Closed Session Chairperson Carter 

11. 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. 

12. Next Meeting Chairperson Carter 
Follow up items for next Personnel Commission Meeting.

13. Adjournment Chairperson Carter 

http://www.berkeleyschools.net/


UNOFFICIAL VERSION 

Berkeley Unified School District 
Personnel Commission Meeting Minutes 

May 7th, 2020 – 4:30 pm 

1. Call to Order

The meeting was conducted via Zoom call # 883 0204 1054 and was called to order at 4:30 pm.

2. Roll Call & Establishment of Quorum

Chairperson Carter, Vice-Chairperson Goldstein were present and a quorum was established.

3. Public Comments

None, however, due to the utilization of new technology and some delays in admitting speakers to the

meeting, Vice-Chairperson Goldstein made a subsequent motion to move Public Comment to follow the

Public Hearing item; Chairperson Carter seconded the motion,

Approved, 2-0

4. Approval & Adoption of Agenda

Vice-Chairperson Goldstein made a motion to approve the May 7th meeting agenda; Chairperson Carter

seconded the motion,

Approved, 2-0

5. Consent Items

a) Educational Occupational Therapist

b) Executive Assistant I

Vice-Chairperson Goldstein made a motion to approve eligibility lists a and b; Chairperson Carter

seconded the motion,

Approved, 2-0

6. Reports

a) Union Reports

None.

b) District Reports

None.

c) Commissioners Reports

Chairperson Carter said he attended the Berkeley City Council meeting and was learning best practices

for running meetings.

d) Personnel Director

i. New Hires and Examinations administered in April 2020.

Secretary Sanders shared exam activity for the month of April.  She advised of her plan to utilize

Vidcruiter services going forward to administer candidate examinations.

2 



Personnel Commission Meeting Minutes  UNOFFICIAL VERSION 
May 7th, 2020 – 4:30 pm 
Page | 2 

7. Conference Items

a) Request for New Classification- Braille Transcriber

Secretary Sanders said that the District's Special Education department requested to develop this

position to address students' needs. The Board approved the duties on the May 5th, 2020 Board

meeting. Vice-Chairperson Goldstein asked Secretary Sanders to identify comparable positions in the

District that are in the same salary range as this new position, including: Administrative Assistant I,

Behavioral Intervention Specialist I and School Administrative Assistant II.

Chairperson Carter made a motion to approve the Braille Transcriber classification; Vice-Chairperson 

Goldstein seconded the motion, 

Approved, 2-0 

b) Request for Reclassification- K. Kramer

Secretary Sanders advised that Ms. Kramer is currently the only person in the Instructional Assistant –

Braille Transcriber classification. Based on her interviews with several teachers and the SPED Executive

Director, Ms. Kramer's duties have significantly increased over the last few years;  she has earned

certifications that reflect her augmented skills.

Chairperson Carter made a motion to approve the reclassification request for Kathy Kramer to Braille 

Transcriber; Vice-Chairperson Goldstein seconded the motion, 

Approved, 2-0 

c) Request for New Classification- Title IX Investigator

Secretary Sanders reported that the Title IX Investigator position was approved by the Board at the April 

22nd, 2020 meeting. Vice-Chairperson Goldstein asked about other positions in the same salary range. 

She also asked if the position would be based in Berkeley High and report to the Compliance Officer & 

Title IX Coordinator. Secretary Sanders confirmed that the person in the position would primarily be 

working with Berkeley High. Vice-Chairperson Goldstein expressed strong support for inclusion of 

investigatory credentials in the mandatory minimum qualifications  

Vice-Chairperson Goldstein made a motion to approve the new Title IX Investigator classification with 

the noted updates to the minimum qualifications; Chairperson Carter seconded the motion,  

Approved, 2-0 

8. Public Hearing Ed Code 45253- Personnel Commission Budget 2020-2021

As follow up to a question posed during the first budget review in April, Secretary Sanders stated that the 
fiscal year 19-20 salary expenditures were higher than the proposed 20-21 salaries because the previous 
Director was compensated at a higher salary step and because a Personnel Commission employee was 
working out of their classification for several months.   She also reported that the BUSD Assistant 
Superintendent of Business Services has confirmed that back wage claims from prior Commission staff 

during the 19-20 year would be funded from that year’s budget.
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Vice-Chairperson Goldstein made a motion to approve the Personnel Commission’s budget for the 2020 -

2021 school year; Chairperson Carter seconded the motion, 

Approved, 2-0 

9. Public Comments

Due to technical problems, BCCE President Linnette Robinson was unable to comment at the meeting

and informed the Commission Secretary of this the day following the meeting.   Commission staff have

since remedied the problem.

10. Closed Session (1 matter)

The Personnel Commission went into closed session at 5:09 pm.

11. Report from Closed Session
The Personnel Commission came out of closed session at 5:31 pm. Chairperson Carter reported that no
action was taken.

12-1. Public Comments 
 None 

13. Next Meeting

The next regular meeting will be held on June 4th at 4:30 pm via Zoom.

14. Adjournment
The meeting was adjourned at 5:33 pm.

Respectfully Submitted,

______________________________   _________________ 

Kimberle Sanders  Date 
Secretary, Personnel Commission 

Approved, 

______________________________  _________________ 

Timothy Carter       Date 

Chairperson, Personnel Commission   
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UNOFFICIAL VERSION 

Berkeley Unified School District 
Personnel Commission Meeting Minutes 

June 4th, 2020 – 4:30 pm 

1. Call to Order
The meeting was conducted via Zoom meeting #883 0204 1054 and was called to order at 4:33 pm.

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

3. Public Comments
None.

4. Approval & Adoption of Agenda
Vice-Chairperson Goldstein made a motion to approve the meeting agenda; Chairperson Carter
seconded the motion,
Approved, 2-0

5. Approval of Meeting Minutes
a) April 9th, 2020, Regular Meeting Minutes
b) April 16th, 2020, Special Meeting Minutes

Vice-Chairperson Goldstein made a motion to approve the April 9th and the April 16th meeting
minutes; Chairperson Carter seconded the motion,
Approved, 2-0

6. Reports
a) Union

Linnette Robinson, BCCE President, expressed her concern over recent nationwide events and her
frustration with supportive words that do not adequately consider the impact on affected
populations followed by actions that revert to classist and racist practices that perpetuate inequity.
She shared her hope that everyone was doing better despite the recent world events. She expressed
concern over recent comments from BUSD Superintendent, Dr. Brent Stephens that considered
layoffs as a means of bridging budget shortfalls. She maintained that classified employees would be
most affected by this, and suggested that hiring freezes should be put in place for management
positions. She observed that the numbers in the budget drafts brought forth to board meetings did
not make sense in the context of re-opening scenarios for student education and asked the Personnel 
Commission to look into this and support Classified staff because the current Classified Director
functions in a “dual-hatted” role, supporting Human Resources, and cannot be unbiased in her
decision-making.
President Robinson requested a timeline for the district-wide compensation and classification study
that the Union had previously requested so that position reclassification activities could proceed
timely.   She emphasized the need for consistency in the comparable salary surveys utilized by the
Classified Director for purposes of position reclassification.
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President Robinson asked for clarity on the status of a union member who was placed on 
administrative leave in late January 2020 but has received  no further information since that time.  

b) District Reports
None.

c) Commissioners Reports
Vice-Chairperson Goldstein said that she has not been able to attend school board meetings recently,
and, with limited time to review the hours-long playback for each meeting, she is hampered by the
lack of posted  minutes for board meetings over the past several months. She expressed her
disappointment and concern that the District has not sent a representative to update the Personnel
Commission for the past several meetings regarding the plans for staffing and operations under
COVID-19 restrictions and going forward under the 20-21 budget, particularly in light of the fact that 
the Commission has heard several reclassification requests, as well as rumors about future layoffs.
Chairperson Carter said that he has reached out to Superintendent Stephens to establish better
communications between the District and the Commission and to get an update on the school
reopening and summer instructional plans. He reported that he has been told that, thus far, there is
no definitive plan.

d) Personnel Director
i. New Hires and Examinations administered in the month of May 2020

Secretary Sanders reviewed examination results for the month of May.

7. Conference Items
a) Establishment of New Classification- Adult School Program Specialist

Secretary Sanders reported that a new position was approved at the board meeting on May 27th,
2020. Vice-Chairperson Goldstein asked about other comparable positions at the same
compensation range for this new classification.   Secretary Sanders identified comparable positions
including:  Computer Technician I, School Administrative Assistant III, and Nutritional Education
Program Specialist.  Mildred Scherr, Administrative Assistant II at the Berkeley Adult School (BAS),
said that this position was not adequately studied in the previous [2013] compensation and
classification study and it is unique within the District. Her research of similarly titled roles in
neighboring Districts has led her to conclude that the BUSD position is more complex than the peer
group, with varied duties including: HR, budget analysis, benefits administration, payroll and
timecard administration and STRS reporting.  Secretary Sanders said that she met numerous times
with the employee, her colleagues, and the BAS Principal to evaluate the duties and create the job
description.
Vice-Chairperson Goldstein made a motion to approve the Adult School Program Specialist
classification; Chairperson Carter seconded the motion,
Approved, 2-0

b) Request for Re-Classification- M. Scherr
Secretary Sanders said she compared the proposed salary with other positions in similarly situated
Districts, including San Leandro, West Contra Costa, and West Alameda, to inform her
recommendation for placement at Step 4 to facilitate a 5 percent compensation increase. She noted
the appropriateness of this reclassification for Ms. Scheer given her significant involvement in
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coordinating several processes for BAS, and for her work in advising the Principal on the budget. 
Chairperson Carter made a motion to approve the reclassification for Mildred Scherr; Vice-
Chairperson Goldstein seconded the motion,  
Approved, 2-0 

c) Establishment of New Classification- Classified Professional Development Coordinator
Secretary Sanders said this position was approved by the board as part of a BERRA requirement
approved by Berkeley voters on March 3rd and that the role mirrored the certificated position in the
District. She reported that most of the comparable positions she identified in other school districts
were certificated positions, but found similar classified roles in city and county comparables.  Vice-
Chairperson Goldstein said she was thrilled to see this position established but also expressed
concerned that it would be vulnerable to possible budget-balancing staff furloughs or layoffs. In
response to Chairperson Carter’s questions, Secretary Sanders advised that the position would be
based in Educational Services and does not manage staff.
President Robinson stated that the position came into fruition only after several conversations about 
it with HR Director, Brent Daniels and that substantial Classified staff professional development funds 
have been sitting in the budget for years. She advised against hiring a current Manager in the role,
favoring instead selection from the rank and file who better understand the training needs of the
Classified service.
Chairperson Carter made a motion to approve the new Classified Professional Development
Coordinator classification; Vice-Chairperson Goldstein seconded the motion,
Approved, 2-0

d) Personnel Commission Meeting Schedule for 2020-2021
Secretary Sanders presented the proposed dates for the 20-21 Personnel Commission meetings.
Vice-Chairperson Goldstein made a motion to approve the yearly meeting schedule; Chairperson
Carter seconded the motion,
Approved, 2-0

8. Closed Session (1 matter)
a) Legal Matters - Government Code § 54954.

The Personnel Commission went into closed session at 5:27 pm.

9. Report from Closed Session
The Personnel Commission came out of closed session at 6:27 pm.  Chairperson Carter reported that
no actions had been taken.

10. Public Comments
None.

11. Next Meeting
The next regular Personnel Commission meeting will be held on July 9th at 4:30 pm via Zoom.
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12. Adjournment  
The meeting was adjourned at 6:31 pm.     
 
Respectfully Submitted, 
 
  
 
______________________________                                                                                  _________________ 
Kimberle Sanders                              Date 
Secretary, Personnel Commission 
 
Approved, 
 
 
 
______________________________                                                                                 _________________ 
Timothy Carter                                                                                                                        Date 
Chairperson, Personnel Commission   
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Berkeley Unified School District
Merit System

Eligibility List for :  Compliance Officer and Title IX Coordinator
(Open and Promotional)

Written Examination:  May 14, 2020
Oral Examination: June 4, 2020

Open
1 Mari Metcalf
2 Maighna Jain

Kimberle Sanders Date
Secretary, Personnel Commission

Timothy Carter Date
Chairperson, Personnel Commission

List Established by Personnel Commission:  July 9, 2020 to expire July 8, 2021
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Berkeley Unified School District
Merit System

Eligibility List for :  Payroll Specialist
(Open)

Written Examination:  March 4, 2020
Oral Examination: April 29, 2020

Promotional
1 Deanna Woods

Open
1 Stephanie Linner
2 Laura Perez

Kimberle Sanders Date
Secretary, Personnel Commission

Timothy Carter Date
Chairperson, Personnel Commission

List Established by Personnel Commission: July 9, 2020 to expire July 8, 2021
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Examinations Administered in the Month of June 2020: 
Classification Written Oral Performance
Compliance Officer & Title IX Coordinator 3 3

New Hires/New Assignments/Promotions Processed in the Month of June 2020: 
Name- Employment Type- Classification- Location/Dept.
Scheer, Mildred Promotion (Reclass) Adult School Program Specialist Berkeley Adult School
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Agenda Item Request Form 
You may return this form by delivering it to the address above or scan and email to erinarinez@berkeley.net  The Personnel 

Commission office is open Monday through Friday from 8:00am to 4:00pm. 

The deadline for submitting a request for items to be included in a Personnel Commission Meeting is 4:00pm, 7 calendar days prior to 

the Personnel Commission Meeting you are considering.  This form can be obtained from Personnel Commission staff or by 

downloading the form from the Berkeley Unified School District website under the Personnel Commission. 

Name of Person Requesting Item:    ___________________________________________ (Date) __________ 

Telephone Number: ___________ Email Address: ____________________ 

Place on agenda as:  Discussion Item (This item is presented for discussion only and may be carried over from a prior meeting.  No

action will be taken on this item)

 Conference Item (This item is presented for discussion and action and may be carried over from a previous

meeting)

Description of Item: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Background Information: 

(Please attach or include some background information to assist the Personnel Commission in determining 

appropriate action.) 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

For Personnel Commission Use Only: 

Date of Chairperson Review: ___________________________ 

Determination:  Place on agenda for meeting of _____________________________________________ 

Date of Personnel Commission Meeting 

 Place on agenda as _______________________________________________________ 

Type of Item 

 Do not place on agenda 

Office of the Personnel Commission 
2020 Bonar Street, Suite 206 

Berkeley, CA 94702 

(510)644-8975

Michael Woolridge 6/15/2020

I have been placed on paid administrative leave since January 30, 2020.  I do not know why, it was never explained to me.  I would like 

to know what is the process.  How long do I have to wait for someone from the district to contact me?  Why have I had to wait for six
months?  When will someone tell me what I have been accused of?  I have also been removed as the head coach of the girls basketball
team.

I was handed a letter from Brent Daniels on January 30, 2020.  He informed me that I was being placed on administrative leave and

that he would contact me the following Thursday after he completed his investigation.  I have been waiting ever since.  I was told that

he had a death in his family and had to go out of town.  I was told to contact Samantha Tobias-Espinosa by my union rep., and she

responded on February 12, 2020 and said she was also out of the office as well and would contact me the following week and never did.

ATTACHMENT A

mailto:erinarinez@berkeley.net


Personnel Commission of the 
Berkeley Unified School District 

2134 Martin Luther King Jr. Way, Berkeley, California 94704-1180 

Agenda Item Request Form 6-25-20 
You may fax this form to (510) 644-6151 attention to Randy Perez, hand deliver it to the address above or scan and email to 
randyperez@berkeley.net  The Human Resources Department is open Monday through Friday from 8:00am to 4:30pm. 

The deadline for submitting a request for items to be included in a Personnel Commission Meeting is 4:00pm 7 calendar 
days prior to the Personnel Commission Meeting you are considering.  This form can be obtained from the Secretary to the 
Personnel Commission or by downloading the form from the Berkeley Unified School District website under the Personnel 
Commission. 

Name of Person Requesting Item for Agenda: Denise Diggs-Ray 

Telephone Number:  510-883-5224 (work)          Email Address: denisediggsray@berkeley.net (work) 
Telephone Number:    Email Address:   

Description of Item: 
__________________Request for reclassification 

Background Information: 
(Please attach or include some background information to assist the Personnel Commission in determining appropriate 
action.) 

Attached is the PC Reclassification Questionnaire form.  My supervisor is currently on non-work days 
but will provide documentation as well for the next appropriate Commission meeting_ to provide 
additional background information.  
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
_______________________________________________________________________________________ 

For Personnel Commission Use Only: 

Date of Chairperson Review: ___________________________ 

Determination:  Place on agenda for meeting of _____________________________________________ 
Date of Personnel Commission Meeting 

 Place on agenda as _______________________________________________________ 
   Type of Item 

 Do not place on agenda 

11.29.11 v4 RP 3 

ATTACHMENT B

mailto:randyperez@berkeley.net


RECLASSIFICATION REQUEST QUESTIONNAIRE - 6-15-20    

Page 1 of 8  

REQUESTING PARTY: _D_ig_g_s-Ray_, D__en_i_se_                Administrative Assistant II 
Name (Last, First) Classification/Position/Title 

 
 
 
Working Title 

 

Administrative Assistant, II 
  

Work Telephone Number _5_1_0_-8_8_3_-5_2_2_4__________ Ext._______________ 

Work Day Begins At 8:00 and Ends 4:00 pm Total Hours Per Day__7_1_/2__ 

Length of Time in Present Position:  14 Yrs.      0 Months 

Total Length of Time with District: 17 Yrs.  0 Months        

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

 
             Student Services Specialist – 14 years of experience and knowledge working in 
             Student Services, while providing leadership and guidance to five (5) different 
             administrators over the past 10 years.  This experience has afforded me the opportunity  
             to be able to work alone and efficiently. 
 
Basic Function: Provide guidance and direction while working effectively with 
administrators, school and other staff, officials, families, law enforcement, the public and other 
agencies. Specialize in Student Services processes, policies and procedures especially as it 
relates to legal matters, student enrollment and attendance, gender/name changes, etc.  A 
thorough knowledge of programs and operations is required.   Work well with people from 
diverse backgrounds and all role groups in BUSD.  Maintain professionalism and cultural 
competence when working with students, parents and guardians who have unique 
communication/educational needs. 
 
 
 
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. 

  

ATTACHMENT B



RECLASSIFICATION REQUEST QUESTIONNAIRE 
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ATTACHMENT B 

 
REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 

 
Specific Duties and Responsibilities and % of time -Percent of Time varies but all done 
daily:  
 

1. Serve as an informational specialist and reinforce policies, practices and procedures of 
BUSD’s Student Services. Identify, analyze and resolve issues related to 
enrollment/reenrollment, discipline, transcripts for current and past students, custody 
issues, etc.  Prioritizes workload, which has increased over the last three years, in 
order to meet sensitive and legal deadlines.  Percent of time varies but done daily. 

 

2. Function independently, with little or no direction, on a regular basis while 
maintaining confidentiality and sensitivity to various matters.  Complete a variety of 
tasks with many interruptions. Maintain and update administrator and program 
calendar.   Greet and assist all visitors (some very irate, agitated/distressed or 
traumatized) professionally and refer them and callers to appropriate staff/offices as 
necessary.  Percent of time varies but done daily. 

 

3. Primary and complex administrative support to a large District-wide program of a 
complicated nature.  Handle high work load with constant disruptions while being 
able to complete tasks in a suitable fashion.  Percent of time varies but done daily.  

 

4. Plan, coordinate and oversee office operations, in addition to activities and flow of 
communication. Process paperwork promptly and accurately. Percent of time varies 
but done daily. 

 

5. Receive and professionally respond to communication, both orally and in writing.  
Review, compose and format correspondence, forms, handbooks and a variety of 
other papers.  Compile information, input data, and maintain a variety of records, 
reports and statistics on spreadsheets related to Student Services. Handle records 
request of former REALM Charter School students and other organizations.  Assist 
former BUSD students requesting verification of enrollment/graduation or deferred 
action.  Percent of time varies but done daily. 

 
 

Machinery or equipment:  What machinery or equipment do you use in performing these  
 

Description % of time 

ATTACHMENT B
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ATTACHMENT B 
 
REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 
 

tasks?  Computer (and suitable programs), printer, scanner, copier, fax, calculator and 
telephone as well as headset  

 

What measurable duties have been added to your position? By whom?  When? 
● Gender/Name Requests; Previous Manager; 2017   
● Memorandums of Understanding Partnerships w/Colleges &Universities; Manager; 

2019 
● Assistance with the McKinney-Vento Counselor and Foster Youth; Manager; 2018 
● Supervision of substitutes; previous and current Manager; 2017 - 2019  
● Review, edit and revise various forms and handbooks; Manager; 2017 - 2019 
● Registrar for REALM Charter School, managing distribution of unofficial/official 

transcripts and CUM folder for former students; Manager; 2019 
 

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 
 

● Admissions: Resolve enrollment and re-enrollment issues related to 
transcripts/expulsion/suspensions; expungement; gender/name change; and resolve other 
problems as needed  so student/family can enroll in BUSD or transfer to another district 
– continuous  

● Ed Service:  Contract verification; letters regarding former students missing diploma or 
transcripts notification; various problems regarding documentation  reason is to provide 
former students with various  types of  letters indicating Notification of Missing Records 
– frequent 

● Fiscal: budget issues, invoice payments, payroll issues – frequent 
● Special Ed; verification of IEP documents; student records requests - frequent 
● Facilities:  equipment inspection/placement coordination - frequent 
● Human Resources:  Intern and other class employment processing and personnel and 

issues – frequent 
● School sites:  Solve student problems related to transcript, enrollment or re-enrollment, 

discipline, gender/name change, attendance, legal matters , etc.– continuous  

ATTACHMENT B
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ATTACHMENT B 

REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 

● Technology:  student data base system (Illuminate & PowerSchool), assignment of
universities/college intern access to email and student data base; computer problems –
frequent

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

Outside Organization: Reason How Often

● Alameda County Office of Education:  CPS; transcript request; booking and release
information from Juvenile Hall; TUPE Program coordinators, and  stipends, and
MOU;  the reason is to provide them with student information -  continuous

● City of Berkeley Police Depart - Confirm & process payment for security services at
Berkeley High School and their events (frequent) - frequent

● Other school district:  Official/Unofficial transcripts and CUM folders so students
can be accessed for enrollment - continuous

● BART/AC:  Order transportation passes for HOPE and Foster Youth; infrequent
● Adaptive Services & Light Speed and other agencies – Specialty Equipment for

Section 504 students - moderate
● Health Education Services – Schedule inspections and replacements of AEDs at

school sites -  continuous
● Interpreting and Consulting Services:  Schedule interpreters to assist a family at an

elementary school events  and process invoices for skills rendered -  frequent
● High End Uniforms:  Assist in the coordination of  ordering School Safety Officers

(SSO) uniforms and distribution,, as well as the creation of a new logo - moderate
● Solano One Hour Cleaners:  Contract cleaning service for SSO’s uniforms -

moderate

RECORDS AND REPORTS: 

Records: What records do you regularly maintain or prepare? 
ATTACHMENT B 
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REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 
 

Below is the information of the documents prepared and saved in UBS drives as well as 
hard copies kept in file cabinets. 
 
● Maintain historical records  of student discipline, Section 504, district intake, case 

management, Memorandums of Understanding, REALM Charter School student  files 
● Prepare and update clear and concise spreadsheets of the following records request and 

reports as needed     
 
Title of Reports     Reason Sent to             How Often 

                                                    
Expulsion/Deferrals           Track # of Students                   Board                               Varies 
Section 504                        Track # of Students           Student Services                      Varies 
Intern                             Track/process/status          HR/Counselors                        Varies 
Transcripts/CUM Files       School enrollment         Other district/schools                  Varies 
 

 

DECISIONS: 
 

● Types:  Describe the most difficult and major decision: 1) Deny a parent the right to 
take or see their child on school sites  due to the legal documentation on file regarding 
legal custody; 2)  Proceed with processing and charge of the uniforms and new logo for 
the School Safety Officers. 

 

● Degree of Independence:  I work independently on a regular basis; Student Services 
Administrator is off site the majority of the time.  I respond to questions from 
Administrators/staff, visitors, phone via phone, emails, fax, etc.   My knowledge and 
experience, with five (5) different administrators over the past 10 years, has afforded me 
the opportunity to be efficiently and. Responsible. 
 

● Financial Impact:  
 

- What is the amount of the budget for which you have direct accountability (include 
salaries of subordinates)?   I only assist in this area when directed, otherwise I’m not 
directly accountable   

 
- What is the greatest expenditure you can authorize (signature authority)? – N/A  
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REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 
 

Are there other direct or indirect measures of financial impact of your position?      Yes.              
1) ordering, equipment, supplies and professional development trainings; 2) checking to make 
sure there is enough money in various budgets before ordering such items; 3) request and 
invoice sign language interpreters for events on school sites; 4) proceed with ordering 
uniforms for the School Site Officers; collaborating on the amount of transportation tickets to 
be ordered from BART/AC for the Homeless Outreach Program for Education (HOPE) 
students. 

 
SUPERVISION 

 

     Directly:  Not responsible for completing performance appraisal, or such actions as salary 
     increases, promotions, discipline, reassignment or termination.  
 

     Indirectly: Most often advise Student Welfare and Attendance Specialist, subs, HOPE 
     Counselor and others on proper protocols of office procedures, letters, and etc.  
     regarding Student Services and BUSD matters. 
  

 

KNOWLEDGE AND ABILITIES 
 
 

Knowledge 
My knowledge, experience and abilities have not only sustained me over the last 17 years, 
but also supported new administrators in navigating through Student Services and BUSD 
within the last five years.    This knowledge continues to allow me to assist other new 
administrators, school staff, parents, the community and other agencies.  
 

Some specific areas of knowledge are those involving: 
 

● Student Services and BUSD process polices, practices and procedures 
● Interpersonal skills using tact, patience, courtesy and professionalism in handling 

confidential and sensitive matters. 
● Modern office procedures and record keeping techniques, as well as the operation and 

use of computer and assigned software  
● Resolving problems in a very fast pace office with many distractions  
● School safety-related matters 
● Legal process in regards to subpoenas, custody orders, guardianship, records request, 

etc. 
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REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 

 
 

        Abilities 
● Motivated, hardworking, dedicated and natural born leader with clear supervisory 

capability; 
● Manage workload through time management and multi-tasking capabilities;  
● Well organized, have good judgement and reasoning skills in order to resolve program 

and processing issues.  Strong work ethic; 
● Interpret, apply and assure compliance with rules, regulations policies and practices of 

BUSD and Student Services from past and current; 
● Coordinate with administrators and other staff to meet organization needs and assure 

smooth and effective flow and exchange of information; 
● Communicate effectively both orally and in writing in order to assist visitors, staff and 

others; compose correspondence, update handbooks, forms and other  program written 
materials ; 

● De-escalate many potential/volatile situations through a calm, empathetic and 
professional demeanor; 

● Seek advice and assistance from other offices when needed and always be a team player; 
● Establish and maintain cooperative and effective working relationships with others 

inside and outside the District, in addition to facilitating a positive working 
environment; 

● Capable of being diligent, gentle and care for students, parents/caregivers and staff; 
● Serve many individuals who may be irate or traumatized in person, email or via phone; 
● Proactive about handling work related matters when they arise; 
● Adapt to changing technology  and learn functionality of new equipment and systems; 
● Collect, evaluate and interpret complex information and data of a sensitive nature; 
● Generate a variety of records and reports related to specific areas of Student Services; 
● Schedule appointments and locations for a variety of meetings. 

 
Education, Training and Experience and Requirements  
 

Minimum Formal Education: 
 

• High School graduation supplemented by college level course work in secretarial 
science or related field and five years of intense clerical or administrative support 

• AA degree in sociology and frequent public contact 
• Three  (3) years in a lead or supervisory position 
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REQUESTING PARTY:   Diggs-Ray, Denise         Administrative Assistant II 

Education, Training and Experience and Requirements (cont.) 

Specialized Training (Years and Type): 

• Increased responsibility as an Administrative Assistant in a school district or
public agency for at least five (5) years;

• Working in a fast pace office involving confidential  and sensitive  for at least
four (4) years;

• Proficient in office procedures and techniques, which includes record keeping and
typing of 75 words per minute;

• Familiarity with or the ability to learn student information systems, school district
software and new computer software.

Licenses, Certification and Registration:  Word, Excel, Mandated Reporting 

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

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

Denise Diggs-Ray  6-7-20
________________________________________        ________________ 
Signature of Employee         Date 
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

JULY 9, 2020 

AGENDA ITEM 
SUBJECT: INSTRUCTIONAL ASSISTANT – ECE 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 Administrative Assistant 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. 
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