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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
September 3, 2020 — 4:30 pm
Call to Order Chairperson Carter
Roll Call & Establishment of Quorum Secretary Sanders
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 Carter

Approval of Meeting Minutes Chairperson Carter

Approve the Personnel Commission Meeting Minutes for the following:
a) August 6, 2020, Regular Meeting Minutes, p. 2 - 5

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 August 2020, p. 6

Conference 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) Classified Professional Development Coordinator, p. 7
b) Director of Fiscal Services, p. 8
c) Human Resources Specialist- Confidential, p. 9
Conference Items Chairperson Carter

These items are presented for discussion and action and may be carried over from a previous meeting.
a) Request for Reclassification- E. Arinez, Attachment A
b) Request to Extend Eligibility lists from September 2019, Attachment B

Discussion Items Chairperson Carter
This item is presented for discussion only and may be carried over from a prior meeting. No action will be taken on this item at this time.

a) Applying Blanket List Extensions Affected by Shelter-In-Place Order, Attachment C

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

Report from Closed Session Chairperson Carter

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 Carter
Follow up items for next Personnel Commission Meeting.

Adjournment Chairperson Carter

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
August 6, 2020 — 4:30 pm

Call to Order
The meeting was conducted via Zoom meeting #829 1309 2653 and was called to order at 4:32 pm.

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

Public Comments
None.

Approval & Adoption of Agenda

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

Approved, 2-0

Approval of Meeting Minutes

a) July 9th, 2020, Regular Meeting Minutes
Chairperson Carter made a motion to approve the July 9th meeting minutes; Vice-Chairperson
Goldstein seconded the motion,
Approved, 2-0

Reports

a) Union
Linnette Robinson, BCCE President, requested clarity on the process for increasing staff longevity
payments, and also asked that the Personnel Commission conduct a comprehensive salary audit .
She asked why a BCCE member who has been working as a substitute Custodian Il in a higher
classification, and is on the eligibility list for the role, has not been offered the available vacant
position.
President Robinson expressed concern about comments made during a recent meeting with the
Extended Day Program Manager, Aaron Jorgensen, who told Instructional Technician- Before and
After School Program employees that the District will be hiring contractors to work in child care
centers for children of essential employees. She observed that Administrators in the District Office
were asking employees to come into work, but were not working at site themselves. She also
commented that the Union has not received notification of the District’s proposed plan to enact
safety protocols at school sites. She asserted that there are no safety protocols enforced at sites and
cited a recent incident where an employee at Malcolm X Elementary was diagnosed with Covid-19
and the District failed to notify other employees that worked closely with this person. She said that
the Union had not been provided with a proposed MOU agreement, as was recently presented to



Personnel Commission Meeting Minutes UNOFFICIAL VERSION
August 6, 2020 — 4:30 pm
Page | 2

the School Board for Certificated employees, and that the current “cut and paste” document
intended for Classified staff was insufficient and didn’t reflect the real narrative necessary to develop
an MOU to return Classified employees back to work safely.

b) District Reports
Glendaly Gascot-Rios, the new Human Resources Director, introduced herself to the Personnel
Commission and said she looked forward to working together.

c) Commissioners Reports

Vice-Chairperson Goldstein noted that the District appears to be restoring the currently vacant
Student Services lead position to Director level and asked staff to clarify if the Commission would
revisit minimum qualifications for the role prior to recruitment. She said that she would like better
ongoing communication with the District about the budget cuts that were initially proposed, then
rescinded, by the Board this summer, which directly impacted the Personnel Commission budget.
She encouraged support of a Brown Act Online petition to retain remote participation mechanisms
for public comment after in-person meetings resume and thanked the Personnel Commission staff
for their work in adapting the Commission’s proceedings to virtual meetings. She commented that
the virtual meeting information and the links posted on the Commission’s website did not include a
toll-free number for dial-in participation and suggested that in the future a toll-free dial in option
also be provided with the meeting information.

d) Personnel Director
i. New Hires and Examinations administered in the month of July 2020
Secretary Sanders reviewed the examination and personnel activity for the month of July.

7. Conference Items

a) Request for Re-Classification- D. Diggs
Secretary Sanders reported, after conducting desk audits and meeting with Ms. Diggs, the current

Administrative Assistant Il, that she has concluded that Ms. Diggs was doing work at the
Administrative Assistant Il level for the Student Services department. James Wogan, the former
Student Services Manager, said that Ms. Diggs was a great asset to the department because of her
vast knowledge of federal and local regulations, which helped with compliance issues. He noted that
Ms. Diggs was very thorough and an excellent reviewer and that her work, in quality and quantity,
was impressive. Chairperson Carter thanked Ms. Diggs for her commitment, and Vice-Chairperson
Goldstein, thanked her for being the continuity in a department that has experienced a lot of
turnover.

Vice-Chairperson Goldstein made a motion to approve the reclassification for Ms. Denise Diggs;
Chairperson Carted seconded the motion,

Approved, 2-0
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b) Request to Extend Eligibility lists Affected by Shelter-In-Place Order

Secretary Sanders said that in consideration of the Shelter-in-Place (SIP) order and hiring freeze in
the District, she recommends extending the eligibility lists that expire during the period March 16t
through August 30™ for an additional six months. Damon Tims, Custodian |, said he has been
substituting for the last two years as a Custodian Il and was on one of the subject eligibility lists,
which expired in May, and requested it be extended. Secretary Sanders explained that the Custodian
Il list had already been extended once before, for a year, which is permissible under the merit rules.
Raymond Young, Facilities Maintenance Manager, explained that a Custodian Il employee was on
medical leave; therefore, the position had not been vacant, which is why he was not able to interview
Mr. Timm, but that he supported Mr. Tims’ candidacy. Vice-Chairperson Goldstein suggested that
instead of setting a firm end date of August 30th, it would be possible to “toll” the eligibility lists
during these kinds of extraordinary events to extend candidates’ eligibility until the SIP is lifted or
circumstances change

Chairperson Carter said that the merit rules should be adhered to at all times despite the
circumstances. He expressed concerns about fairness to other similarly situated employees and he
suggested reposting the Custodian Il position and that Mr. Tims apply again. The Commission agreed
that the Custodian Il list would not be eligible for an extension since it was already extended once
and that a further discussion would take place at a future meeting regarding the application of
blanket extensions.

Vice-Chairperson Goldstein made a motion to extend all of the lists affected by SIP for a year, except
for the Custodian Il list, Chairperson Carter seconded the motion,
Approved, 2-0

Vice-Chairperson Goldstein made a motion to bring back the discussion of tolling lists to the next
meeting; 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 5:43 pm.

9. Report from Closed Session

The Personnel Commission came out of closed session at 6:26 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 September 3™ at 4:30 pm via Zoom if

on-site staff restrictions have not been lifted.
4
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12. Adjournment
The meeting was adjourned at 6:28 pm.

Respectfully Submitted,

Kimberle Sanders Date
Secretary, Personnel Commission

Approved,

Timothy Carter Date
Chairperson, Personnel Commission



Examinations Administered in the Month of August 2020:

Classification Written Oral
Human Resources Specialist (Confidential) 17 4
Classified Professional Development Coordinator 16 10
Director, Fiscal Services 5
Library Media Specialist 15

Buyer 14

Title IX Investigator 5

New Hires/New Assignments/Promotions Processed in the Month of August 2020:

Name- Employment Type- Classification- Location/Dept.

Bhopal, Sony Promotion Admin. Assistant Il Maintenance

Diggs, Denise Promotion (Reclass) Admin. Assistant IlI Student Services

Furuzawa, Nicholas Promotion Grounds Gardener Maintenance
Educational

Huntsberger, Ashley New-Hire Occupational Therpist ~ SPED



Berkeley Unified School District
Merit System

Eligibility List for : Classified Professional Development Coordinator
(Open and Promotional)

Written Examination: August 4, 2020
Oral Examination: August 26, 2020

List Established by Personnel Commission: September 3, 2020 to expire September 2, 2021

Promotional
1 Paula Phillips
Open

1 Tracy Bays-Boothe

2 Brian Abdul-Karim

3 Erin Frawley

4 Melisandra Leonardos

5 Makesha Henderson-Manning
5 Joshua Wittman

6 Edgar Medina

7 Lynn Bernhardt

8 Anthony Garza

Kimberle Sanders Date
Secretary, Personnel Commission

Timothy Carter Date
Chairperson, Personnel Commission



Berkeley Unified School District
Merit System

Eligibility List for : Director of Fiscal Services
(Unranked List)

List Established by Personnel Commission: September 3, 2020 to expire September 2, 2021

Open and Promotional
Sandra Anderson Knox
Elizabeth Karam
Walter Lauzon

Romi Selfaison

Kimberle Sanders Date
Secretary, Personnel Commission

Timothy Carter Date
Chairperson, Personnel Commission



Berkeley Unified School District
Merit System

Eligibility List for : Human Resources Specialist - Confidential
(Open and Promotional)

Written Examination: July 28, 2020
Oral Examination: August 12, 2020

List Established by Personnel Commission: September 3, 2020 to expire September 2, 2021

Promotional
1 Elizabeth James

Open
1 Melissa Davis

2 Baisy Rojas
2 Brian Hiney

Kimberle Sanders Date
Secretary, Personnel Commission

Timothy Carter Date
Chairperson, Personnel Commission



ATTACHMENT A

Office of the Personnel Commission
2020 Bonar Street, Suite 206

Berkeley, CA 94702

(510)644-8975

Berkele

PUBLIC SCHOOLS

Berkeley Unified School District

Agenda Item Request Form

You may return this form by delivering it to the address above or scan and email to erinarinezi@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: Evrin Arinez (Date) 8 /re l20

Telephone Number: (=) o\, L12-0495 Email Address: evim=rinez@barveley . neot

Place on agenda as: I:‘ Discussion Item (T/u's item is presented for discussion only and may be carried over from a prior meeting. No
action will be taken on this item)

EI,COnference Item (This item is presented for discussion and action and may be carried over from a previous
meeting)

Description of Item:
T =m r_oquos'hha'\’\na-\— Yy position oo C\-ss--f-\ed
Parsohne\ ‘SuPerV\sor be G\f:\u:-&ed —Q-or = rec\—ssn-p—ucn'i'\on-

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

Plescse See =tt=mched r oq_uoa"t -?or re c\ass'r-?‘-‘\ caY\oen

lettreyr. Reclanssifiemtion Roqueswt Questionrns=ire ,
\ r \—

ard refererce leXlers from Lormer BUSD Director 's
} ¥ 3

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




ATTACHMENT A

August 10, 2020

Dear Commissioners,

I am writing to request that my position be evaluated for reclassification. With the transition of three new
Classified Personnel Director’s, and three Human Resources Director’s in the last four years, | have
stepped up to the plate as a team player and often performed the duties of multiple positions to support
the personnel commission and human resources departments. | have taken on new responsibilities, and
as a result, my job duties had changed significantly from when | was first hired in this role on 2/2/2015
(I was provisionally placed in the position in 10/2014). I’ve attached a reclassification questionnaire to
support your consideration. Below I have listed my responsibilities, accomplishments, and characteristics
to support this change.

ADDITIONAL RESPONSIBILITIES:

e Since beginning in this role, I quickly had to take on the additional responsibility of finalizing the
implementation of the Neogov applicant tracking software for the personnel commission
department. The compensation and classification study were soon implemented, and all positions,
data, and salary schedules had to be updated right away.

e Computer-based exams were offered more regularly before starting my role, so | had to learn how
to create MS Suite exams such as Word, Excel, PowerPoint, and Google Suite. | also had to
develop rubrics and scoring guides for these new technology-based exams. Expertise in
troubleshooting hardware and software became necessary to properly administer and score exams,
as well as train support staff.

e The Personnel Commission department underwent a significant restructuring when the 1%
Classified Director separated from the District. Support staff that previously reported to the
Classified Director reported to the HR Director instead; therefore, several duties were designated
exclusively to me, such as overseeing the limited-term and provisional assignments, certifying
eligibility lists, monitoring the budget, meeting subject matter experts to prepare and generate
exam materials, coordinate staffing for summer school. These are duties that | perform
independently.

ACCOMPLISHMENTS:

e | have made significant improvements to some of our office processes, one of which has enabled
the Personnel Commission to go paperless so that we could transition to paperless applications
district-wide. This transition took thoughtful planning and executing and frequent troubleshooting
training with staff but has enabled us to save time making paper copies, prevented the
misplacement applications, and reduced errors made notifying candidates of test appointments
and scores received.

e Last year | worked closely with the HR Director, Brent Daniels, to go beyond paperless
applications and move forward with leading the implementation of a paperless onboarding feature
in Neogov. Although the process was tedious and required lots of time and technical skills, we
were able to begin hiring employees electronically at the beginning of 2020 and fully implemented
it in July of the same year. Given the Shelter in place order, the timing to implement this system
could not have been more suitable, but it was only possible because we started working on it last

E. Arinez Reclass Request pg. 1




ATTACHMENT A

summer. Eventually, all other business services departments will benefit from this system by being
able to access benefits and payroll forms from the system directly instead of via physical paper
forms like those being used now.

In addition to these points, I have also collaborated closely with almost every position in the Human
Resources team. | have regular weekly meetings with the business services department, human resources
management; 1’m a thought partner with the current HR Analyst-Confidential, Senior Human Resources
Technician, and Executive Assistant. If my position were to be filled, it would require a higher-level
technical training, and more work experience to support the HR team members, managers, and
administrators. Not having these skills would have a more significant impact to the organization, and would
result in delays in service delivery. Additionally, as one of the more seasoned employees in HR, I’m able
to contribute my institutional knowledge to help navigate scenarios where past practice comes into play
and work closely with the Personnel Commission/HR staff to keep continuity despite the many changes in
management. Given this, | feel that | am deserving of a reclassification/promotion and appreciate your
consideration of this request.

Thank you for your time and consideration!
Erin Arinez

Classified Personnel Supervisor

E. Arinez Reclass Request pg. 2




ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor

Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION

Name: Erin Arinez Class/Title: Classiﬁed Personnel Supervisor

Name of School or Department: Personnel Commission

Working Title: Classified Personnel Supervisor

Work Telephone Number: (510)672-0495

Work Day Begins At: §:30 am Ends: 5:30 am Total Hours Per Day: §
Length of Time in Present Position: 5 Yrs. 7 Mos. (Provisionally 6yrs, 11mos)
Total Length of Time with the District: 7 Yrs. 10 Mos.

Title of Immediate Supervisor: Classified Personnel Director

Name of Immediate Supervisor: Kimberle Sanders

Does Your Current Class Title Accurately Describe Your Position? Yes V'No

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

- Supervising Personnel Analyst

- Personnel Operations Supervisor

BASIC FUNCTION

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?

Assists in the administration qftbe District's overall personnel program and assists in
carrying out the personnel program for classiﬁed employees in Conformance with the

merit system and the rules and regulations qfthe personnel commission.
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor

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%0). If
more space is needed, please attach additional sheets.

‘ Description ‘ ‘ %o of time ‘
- Serves as a liaison for managers/administrators, employees,
and members of the public regarding classified personnel,

merit system hiring procedures, labor agreements, District 15
regulations, Ed. Code, etc.

- Makes recommendations for certifying eligibles to the 5
appointing authority.

- Evaluates, trains, supervises and directs work of assigned staff 10

(regular employee, and occasional limited-term staff).

- Develops, oversees, and schedules the administration of
recruitment procedures and examinations. Meets with subject
matter experts within and outside the District to determine 15
appropriate selection procedures. Sources external and
internal raters.

- Attends, participates, sets up Personnel Commission meetings
and conferences, training and workshops. Plans classified 5
recognition event.

- Works with Department to set-up exams and procure
necessary materials.

- Prepares recruitment materials, posts job opportunities in
various online sites, sources career centers and universities, 10
attends job fairs.

- Oversees the budget, processes requisitions, orders materials,

pays invoices, forecasts next years' budget expenditures. >
- Monitors classified vacancies, and limited-term/provisional 10
assignments.
- Oversees all classified staffing for summer school, posts 10
positions, and tracks assignments.
- Develops, oversees, and assists with training for
implementation of automated electronic systems; such as 10

Neogov applicant tracking, and New-Hire paperless
onboarding.
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor

Name (Last, First) Classification/Position/Title

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

- Personal vehicle, computer hardware, software, smartphone

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

‘ Duties | ‘ How Often

Exam Development- Interim Classified Director,
P.Rogosin, 2017

8-10 hrs/week

Budget- Interim Classified Director, P.Rogosin, 2017 10 hrs/week, 3-4

weeks/year
PR Tracking- assumed responsibilities during P.Duwel's Varies during the year
LOA, 2018. Now | track LT/Prov more frequently. 3-15 hrs/week
Neogov- Paperless Onboarding 2-10 hrs/week

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

Weekly Meetings,
Personnel processes
Recruitment, hiring,
personnel actions

Business Services frequent

Department Managers (all) frequent
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor

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 of your duties? What is the
reason for this contact? How frequently (“"continuous", "frequent", "moderate" or
"infrequent™)?

Outside Organization ‘ ‘ Reason ‘ ‘ How Often
Neighboring School Districts- Exam development, frequentl

subject matter experts raters, PD q y

Budget .

ACOE development/submission infrequent

Lawyers Personnel/recruitment files Moderate/infrequent
Colleges/Universities Recruitment/events moderate

CSPCA Conferences, training, PD moderate

RECORDS AND REPORTS

Records
What records do you regularly maintain or prepare?

Recruitment files (applications, exams taken, rating sheets), Electronic trackers for all
recruitments, and examination templates (dropbox).

Hiring Timeline for all current recruitments

Current and expired eligibility lists.

Budget expenditures: contracts, invoices.

Reemployment list.

Personnel Commission meeting agendas, packets, and minutes.

Reports
What reports do you prepare or supervise the preparation of? How often are these prepared?
‘ Title of Report ‘ | Reason | | Sent to | | How Often ‘
Annual Report PC Item PC Yearly

Budget For PC PC & ACOE Yearly
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor
Name (Last, First) Classification/Position/Title
Vacancy Report HR/PC/Union HRT/Union Monthly
DECISIONS
Type

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

I work independently when recruiting, screening applications, developing exams with
SME's, securing raters, working with staff to select exam dates, purchasing office and
testing supplies and managing the testing timelines and the budget.

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 Supervisor is the Director of Classified Personnel; the person in this position is

continuously busy and in many meetings. I'm able to work entirely independently unless
there is a matter that exclusively needs the Director's approval.

Financial Impact

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

I assist with budget development, draft the final budget, purchasing, processing invoices,

requisitions, purchase vouchers and expense reimbursements.

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.
Human Resources Technician 1
Clerical Assistant I11- Limited Term

(summer/beg. of the school year)
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor

Name (Last, First) Classification/Position/Title

Do you have responsibility for the selection of personnel, appraisal of
performance, and such actions as salary increases, promotions, discipline,
reassignment or terminations? Yes, for my staff

If yes, please describe:

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.

- Principles and practices quublic personnel administration

- Rules and regulations that aﬂect classified employees in a merit system school
district.

- Effective supervisory techniques.
- Research, method, and report writing techniques

- Operate computer and sqftware to produce documents and utilize databases and

implement new systems
- Correct English usage.
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.

- Interpret rules and laws

- Collect and analyze data

- Communicate effectively both orally and in writing

- Perform complex personnel work with little or no direction

- Establish and maintain effective relationships with school admins, management,

employees and the public.

Page 6 of 7



ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Arinez, Erin Classified Personnel Supervisor

Name (Last, First) Classification/Position/Title

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:
- AAin a relevantfield (BA preferred)

Specialized Training (Years and Type):

- Two years in public personnel (merit system experience highly desired)

Previous Experience (Years and Type):

- Two years qfsupervisory experience

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)

Licenses, Certification or Registration:

- (Classification and compensation training for exam development and classification

studies (WRIPAC, CSPCA, CODESP)
- CSPCA Training and Conferences —for merit districts
- HR Legal Updates

- Driver's license

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

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

% \F\J\S\T&X—E_ 5 08/10/2020

Signature of Employee Date

Page 7 of 7




DIRECTOR, CLASSIFIED PERSONNATTACHMENT A
B ARSTOW 551 South Avenue “H”, Barstow, CA 92311

UNIFIED (760) 255-6033/4/5 B FAX (760) 256-7949
BUSD SCHOQGL DISTRICT

Your Best Choice for Academic Success! 551 South Avenue H » Barstow, CA 92311 » Phone: (760) 255-6000 « Fax: (760) 255-8965 » www.barstow.k12.ca.us

August 17, 2020
Re: Letter of Reference for Ms. Erin Arinez
To Whom It May Concern:

I had the extreme pleasure of working with Ms. Arinez as my Personnel
Supervisor when | started with the Berkeley Unified Human Resources team
in late 2017 and | relied heavily on her “corporate” knowledge throughout my
two years as the Director of Classified Personnel.

Erin is well organized and very efficient. In her position as Personnel
Supervisor, she is inherently involved with all the facets of Human Resources
of an urban Merit System school district in California. She took on several
projects from classified professional development, staff communications and
has been the go-to contact in migrating to paperless onboarding. Erin ensures
accurate employee information is maintained, thinks outside the box and
utilizes multiple programs available in order to cross-reference and
consolidate many isolated tasking areas into concise groupings.

As a Retired U.S. Navy Senior Chief with over 11 years in middle
management; and as a current Classified Human Resources Director with over
13 years’ experience in school districts; | can say that Erin has qualities only
seen in seasoned employees. Whoever hires her will not be disappointed.
She has my utmost respect and | would work with her, again, anytime.

If you have any questions, please contact me at (760) 255-6033 or my cell at
(760) 963-0429.

PM "Q "bw\

Patricia L. Duwel
MACS(SW), U.S. Navy (RET)
Director, Classified Personnel



ATTACHMENT A

Brent A. Daniels, EdAD

LEADERSHIP Chief Talent Officer

# PUBLIC SCHOOLS Human Resources Office
(510) 435-5968 (cell)

bdanels@leadps.org

August 24, 2020

Dear Hiring Manager:

Without reservation, | strongly recommend Erin Arifiez for a supervisory or management position
within your organization. Erin Arifiez is a team player that works with a collaborative spirit to
address concerns proactively, problem solves short standing and longstanding issues, and
deliver on organizational short-term, intermediary, and long-term goals and objectives. | met Erin
Arifiez when | was named the director of human resources (HR) for the Berkeley Unified School
District (BUSD) in January 2017. While working with Erin Arifiez, Ms. Arifiez impressed me with
her professionalism, her ability to build and maintain strong relationships with all stakeholders,

and her customer service, leadership, and project management skills.

In Erin Arifiez’s role as the BUSD’s HR personnel supervisor, she plays a critical leadership role
in growing, shaping, and improving BUSD’s HR policies, procedures, and protocols. Under Ms.
Arifez’s leadership, she improved BUSD’s management of the employee life-cycle, led the
BUSD’s HR paperless recruitment and onboarding processes, and effectively supported non-

management and management staff within and outside of the HR department.

Erin Arifiez also engages effectively with colleagues, community stakeholders, outside vendors
in one-on-one, small group, and large group settings. As a result of Erin Arifiez’s ability to
develop and maintain strong relationships within and outside of the organization, the BUSD has
benefited from staff inside and outside the district collaborating with Ms. Arifiez to assist the

BUSD resolve problems and achieve district goals and objectives.
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Erin Arifiez’s areas of strength include her dedication to excellence, technological office and
organizational skills, attention to detail, bilingual fluency in both English and Spanish, and the
ability to have difficult conversations with staff, as needed. | would also be remiss if | did not
mention that Erin Arifiez is good-natured, welcomes constructive criticism, and will be an asset to
your organization. | wholeheartedly recommend Erin Arifiez for your organization. Please feel
free to call my cell phone (510) 917-5410 to discuss Ms. Arifiez’s application.

Kindly,
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Educating for Success

San Lorenzo Unified School District

Human Resources Department
15510 Usher Street
San Lorenzo, CA 94580

Randy Perez
Director, Classified Personnel
2> [ SINGE 1859 _ }-< (510)317-4659

rperez@slzusd.org,

February 10, 2017

To Whom It May Concern:

| am pleased to provide this letter of recommendation for Ms. Erin Arinez as she seeks employment with
your company. Ms. Arinez joined the Berkeley Unified School District Human Resources Department in
2013 as our Senior Personnel Assistant. She reported directly to me at that time. In less than two years,
we promoted Ms. Arinez to the position of Classified Personnel Supervisor, which is the position she
presently holds. As Classified Personnel Supervisor, she again reported directly to me until my
resignation from the district in October of 2016. In the time | had the pleasure of working with Ms.
Arinez, she proved to be an invaluable member of our team. She demonstrated a great deal of flexibility
and initiative, she possessed excellent coordination and communication skills, and she maintained a high
level of integrity and ethics in her work.

| have worked in the human resources office of three different school districts over the span of a twelve-
year career. Flexibility is a key trait that lends to success in a human resources environment. Those that
can adapt to changes and embrace continuous process improvement are the ones that seem to do best
in a school district human resource work environment. Ms. Arinez demonstrated a high degree of
flexibility when it came to covering other work areas for employees on leave, to backfill for an unfilled
vacancy in HR, or to take on ad hoc projects that did not necessarily rest in her regular work duties. As a
result, her skill level and knowledge base increased significantly as well as the value she brought to the
department. She is an eager learner and an employee that embraces challenge and change. If a process
or system was not working to the greatest level of efficiency, she took initiative and sought to change
the process or system rather than stay stagnant in it. At the time of her promotion to Classified
Personnel Supervisor, we were migrating over to a new online employment application system. The
incumbent supervisor resigned before the system was fully operational. | had little time to learn the
system and complete implementation myself, so Ms. Arinez took this project on by herself and
successfully transitioned our entire recruitment process over to the new system.

Another strength of Ms. Arinez is her ability to coordinate a team toward a common goal. She works
extremely well in a group setting. Ms. Arinez invites feedback and is accepting of other opinions and
ideas, and she is effective in communicating with people of differing opinions. She was the lead on
several ad hoc projects because of her ability to coordinate people, delegate tasks and communicate
with clarity and respect. Because of her ability to communicate effectively, her peers allowed her to
take lead on projects. One example of her ability in this regard is an annual event we held at the end of
the school year to honor our classified employees. For the past two years, Ms. Arinez has taken the lead
on coordinating and putting the event together. The preparation for the event takes quite a bit of
planning, delegation of tasks and budget management. The events were highly successful and well
planned, and were a testament to Ms. Arinez’s ability to lead.
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Finally, integrity and ethics are two of the most crucial attributes required of a human resources
employee. Ms. Arinez lacks nothing in that regard. She is exemplary in demonstrating integrity and
ethics of the highest standard. She is honest, kind-hearted and thoughtful of others. She possessed a
genuine empathy for our customers that needed a caring service provider. As the Senior Personnel
Assistant, she processed employee leaves. She did her best to provide our employees with the leaves to
which they were entitled, while still maintaining fidelity to the rules and regulations governing leave
rights.

I am confident that you will be pleased with your selection of Mr. Arinez, and if | can be of further
assistance in answering any questions you have about the qualifications of this outstanding candidate,
please do not hesitate to contact me (510) 407-1064.

Sincerely,

Randy Pgrez
Director, Classified Personnel
San Lorenzo Unified School District
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PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
September 3, 2020

AGENDA ITEM

SUBJECT: CERTIFICATION EXTENSION FOR GROUNDS SUPERVISOR, LIBRARY
MEDIA TECHNICIAN, AND PUBLIC INFORMATION OFFICER
ELIGIBILITY LISTS

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 Grounds Keeper, Library
Media Tech, and Public Information Officer 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 lists.




Berkeley Unified School District ATTACHMENT B
Merit System

Eligibility List for : Grounds Supervisor
(Promotional Only)

Written Examination: July 18, 2019
Oral Examination: August 27, 2019

List Established by Personnel Commission: September 5, 2019 to expire September 4, 2020

Promotional
1 James Wilson
2 Genaro Macchiavello
3 Anjel Hinojosa
4 Luis Ruiz
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8/30/2019

Patricia Duwel Date
Secretary, Personnel Commission

Reynaldo Ortiz Date
Chairperson, Personnel Commission
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Berkeley Unified School District ATTACHMENT B
Merit System

Eligibility List for : Library Media Technician
(Open)

Written Examination: August 8, 2019

Oral Examination: August 20, 2019

List Established by Personnel Commission: September 5, 2019 to expire September 4, 2020

Open
1 Marissa Arterberry

2 Jane Van Ginkel
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8/30/2019
Patricia Duwel Date
Secretary, Personnel Commission
Reynaldo Ortiz Date

Chairperson, Personnel Commission
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Berkeley Unified School District ATTACHMENT B
Merit System

Eligibility List for : Public Information Officer
(Open)

Written Examination: July 25, 2019

Oral Examination: August 6, 2019

List Established by Personnel Commission: September 5, 2019 to expire September 4, 2020

Open
1 Trish McDermott

2 Jacob Rayburn
3 R Todd Kerr

4 Allen Matthews
4 Matthew Napoli
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Patricia Duwel Date
Secretary, Personnel Commission

Reynaldo Ortiz Date
Chairperson, Personnel Commission
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