Berkeley Unified School District
The Personnel Commission will attend the meeting virtually.
Personnel Commission
Tim Carter, Chairperson Heidi Goldstein, Vice-Chairperson

Kimberle Sanders, Secretary

Special Meeting Agenda
October 13", 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 can be
taken by the Commission.

4. Approval & Adoption of Agenda Chairperson Carter

5. 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) Establishment of New Classification- Career Advisor, Attachment B
c) 2019- 2020 Annual Report, First Reading, Attachment C

6. Closed Session (1 matter) Chairperson Carter

a) Public Employment - Government Code § 54957 (b)(1)
The Personnel Commission will meet in closed session to discuss personnel matters and provide
direction to staff.

7. Report from Closed Session Chairperson Carter

8. 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 can be
taken by the Commission.

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

10. 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.



http://www.berkeleyschools.net/

ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
October 13, 2020

AGENDA ITEM
SUBJECT: RECLASSIFICATION REQUEST IN THE MATTER OF ERIN ARINEZ

BACKGROUND INFORMATION

Ms. Arinez requested a reclass of her position as Classified Personnel Supervisor on August 10, 2020. | supervise
Ms. Arinez’s work, so | have first-hand knowledge of the work Ms. Arinez performs to serve the needs of the Personnel
Commission and the District. Ms. Arinez has seen a regular accretion of duties over the past several years due in part
to the fact that the Director position has turned over several times in the past 5 years as well as leadership and personnel
turnover in the HR department. Several duties were permanently shifted to Ms. Arinez desk including but not limited
to, supervision over the limited term and sub placements, implementation and management of online recruitment
testing and onboarding systems, management of the PC budget, and exam development. Additionally, the salary
placement for the position does not line up appropriately to other positions within the HR department or on the local
21 salary placement. Many local 21 positions which have equal responsibility and lower minimum qualification
requirements are rated on a higher salary schedule. An analysis of salaries and comparative duties, support moving
this position to salary schedule 69 on the local 21 salary schedule. Both my personal observation, several letters of
support from previous Classified Personnel Directors who have worked with Ms. Arinez at BUSD, as well as verbal
discussions with those Personal Directors support the accuracy and validity of the job’s duties performed and the
level of responsibility as reported on the reclass application.

DIRECTOR’S RECOMMENDATION

Ms. Arinez has had a continuous accretion of duties for at least the past 2 years, and the salary comparison reveals
that the salary range is not accurately placed in relation to others within the District for similar duties and minimum
requirements. | recommend that the Personnel Commission approve this reclassification request and place the position
of Classified Personnel Supervisor at salary range 69 on the Local 21 salary schedule.

Motion by:
Seconded by:

Vote:
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Human Resources Department

Berkele)r BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION
PUBLIC SCHOOLS

Berkeley Unified School District

TITLE: Classified Personnel REPORTS TO: Assigned Supervisor
Supervisor
DEPARTMENT/SCHOOL: Personnel Commission | CLASSIFICATION: Classified Management
FAIR LABOR STANDARDS Exempt WORK YEAR: 12 months/Calendar 2000
ACT CLASSIFICATION: HOURS: 8 hours per day or
duty days/hours as assigned

APPROVED: SALARY GRADE: Schedule: 54

Commission Range: 69

Board 01/28/15

BASIC FUNCTION:

Organize and supervise classified personnel operations and activities; supervise the functions and activities
involved in the recruitment, testing, selection process of classified positions; provide technical assistance to
organizational supervisors and administrators concerning the Merit System, human resources programs,
functions, policies and procedures; train and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

e Organize and supervise classified personnel operations and activities; direct personnel to assure proper
and timely completion of personnel activities; assist in assuring personnel activities comply with
established personnel standards, policies and procedures

e Train and evaluate the performance of assigned staff; supervise processes such as interviewing and
selecting employees; approving transfers reassignments leaves, terminations and disciplinary actions;
assigning employee duties; and reviewing work for accuracy, completeness and compliance with
established policies and procedures

® Supervise the preparation and maintenance of a variety of personnel records, reports and files; the
input of a variety of personnel data into assigned computer system; the maintenance of automated
records and files; compilation of and preparation of reports related to recruitment and hiring in
compliance with the Education Code and Merit Rules and Regulations regarding the employment of
provisional and limited term employees; the updating and maintaining compliance tracking database;
initiating queries, manipulating data and generating a variety of computerized reports related to
assigned activities

e Supervise the internal and external recruitment of classified personnel including posting, testing,
tracking, screening, and interviewing activities; creating and auditing testing materials for recruitment;
administering employment exams; organizing panelists for oral exams

e Supervise Personnel Commission Office functions; purchase office materials; oversee assigned
budget; create budget transfers for approval to cover purchase of examination materials and
equipment items; complete expense reimbursements, requisitions, purchase orders; monitor
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expenses on assigned projects and events; work with Classified Director to prepare draft budget for
approval by the Personnel Commission

Manages special projects such as implementation of technical systems related to: paperless
onboarding, remote testing, applicant tracking data tracking, electronic forms, and other work flow
improvement systems

Performs technical working in conducting job analysis through interview and questionnaires to
identify skills, knowledge and abilities necessary for successful job performance

Works with job experts to determine appropriate selection procedures and develop written, oral,
technical and performance examinations items.

Process documents for the Personnel Commission including researching documents, transcribing
meeting minutes, preparing personnel commission agenda and packet, and processing orders for
Commission supplies

Communicate with personnel and outside agencies to exchange information, coordinate activities and
resolve issues or concerns; communicate with potential candidates, site administrators and department

heads related to recruiting and training processes; receive and respond to telephone calls and e-mails

Operate a variety of office equipment including a copier, fax machine, computer and assigned software

e Attend and participate in various meetings and trainings as assigned

OTHER DUTIES:
Perform related duties as assigned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Practices and procedures related to classified personnel

Classified human resource office objectives, functions, practices and procedures
Applicable laws, codes, regulations, policies and procedures
Database management

Data control procedures and data entry operations

District operations, policies and objectives

Modern office practices, procedures and equipment
Bargaining unit contracts and salary schedules

Principles and practices of supervision and training
Record-keeping and filing techniques

Research methods and report writing techniques

Operation of a computer and assigned software

Oral and written communication skills

Interpersonal skills using tact, patience and courtesy
Technical aspects of field of specialty

ABILITY TO:
Organize and direct Human Resources operations and activities

Provide technical assistance to supervisors and administrators concerning human resources programs,

functions, policies and procedures
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Train and evaluate the performance of assigned personnel

Oversee and participate in the preparation and maintenance of a variety of manual and automated personnel
records and files

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

Utilize a computer to input data, initiate queries, maintain automated records and generate reports
Direct personnel to assure proper and timely completion of personnel activities
Maintain confidentiality of sensitive and privileged information

Compose correspondence and written materials independently or from oral instructions
Compile information and prepare reports

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

Plan and organize work

Meet schedules and time lines

Work independently with little direction

Type or input data at an acceptable rate of speed

Communicate effectively both orally and in writing

Establish and maintain cooperative and effective working relationships with others

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor’s degree in human resources or related field and five years
increasingly responsible technical human resources experience

WORKING CONDITIONS:

ENVIRONMENT:
Office environment

Constant interruptions

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

Hearing and speaking to exchange information in person and on the telephone
Sitting for extended periods of time

Seeing to read a variety of materials

Bending at the waist, kneeling or crouching to file materials
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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
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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 I 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
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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
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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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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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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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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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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.
g supp gmyg g g

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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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.
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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 reIevantfieId (BA preferred)

Specialized Training (Years and Type):
- Two years in public personnel (merit system experience highly desired)

Previous Experience (Years and Type):

- Two years qf supervisory 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.

&N&&S&&*@Xﬂa_ A 08/10/2020

Signature of Employee Date




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
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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.

Bl - ‘B - KN

T 510.830.3780 + F 510.225.2575 + www.leadps.org ¢ 99 Linden Street, Oakland CA 94607



ATTACHMENT A

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,

Bt A Gl

EE - B- -~ I

T 510.830.3780 + F 510.225.2575 + www.leadps.org ¢ 99 Linden Street, Oakland CA 94607
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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.

15510 Usher Street, San Lorenzo CA 94580-1641 e (510) 317-4600 @ www.slzusd.org
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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
October 13, 2020

AGENDA ITEM
SUBJECT: CREATE NEW CLASSIFICATION OF CAREER ADVISOR TO BE PLACED AT
RANGE 56, SCHEDULE 53, IN THE BCCE SALARY SCHEDULE

BACKGROUND INFORMATION
The new classification of Career Advisor has been established. Berkeley Unified approved the
duties attached on October 7, 2020.

DIRECTOR’S RECOMMENDATION
Approve the classification for Career Advisor and salary placement recommendation at range 56,
schedule 53.

Motion by:
Seconded by:

Vote:
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BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION
Berkeley Human Resources Department
PUBLIC SCHOOLS
Berkeley Unified School District
TITLE: Career Advisor REPORTS TO: Assigned Supervisor
DEPARTMENT/SCHOOL: Department as CLASSIFICATION: Non-Administrative
Assigned Classified Technical
FAIR LABOR STANDARDS Non- Exempt WORK YEAR: 10 months/Calendar 5002
ACT CLASSIFICATION: HOURS: 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Commission Range: 54
Board Oct. 7, 2020

_

BASIC FUNCTION:

Under the direction of the assigned supervisor, perform a variety of specialized and technical duties to link the
student population with internship and job opportunities in Berkeley and the greater Bay Area. Expand
opportunities for students to explore CTE pathway fields through Work-Based Learning experiences and plan
for post-secondary options, including career and community college programs.

REPRESENTATIVE DUTIES:
ESSENTIAL DUTIES:

® Provides learning opportunities for students to consider and map out career paths through and beyond,
supporting classroom teachers through guest lectures and curriculum development. Schedules and
prepare for speakers to confer with students concerning career opportunities

® Promotes and vets student opportunities (ensuring all opportunities meet labor and ethical standards),
holding workshops, and meeting with students in small groups and one-on-one for guidance on
resumes, and other workplace learning, and job/internship searches

® Assist students, teachers, counselors and others in locating, evaluating and selecting career planning
materials and resources; maintain current knowledge of employment trends and opportunities for high
school students

e Communicate with students, parents, personnel, local businesses and various outside organizations to
exchange information, coordinate activities and resolve issues or concerns to support internships for

students and work placement, in coordination with other staff.

e Develop career and job materials to publicize and promote career planning activities appropriate for
high school students

® Supporting teachers and the administration in and out of the classroom.

e Collaborate with the CTE teachers and staff in developing CTE pathways, including connecting students
to community college programs for post-secondary options.
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OTHER DUTIES:
Perform related duties as assigned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Career resources and informational materials

Regional and national career and employment trends

Oral and written communication skills

Design and development of promotional materials

Public speaking techniques

Interpersonal skills using tact, patience and courtesy

Correct English usage, grammar, spelling, punctuation and vocabulary
Operation of a computer and assigned software

Record-keeping and report preparation techniques

Public relations techniques

ABILITY TO:
Provide information and assistance to students concerning s, career planning, and related matters

Assist students with utilizing career resources
Interpret, apply and explain policies, procedures, rules and regulations
Assess student abilities, qualifications and interests and consult concerning career opportunities

Refer students to counselors, programs, schools, employers, outside agencies or appropriate personnel for high
school students

Communicate effectively both orally and in writing

Prepare and deliver oral presentations

Establish and maintain cooperative and effective working relationships with others
Maintain records

Compile and verify data and prepare reports

Operate a computer and assigned software

Meet schedules and timelines

Plan and organize work

Work independently with little direction

EDUCATION AND EXPERIENCE:

Any combination equivalent to: two years of college-level course work in liberal arts, social sciences or related
field and three years’ experience working with high school students or similar population.

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

ENVIRONMENT:
Office environment



Constant interruptions
Driving a vehicle to conduct work

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

Lifting, carrying, pushing or pulling objects typically weighing up to 50 pounds
Seeing to read a variety of materials

Hearing and speaking to exchange information

Sitting or standing for extended periods of time

Bending at the waist, kneeling or crouching to file and retrieve materials

ATTACHMENT B
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2019 - 2020 Annual Report

Berkeley Unified School District

Personnel Commission

The Berkeley Unified School District Personnel
Commission, established in 1943, is one of the oldest
established personnel commissions in northern
California. It is authorized by the Education Code
and our Merit System rules and regulations. A
“merit system” of employment is like a civil service
system. It only applies to the District’s classified
employees (those employees who are not required
to maintain a teaching credential). The purpose of
the merit system is to ensure that classified
employees are selected, promoted and retained on
the basis of merit and fitness without favoritism or
bias.

The Personnel Commission is an independent body
composed of three members and is an entity
separate from the BUSD Human Resource
Office.  One commissioner is selected by the
governing board, one commissioner is selected by
the largest classified employee collective bargaining
unit, and one commissioner is selected by the other
two commissioners. Commissioners are appointed
for a staggered three-year term. The term of one
commissioner expires each year.

PERSONNEL COMMISSION 07/01/17 to 07/01/18to 07/01/19 to

TRANSACTION 06/30/18 06/30/19 06/30/20
Promotional Appointments 7 22 21
New-Hire Appointments 55 108 58
Separation from Service 35 73 48
Layoffs 4 1 3
Rehires 3 6 8

07/01/17 to 07/01/18 to 07/01/19 to
RECRUITMENT/SELECTION  06/30/18 06/30/19 06/30/20
ACTIVITY
Number of Recruitments 90 74 81
Applications Received 2220 1196 1756
Written Examinations
Conducted 857 762 802
Qualification Interviews
Conducted 256 260 298
Performance Examinations
Conducted 75 88 42
Eligibility Lists Established 71 66 68

Personnel Commission

Timothy Carter, Chairperson

I

Heidi Goldstein, Vice-Chairperson

Vacant, Commissioner

Timothy Carter is a local business owner and an active member of the Berkeley Unified School District community.
He has children that attend Berkeley Unified Schools. He is a member of Berkeley High’s PCAD parent group and
served on the Parent Advisory Committee to review and advise on the BUSD’s adoption of the LCAP. Timothy was
appointed in 2012 to serve as Personnel Commissioner and was the Chair of the Commission for 2014 and for 2017
and 2020. He is currently a Candidate for Berkeley City Council.

Heidi Goldstein has lived in Berkeley since 1991. Her two children are BUSD alumni. She was appointed to the
Personnel Commission by State Superintendent Torlakson in February 2016. She has served as a board member of
the Berkeley HS Development Group, and on the BUSD Sexual Harassment Advisory Committee (SHAC). She is
currently the board chair of Stop Sexual Assault in Schools and an adult advisor to the nationally recognized student-
led grass roots organization BHS Stop Harassing.




Berkeley Unified School District

Director of Classified Personnel and Secretary to the Personnel Commission - Kimberle Sanders was raised in
Berkeley, and started school in the Berkeley Public schools. After graduation from college she started an
insurance business in Alameda California. After 15 years she decided to sell the business to spend more
time with her three children, who were students in the Berkeley Unified School District. While working
on a masters degree in public administration, she began working for a noted affordable housing
development organizing in HR and Operations management. Kimberle came to BUSD in 2015 as the Risk
Manager and Benefits Supervisor, and joined the Personnel Commission as the Director of Classified
Personnel in January of 2020.
@

WHAT Is THE MERIT SYSTEM?

Personnel Commissions are a part of a system of personnel administration termed the "merit system." Legal guidelines for the merit system in
California school districts are outlined in Education Code Sections 45240 to 45320 and 88000 to 88180 and are based upon the following general
principles:

Employment and promotion on the basis of merit as shown by competitive examination: Employees for positions in the classified service are to be
chosen by impartial selection methods to ensure that merit is the prime factor in employment. In addition, the Personnel Commission shall establish
recruitment methods that will reach all segments of eligible applicants within an appropriate geographical area.

Career service: Employees are encouraged to remain with and to promote within a given agency; thus, the School District has the benefit of retaining
the services of qualified persons it has selected and trained. As part of a career service, examinations are given on a "promotional only™ basis whenever
possible with only district employees allowed to compete. Like pay for like service: Positions in the public service are carefully delineated according to

type and level so that all employees performing similar tasks at the same level of difficulty and responsibility are compensated equally.

Impartial hearing of appeals from disciplinary actions: An employee may appeal a disciplinary action (such as a suspension, demotion, or dismissal),
and is entitled to request a hearing by the Personnel Commission to ensure that due process and fair play have been observed.

Prohibition against discrimination: No person can be denied a job or promotion because of affiliations, race, color, national origin, ancestry, age,
religious beliefs, marital status, sex, sexual preference, sexual harassment, disability, medical condition, employee organization membership or non-
membership, legal activities, political beliefs or acts as provided in the California Education Code.

® @

This was a historically challenging year for BUSD and the world at large as we battled the COVID pandemic. Fiscal
year 19/20 started much like any other year, but as we entered the last quarter of the year, we entered a mandatory
shelter in place ordered, employees began working remotely and students completing the school year at home. The
Personnel Commission staff had to quickly switch gears to accommodate recruitment in the time of COVID, with
remote testing and ZOOM interviews becoming the norm. The commission had (6) reclass request, and (3) advanced
step requests. Even with a three month slow down due to COVID promotional appointments for the year were up by
(1) from the prior year, new hire appointments were down 46%, conversely, separations were down 34.2%, making
the ratio between separations and new hires only a 1.7% difference compared to a 3.2% difference the prior year.
Notably, the recruiting efforts of the PC team, even with three months of the year affected by the complications of
recruiting and testing during COVID, saw a 9.5% increase in the amount of recruitments. The PC team processed
1756 applications, which amounts to a 47% increase over the prior year. Due to social distancing requirements of
COVID, Performance examinations were down by almost half from the previous fiscal year, and the established
eligibility list increased by (2), with written exams up 5.2%, and Qualification Interviews conducted were up 14.62 %.

| wish to extend my thanks and appreciation to the Personal Commission Team and the Commissioners for all of their
efforts and support as | navigated my way through what will prove to be a historic year, and my first year as the
Director of Classified Personnel. Additional | wish to thank the entire BUSD HR team for the work they do to support
the value of the merit system.

Sincerely,
Kimberle Sanders




	E. Arinez Agenda Item Request.pdf
	E. Arinez Agenda Item Request.pdf
	Reclassification Request_EA_090320.pdf
	P. Duwel 8-2020 Ref ltr.pdf
	B. Daniels 8-2020 Ref ltr.pdf
	E. Arinez Reclass Application- Final.pdf
	BACKGROUND INFORMATION
	BASIC FUNCTION
	SPECIFIC DUTIES AND RESPONSIBILITIES
	CONTACT WITH OTHERS
	Outside Contacts:
	RECORDS AND REPORTS
	Records

	DECISIONS
	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.
	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.
	I assist with budget development, draft the final budget, purchasing, processing invoices, requisitions, purchase vouchers and expense reimbursements.

	SUPERVISION
	KNOWLEDGE AND ABILITIES
	- 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.
	EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS


	EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)
	Licenses, Certification or Registration:


	E-Arinez_LOR_RP.pdf
	PC Flyer for Reclass Erin Arinez.pdf
	PERSONNEL COMMISSION
	BERKELEY UNIFIED SCHOOL DISTRICT
	October 13, 2020
	AGENDA ITEM
	SUBJECT: RECLASSIFICATION REQUEST IN THE MATTER OF ERIN ARINEZ
	BACKGROUND INFORMATION
	Ms. Arinez requested a reclass of her position as Classified Personnel Supervisor on August 10, 2020.  I supervise Ms. Arinez’s work, so I have first-hand knowledge of the work Ms. Arinez performs to serve the needs of the Personnel Commission and the...
	DIRECTOR’S RECOMMENDATION
	Ms. Arinez has had a continuous accretion of duties for at least the past 2 years, and the salary comparison reveals that the salary range is not accurately placed in relation to others within the District for similar duties and minimum requirements. ...
	Motion by:
	Seconded by:
	Vote:

	Classified Personnel Supervisor-Draft Reclass 10_2020.pdf
	   CLASSIFICATION AND
	BERKELEY UNIFIED SCHOOL DISTRICT
	   POSITION DESCRIPTION
	Human Resources Department


	PC flyer - Career Counselor.pdf
	PERSONNEL COMMISSION
	BERKELEY UNIFIED SCHOOL DISTRICT
	October 13, 2020
	AGENDA ITEM
	SUBJECT: CREATE NEW CLASSIFICATION OF CAREER ADVISOR TO BE PLACED AT RANGE 56, SCHEDULE 53, IN THE BCCE SALARY SCHEDULE
	BACKGROUND INFORMATION
	The new classification of Career Advisor has been established.  Berkeley Unified approved the duties attached on October 7, 2020.
	DIRECTOR’S RECOMMENDATION
	Approve the classification for Career Advisor and salary placement recommendation at range 56, schedule 53.
	Motion by:
	Seconded by:
	Vote:
	Career Advisor-DRAFT JD_EA (1) (2) (1).pdf
	   CLASSIFICATION AND
	BERKELEY UNIFIED SCHOOL DISTRICT
	   POSITION DESCRIPTION
	Human Resources Department


	Personnel Commission - 2019-2020 Annual Report.pdf
	Slide Number 1
	Slide Number 2




