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

Personnel Commission 
Heidi Goldstein, Chairperson   Isaiah Roter, Vice-Chairperson             Timothy Davis, Commissioner       

Philip J. Gordillo, Secretary 

Meeting Agenda 
April 1st, 2021 – 4:30 pm 

1. Call to Order Chairperson Goldstein 

2. Roll Call & Establishment of Quorum   Secretary Gordillo 

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

4. Approval & Adoption of Agenda Chairperson Goldstein 

5. Approval of Meeting Minutes Chairperson Goldstein 

Approve the Personnel Commission Meeting Minutes for the following:

a) March 4th, 2021, Regular Meeting Minutes, p. 2 - 5

6. Reports
a) Union Union Representatives 
b) District Reports District Representatives 
c) Commissioners Reports Commissioners 
d) Personnel Director Secretary Gordillo 

i. New Hires and Examinations administered in the month of March, 2021, p. 6

7. Consent Items         Chairperson Goldstein
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) After School Program Supervisor, p. 7
b) Facilities Security Officer, p. 8
c) Instructional Assistant, ECE, p. 9
d) Instructional Assistant II, SPED, p. 10
e) Nutrition Services Assistant, p. 11
f) Nutrition Services Satellite Operator I, p.12
g) Telecommunications/Electronics Specialist, p.13

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

a) Establishment of New Classification, Payroll and Benefits Manager, Attachment A
b) Establishment of New Classification, Sustainability Program Coordinator, Attachment B
c) Revisions to Nutrition Services Satellite Operator I Minimum Qualifications, Attachment C
d) 2021-2022 Personnel Commission Draft Budget, First Reading, Attachment D

9. Closed Session (1 matter) Chairperson Goldstein 
a) Public Employment - Government Code § 54954.5

The Personnel Commission will meet to discuss the revisions to the classification, and recruitment for the Director, Classified
Personnel.

10. Report from Closed Session Chairperson Goldstein 

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

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

13. Adjournment Chairperson Goldstein 

http://www.berkeleyschools.net/
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Berkeley Unified School District 

Personnel Commission Meeting Minutes 
March 4th, 2021– 4:30 pm 

 
1. Call to Order  

The meeting was conducted via Zoom meeting # 85273392873 and was called to order at 4:31 pm.   
 

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

                               
3. Public Comments  

None.  
 

4. Approval & Adoption of Agenda 
Vice-Chairperson Roter requested to pull item 7e for further discussion. Commissioner Davis made a 
motion to approve the March 4th meeting agenda; Vice-Chairperson Roter seconded the motion, 
Approved, 3-0   
          

5. Approval of Meeting Minutes                        
a) January 28th, 2021, Special Meeting Minutes 

Vice-Chairperson Roter made a motion to approve the January 28th special meeting minutes; 
Chairperson Goldstein seconded the motion, 
Approved, 3-0 
 

b) February 4th, 2021, Regular Meeting Minutes 
Vice-Chairperson Roter made a motion to approve the February 4th regular meeting minutes; 
Commissioner Davis seconded the motion, 
Approved, 3-0 

       
5. Reports 

a) Union Reports  
Frank Hernandez, BCCE Union President, asked Veronica Huntsberry, After School Program Specialist, 
to speak on the Union's behalf. Ms. Huntsberry noted that the Union has observed possible job role 
confusion concerning the interim Executive Director of Classified Personnel and is concerned that the 
Director may not be acting in the best interest of Classified employees. She said that the Union 
strongly recommended hiring an Executive Director who would serve as a neutral party in 
mediations. 
 

b) District Reports 
Glendaly Gascot-Rios, Director of Human Resources, reported that the District is very busy preparing 
to reopen schools, starting with K-2 on March 29th and is negotiating a Phase 2 MOU with all Unions. 
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c) Commissioners Reports 
Vice-Chairperson Roter stated that he is pleased with reopening schools and that all parties involved 
work together with dignity and respect. He said that the Commission stands ready to do whatever is 
necessary to make reopening a success. 
 
Chairperson Goldstein echoed Vice-Chairperson Roter's sentiments and shared reopening dates for 
other grades. She said that she was pleased to see online surveys for parents regarding reopening 
details. Chairperson Goldstein expressed the Commission’s readiness to recruit for  vacant Classified 
roles and reiterated the Commission’s commitment to ensuring that Classified staffing concerns       
not impede reopening operations. 
  

d) Personnel Director         
i. New Hires and Examinations administered in February 2021 

Secretary Gordillo shared that the Commission will be discontinuing the extension of eligibility lists. 
This practice was originally initiated due to the recruiting limitations introduced by the Covid-19 
Pandemic. He advised that PC Staff would be conducting all the required recruitments moving 
forward. Secretary Gordillo discussed the February 10th postings for contract positions on the 
BUSD website landing page and said that he is working with the Superintendent to clarify role 
tenure. He noted that, usually, the District would work with the Commission on such positions, but 
this wasn’t the case on this occasion. 
 

Secretary Gordillo shared that the posting for Executive Director of Classified is now open, with a       
closing date of March 29th. He also discussed preparations for the upcoming 2021-22 Commission 
budget and advised that PC Staff would bring a draft budget to the April meeting. 
 

Secretary Gordillo shared results of the examinations conducted during the month of February and      
commended PC Staff for their work. He commented that PC Staff is focused on  the March 29th 
reopening of schools and will continue to work actively with District Administrators to identify 
Classified staffing needs. 
 

Chairperson Goldstein thanked Commission Staff for their work. She noted that the testing pace 
for February was about half of normal. She also thanked Secretary Gordillo for reaching out to the 
District about the temporary contract positions posted to the District website landing page. 

 

7. Consent Items  
Ratification of Eligibility Lists: 
Chairperson Goldstein proposed that the Commission vote on items A-D (eligibility lists) and asked 
about the testing intervals for selected recruitment. She stated that Commission staff has maintained 
average testing intervals consistent with pre-Covid performance. 
 
Chairperson Goldstein made a motion to approve eligibility lists A – D; Vice-Chairperson Roter 
seconded the motion 
Approved 3-0 

 
3 



Personnel Commission Meeting Minutes        UNOFFICIAL VERSION 
March 4th, 2021 – 4:30 pm 
Page | 3 

Vice-Chairperson Roter discussed Item E and asked for background regarding the recruitment. His 
inquiry included position vacancy status and the practice of hiring a candidate before the list is 
presented for ratification. He also inquired about the singleton rank on the list. Erin Arinez, Classified 
Personnel Supervisor, responded to questions about the recruitment, including confirmation of 
position vacancy. She explained that the recruitment is difficult due to the variety of licenses and 
certifications required. Chairperson Goldstein thanked Vice-Chairperson Roter for pulling the item and 
commented that some positions are uniquely difficult to recruit for.  

Chairperson Goldstein asked about the Family Engagement and Equity Specialist recruitment and the 
lengthy testing interval. Commission staff explained that the volume of candidates, coupled with the 
challenges of working remotely, resulted in an extended testing duration. 

Vice-Chairperson Roter made a motion to approve eligibility list E; Commissioner Davis seconded the 
motion, 
Approved 3-0 

8. Closed Session
The Commission went into closed session at 5:05 pm to discuss the Executive Director of Classified
Personnel recruitment. 

9. Report from Closed Session
The Commission came out of closed session at 5:52 pm. Chairperson Goldstein reported that no actions
were taken. She shared that the Commission discussed the dimensions of the recruitment for the
Executive Director of Classified Personnel.

10. Public Comments
President Hernandez reported that he had just learned that the Adult School would be closing through
the end of the year and, as a result of this action, some of the Custodians assigned to the Adult School
would be moved. He said that one Security Officer had already been moved. Mr. Hernandez expressed
concern about work prospects of the employees who work at the Adult School.

Mildred Scherr, Adult School Program Specialist, stated that the District is doing things that are not
conducive to its employees' livelihood. She asked about the plan for the Classified employees that work
at the Adult School and expressed her concern that the closure would result in layoffs. Ms. Scherr stated
that a closure like this must be negotiated with the Union.

11. Next Meeting
The next regular meeting will be held on April 1st at 4:30 pm.

12 Adjournment 
The meeting was adjourned at 5:58 pm. 
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Respectfully Submitted, 

  Philip J. Gordillo        03/01/2021 

Philip J. Gordillo          Date 
Secretary, Personnel Commission 

Approved, 

Heidi Goldstein       03/04/2021 
Heidi Goldstein          Date 
Chairperson, Personnel Commission 
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Examinations Administered in the Month of March 2021: 
Classification Written Oral Performance
After School Program Supervisor 12
Nutrition Services Satellite Operator 4 2
Nutrition Services Assistant 2 3
Instructional Assistant II, Special Education 5 5
Facilities Security Officer 4 1
Home School Liaison 7
Instructional Assistant - Early Childhood Education 13 9
Computer Technician II 9
Student Systems Analyst 4
Telecomunications/Electronics Specialist* 3 2
* February

New Hires/New Assignments/Promotions Processed in the Month of March 2021: 

Name- Employment Type- Classification- Location/Dept.

Ahmed, Nabateh New-Hire
Family Engagement & 
Equity Specialist Office of Family Engagement & Equity

Anderson, Roland Promotion
Telecommunications/ 
Electronics Specialist Technology

Gurung, Tenzin New-Hire Grounds Gardener Maintenance

Lontok, Jr., Reynaldo Promotion Custodian II Willard

McGary, Ramona New-Hire
Family Engagement & 
Equity Specialist Office of Family Engagement & Equity

Richmond, Brian New-Hire
Vehicle & Equipment 
Mechanic Transportation
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Berkeley Unified School District
Merit System

Eligibility List for :  After School Program Supervisor
(Open and Promotional)

Written Examination:  February 15, 2021
Oral Examination:      March 2, 2021

List Established by Personnel Commission: April 1, 2012 to expire March 31, 2022

Promotional
1 Brazil McIntyre

Open
1 Maria Wasserman
2 Trina Fields
3 Harold Dichoso
3 Ricardo Quezada

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission
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Berkeley Unified School District
Merit System

Eligibility List for :  Facilities Security Officer
(Open)

Written Examination:  February 24, 2021
Oral Examination: March 10, 2021

Open
1 Michael Keuth

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: April 1, 2021 to expire March 31, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Instructional Assistant - Early Childhood Education
(Open)

Written Examination:  March 2, 2021
Oral Examination: March 16, 2021

Open
1 Taylor Kennedy
1 Jasmine Young**
2 Justin Yu
3 Zea Stoner
4 Jamilah Hassan*
5 Rosarin Fahn
5 Johanna Mota Garcia
6 Ora Puckett*
7 Alejandra Martinez
7 Virsil Mitchell
8 Juana Garcia
9 Alana Engalla**

10 Ofelia Cabral Coelho*

* Eligibility to expire July 8, 2021
** Eligibility to expire February 2, 2022

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: April 1, 2021 to expire March 31, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Instructional Assistant II, Special Education
(Open)

Written Examination:  March 2, 2021
Oral Examination: March 9, 2021

Open
1 Gabriela Morelan
2 Michele Bale
3 Jared Woods*
4 Kamika Curry
5 Nai Saechao
6 Jordan Powell-Smith

* Eligibility to expire January 13, 2022

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: April 1, 2021 to expire March 31, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Nutrition Services Assistant
(Open)

Written Examination:  February 23, 2021
Performance Examination: March 4, 2021

Open
1 Roy Eric Pingol
2 Myla Branche

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: April 1, 2021 to expire March 31, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Nutrition Services Satellite Operator I
(Open)

Written Examination:  February 23, 2021
Performance Examination: March 4, 2021

Open
1 Rolando Paez
2 Mary Fung

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission: April 1, 2021 to expire March 31, 2022
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Berkeley Unified School District
Merit System

Eligibility List for :  Telecommunications/Electronics Specialist
(Promotional)

Written Examination:  February 2, 2021
Oral Examination: February 24, 2021

Promotional
1 Roland Anderson

Philip Gordillo Date
Secretary, Personnel Commission

Heidi Goldstein Date
Chairperson, Personnel Commission

List Established by Personnel Commission:  April 1, 2021 to expire March 31, 2022
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

April 1, 2021 

AGENDA ITEM NO.8. a. 
SUBJECT: ESTABLISH PAYROLL AND BENEFITS MANAGER CLASSIFICATION AND RECOMMEND 

SALARY PLACEMENT BE SET AT RANGE 78 ON SCHEDULE 54. 

BACKGROUND INFORMATION 
The Berkeley Unified School District has requested that the Payroll and Benefits Manager 
classification be established in support of the Business Services Division specifically to oversee both 
the payroll unit and the employee benefits unit. 

This new classification and ultimate position will replace the Payroll Supervisor and, as previously 
stated, merges oversight of the functions of payroll, adding supervision of employee benefits.  
Specifically, this new classification will ensure that District employees are paid in an accurate and 
timely manner and receive appropriate employee benefits. 

The Board approved the Payroll and Benefits Manager classification duties on March 24, 2021.  
Personnel Commission staff surveyed internal management positions and determined the salary 
range recommendation be assigned to Range 78 on Schedule 54.   

INTERIM EXECUTIVE DIRECTOR’S RECOMMENDATION 
Approve the classification Payroll and Benefits Manager and salary placement recommendation at 
range 78 on schedule 54. 

Step 1 Step 2 Step 3 Step 4 Step 5 
Schedule 54, Range 78 9019.00 9463.00 9934.00 10426.00 10945.00 

ATTACHMENT A



Payroll and Benefits Manager 2021 

BERKELEY UNIFIED SCHOOL DISTRICT 
Human Resources Department

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Payroll and Benefits 
Manager 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: Business Services CLASSIFICATION: Classified Management 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: Exempt 

WORK YEAR: 
HOURS: 

12 months/Calendar 2000 
8 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board  
   Commission 

03/24/2021 
SALARY GRADE: Schedule:  54 

Range: 78 

BASIC FUNCTION: 

Under general direction of the Director of Fiscal Services, organize and oversee payroll and employee benefits 
operations and activities to assure District employees are paid in an accurate and timely manner and receive 
the appropriate employee benefits; review, edit, approve and process District payroll; analyzes and administers 
various components of the employee benefits’ programs; coordinate, oversee and participate in the 
preparation and maintenance of a variety of automated and manual records and reports related to the payroll 
and employee benefits function; train and evaluate the performance of assigned personnel. 

REPRESENTATIVE DUTIES: 
ESSENTIAL DUTIES: 

• Organize and oversee payroll and employee benefits operations and activities to assure District
employees are paid in an accurate and timely manner and receive the appropriate employee benefits;
review, edit, approve and process District payroll; oversee the processing of payroll-related forms and
applications; review, edit, approve and process District payroll; assure payroll activities comply with
established laws, codes, regulations, policies and procedures

• Coordinate, oversee and participate in the preparation and maintenance of a variety of automated and
manual records and reports related to the payroll and employee benefits function including, but not
limited to, time sheets, pay rates, salary adjustments, retirement, workers compensation as well as
benefit programs for medical, dental and vision coverages; review information for accuracy, identify
discrepancies, make corrections and resolve problems as necessary; assure accuracy of personnel
information

• Oversee and coordinate communications, information and personnel to assure smooth and efficient
payroll and employee benefit activities; establish payroll timelines and priorities; assure proper and
timely resolution of payroll and employee benefit discrepancies, issues and conflicts

• Review, reconcile, process, and submit District payroll tax returns, W2s, PERS, STRS and Tax-Sheltered
Annuities (TSA) retirement reports

• Coordinate payroll and employee functions with various governmental agencies, employee benefit
providers and outside organizations; coordinate and assure proper processing, application and
maintenance of employee benefits, insurance enrollments, billing information, and employee
deductions

ATTACHMENT A



Payroll and Benefits Manager 2021 

• Provide consultation concerning payroll processes, policies and procedures; respond to inquiries,
resolve issues and conflicts and provide technical information concerning calculations, pay rates,
benefits, taxes and leave; investigate and resolve payroll discrepancies

• Evaluates expenditures for conformance with the California School Accounting Manual (CSAM)

• Oversee and participate in the input of payroll, payroll tables, personnel and related data into an
assigned computer system; maintain various automated records; initiate queries and generate
computerized lists and reports; assure accuracy of input and output data

• Make recommendations to appropriate personnel regarding other payroll-related matters and
processes including changes or enhancements to automated system, contract or pay issues, and health
deduction processing issues

• Analyze current benefits, evaluating usage, services, cost, and competitive trends in benefits programs;
prepare, collect and organize data for actuarial assessment; monitor administrative costs of benefit
programs and recommend cost containment strategies including alternative methods for
administration and funding

• Oversee the Open Enrollment period; conduct employee meetings to explain benefit programs, conduct 
enrollments, and provide training to employees on benefit plans

• Reconcile and balance billings for group health, and any other form of billing that may fall within the
scope of benefits; maintain employee and retiree enrollment records for group health program, benefit
changes, and plan compliance

• Maintain up-to-date and thorough knowledge of all benefit provisions and eligibility requirements,
including, but not limited to health and welfare and section 125 plans; coordinate the supplemental
benefits programs as needed

• Work closely with third party administrators (TPA’s) to provide accurate accounting for the 403b and
457 retirement savings plans; assist employees in communicating with the TPA to ensure reasonable
responses to employee concerns and accuracy in the application of policies

• Maintain all active employee and COBRA enrollment records for the group health program, as well as
an up-to-date, timely and accurate correspondence of all benefit changes to participants

• Train and evaluate the performance of assigned personnel; interview and select employees and
recommend transfers, reassignment, termination and disciplinary actions; assign employee duties and
review work for accuracy, completeness and compliance with established requirements

• Operate a variety of office equipment including a computer and assigned software related to payroll
and employee benefits

• Performs all other related duties as assigned.

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Organization and direction of payroll and benefits operations and activities 
Advanced principles and techniques involved in payroll and benefits preparation and processing Tax 
withholding, voluntary deductions, garnishments and supplemental insurance Preparation, maintenance, 
verification and processing of payroll records and reports Generally accepted accounting principles, practices 
and procedures 
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Payroll and Benefits Manager 2021 

Preparation, review and control of assigned accounts District payroll policies and objectives Financial and 
statistical record-keeping techniques 
Preparation of financial statements and comprehensive accounting reports 
Applicable laws, codes, regulations, policies and procedures 
Advanced payroll functions of an educational organization Principles and practices of data processing 
Principles and practices of supervision and training Technical aspects of field of specialty 
Operation of a computer and assigned software Oral and written communication skills 
Interpersonal skills including tact, patience and courtesy Arithmetic computations 
Principles and practices of budget preparation, monitoring and control in a school system; principles and 
practices of school finance 
Federal laws dealing with employee benefits, including IRS and HIPAA regulations 

ABILITY TO: 
Organize and oversee payroll and employee benefit operations and activities to assure District employees are 
paid in an accurate and timely manner and receive the appropriate employee benefits 
Coordinate, oversee and participate in the preparation and maintenance of a variety of automated and manual 
records and reports related to the payroll function 
Communicate effectively both verbally and in written form 
Establish and maintain professional and effective working relationships with employees, supervisors, other 
departments, and external entities each of which require cooperative efforts on both sides. 
Maintain and ensure the confidential nature of the Fiscal and Human Resource departments 
Train and evaluate the performance of assigned personnel 
Coordinate communications, information and personnel to assure smooth and efficient payroll and employee 
benefit activities 
Establish trust and cooperative relationships with all groups of employees 
Oversee overall record keeping of the District and State/Federal benefits with high accuracy and attention to 
detail 
Assure proper and timely resolution of payroll discrepancies, issues and conflicts 
Monitor, audit, adjust and reconcile payroll data 
Identify, investigate and resolve payroll errors and discrepancies 
Participate in the development and implementation of payroll system enhancements Interpret, apply and 
explain laws, codes, rules, regulations, policies and procedures 
Establish and maintain cooperative and effective working relationships with others 
Operate a computer and assigned office equipment 
Determine appropriate action within clearly defined guidelines Meet schedules and timelines 
Work independently with little direction 
Plan and organize work 
Make arithmetic computations with speed and accuracy 
Prepare detailed and concise records, files and reports 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: Bachelor’s degree in finance, human resources or a related field and five (5) 
years of increasingly responsible professional experience in payroll, retirement reporting, and employee benefit 
management, school finance or governmental accounting and/or fiscal management procedures. 

LICENSES AND OTHER REQUIREMENTS: 

Valid California driver's license; use of personal vehicle, and proof of insurance preferred 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office environment 
Driving a vehicle to conduct work 

ATTACHMENT A



Payroll and Benefits Manager 2021 

PHYSICAL DEMANDS: 
Hearing and speaking to exchange information and make presentations Seeing to read a variety of materials 
Dexterity of hands and fingers to operate a computer keyboard 

HAZARDS: 
Contact with dissatisfied or abusive individuals 

ATTACHMENT A



PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

April 1, 2021 

AGENDA ITEM NO. 8.b 
SUBJECT: ESTABLISH SUSTAINABILITY PROGRAM COORDINATOR CLASSIFICATION AND 

RECOMMEND SALARY PLACEMENT BE SET AT RANGE 64 ON SCHEDULE 54. 

BACKGROUND INFORMATION 
The Berkeley Unified School District has requested that the Sustainability Program coordinator 
classification be established in support of the Facilities and Operations Division. Specifically, this new 
classification will continue progress towards the Sustainability and Resiliency Master Plan goals. 

As the Personnel Commission may be aware, the Berkeley Unified School District undertook a year-
long process (2018) to plan, and the implement Sustainability and Resiliency Master Plan to: 

 reduce the environmental footprint of schools

 save money, and

 promote environmental literacy for our students.

This new classification and ultimate position will supervise, plan, organize, and direct operations 
involved in the sustainability activities District-wide and, most importantly, assist in developing and 
implementing the District’s Sustainability Program. 

The Board approved the Sustainability Program Coordinator classification duties on March 24, 2021.  
Personnel Commission staff surveyed internal management positions and determined the salary range 
recommendation to Range 64 on Schedule 54.   

INTERIM EXECUTIVE DIRECTOR’S RECOMMENDATION 
Approve the classification Sustainability Program Coordinator and salary placement recommendation 
at range 64 on schedule 54. 

Step 1 Step 2 Step 3 Step 4 Step 5 
Schedule 54, Range 64 6422.00 6736.00 7073.00 7420.00 7797.00 
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SUSTAINABILITY PROGRAM COORDINATOR 2021 

BERKELEY UNIFIED SCHOOL DISTRICT 
Human Resources Department

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Sustainability Program 
Coordinator 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: Maintenance 
Department  

CLASSIFICATION: Classified Management 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: Exempt 

WORK YEAR: 
HOURS: 

12 months/Calendar 2000 
8 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board  
   Commission 

03/24/2021 
SALARY GRADE: Schedule:  54 

Range: 64 

BASIC FUNCTION: 

Supervise, plan, organize and direct operations involved in the sustainability activities District-wide; coordinate 
and oversee staff, parent, community and student groups; facilitate communications and information to meet 
organizational needs and assure smooth and efficient activities; assist in the development and implementation 
of the District’s Sustainability Program: green buildings and schoolyards, transportation, water, energy, waste, 
food, schoolyards, eco-literacy and nature-based, education-related components; train and evaluate the 
performance of assigned personnel.  

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES:  

• Plan, coordinate, establish and oversee groups at the school sites, including student green teams,
parent green teams and teacher leaders

• Work with department managers, supervisors, principals and other staff to coordinate sustainability
activities throughout the district

• Train and evaluate the performance of assigned staff, interns and fellows; interview and select
employees and recommend transfers, reassignment, termination and disciplinary actions; assign
employee duties and review work to assure compliance with established guidelines and procedures

• Coordinate districtwide communications about the Alameda Safe Routes to School Program

• Coordinate the dissemination of transit affordability programs for students such as the Student Transit
Pass Program

• Prepare and distribute a variety of correspondence in the coordination of sustainability activities; assist
with the preparation of contract specifications as requested; review, interpret and recommend changes 
to project plans, blueprints and specifications

• Monitor and assure adequate levels of waste bins and other sustainability supplies; coordinate the
purchase of equipment and supplies as appropriate; prepare purchase requisitions and process invoices

• Attend and conduct a variety of meetings as assigned
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SUSTAINABILITY PROGRAM COORDINATOR 2021 

• Provide leadership in developing, implementing and training staff on green and sustainable practices,
including Bay-Friendly methods

• Plan and coordinate district-wide sustainability competitions throughout the year. This includes zero
waste, energy conservation, water conservation, earth week, etc.

• Monitor progress of the District’s goals towards sustainability

• Monitor progress of sustainability projects; inspect completed projects for accuracy, completeness and
compliance with established practices and specifications

• Participate in the development and implementation of sustainability projects; coordinate projects with
vendors and outside contractors; review work of outside contractors to assure compliance with
established standards, contracts and specifications

• Serve as a technical resource to personnel concerning a variety of sustainability practices, projects and
activities; respond to inquiries and provide detailed and technical information regarding related laws,
codes, regulations, policies and procedures

• Present to the Board, site staff, parent groups and other stakeholder groups on sustainability plans and
accomplishments

• Prepare and maintain a variety of reports, records and files related to projects, financial activity,
inventory, inspections and assigned duties

• Communicate with outside agencies and organizations, inspectors, architects, and the public to
exchange information, coordinate   activities and resolve issues or concerns

• Provide leadership in the development and implementation of sustainability standards, including
emerging knowledge, technology, skills, standards and best practices and providing training to staff

OTHER DUTIES: 
Perform related duties as assigned 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF:  
Organization and direction of sustainability personnel 
Sustainability procedures including all eight sectors 
Methods and materials used in waste, water, energy and other resource reduction and conservation  
Applicable codes, ordinances, requirements, regulations and safety precautions  
Inventory practices and procedures  
Health and safety regulations  
Record-keeping and report preparation techniques 
Policies and objectives of assigned programs and activities  
Oral and written communication skills  
Principles and practices of supervision and training  
Interpersonal skills using tact, patience and courtesy  
Operation of a computer and assigned software  

ABILITY TO:  
Design, develop and deliver competitions and training programs 
Coordinate personnel, communications and information to meet organizational needs and assure smooth and 
efficient activities  
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SUSTAINABILITY PROGRAM COORDINATOR 2021 

Plan, develop and implement sustainability projects  
Inspect projects for accuracy, completeness and compliance with established specifications 
Organize work, set priorities, establish goals and objectives  
Communicate effectively both orally and in writing  
Interpret, apply and explain rules, regulations, policies and procedures  
Establish and maintain cooperative and effective working relationships with others  
Operate a computer and assigned office equipment   
Meet schedules and timelines  
Work independently with little direction  
Plan and organize work  
Prepare records and reports related to assigned activities  

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: Bachelor’s degree with major coursework in environmental science, renewable 
energy, horticulture or a closely related field, or three years of progressively responsible experience in 
developing, coordinating, implementing and evaluating sustainability programs. 

LICENSES AND OTHER REQUIREMENTS: 

Valid California driver’s license  

WORKING CONDITIONS: 

ENVIRONMENT: 
Indoor and outdoor work environment 
Seasonal heat and cold or adverse weather conditions 
Driving a vehicle to conduct work 

PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate tools and equipment computer keyboard 
Seeing to inspect projects and read a variety of materials 
Perform work that involves lifting, carrying, pushing or pulling objects   
Sitting or standing for extended periods  

HAZARDS: 
Exposure to seasonal heat and cold or adverse weather conditions 
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

April 1, 2021 

AGENDA ITEM 8.c. 
SUBJECT: REVISION OF CLASS DESCRIPTION, NUTRITION SERVICES SATELLITE OPERATOR I 

BACKGROUND INFORMATION 
The Berkeley Unified School District operates a food nutrition program for our students.  Several 
classifications support the program, including Nutrition Services Assistant (Range 26, Schedule 57); and 
Nutrition Services Satellite Operator I (Range 31, Schedule 57). 

These two classifications require what is known as a “food handler’s card,” officially referred to as 
ServSafe Certification.  The certification is approved for three (3) years.  The Nutrition Services 
Assistant's minimum qualifications allow the certificate to be obtained during the first 30 days of 
employment.  However, the Nutrition Services Satellite Operator's minimum qualifications I specify the 
ServSafe Certification will be obtained through a proctored test. 

In the best interests of ensuring Nutrition Services open positions engage as many applicants as possible 
for the Nutrition Services Satellite Operator I, the District requests to revise the class description for 
Nutrition Services Satellite Operator I to enable new hires to obtain the ServSafe Certification within 
the first 30 days of employment. The adjusted minimum qualifications for Nutrition Services Satellite 
Operator I do not require a change in the assigned salary range. 

INTERIM EXECUTIVE DIRECTOR’S RECOMMENDATION 
It is recommended that the Personnel Commission approve the revised class description for Nutrition 
Services Satellite Operator I as described above. 
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NUTRITION SERVICES SATELLITE OPERATOR BUSDFinal 

BERKELEY UNIFIED SCHOOL DISTRICT 
Human Resources Department

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Nutrition Services 
Satellite Operator I 

REPORTS TO: Assigned Supervisor 

DEPARTMENT/SCHOOL: Nutrition Services CLASSIFICATION: Non-Administrative 
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 

Non-Exempt WORK YEAR: HOURS: 10 months/Calendar 5004 
7.5 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board 
   Commission 

June 29, 2016 
July 15, 2016 

SALARY GRADE: Schedule: 57 
Range: 31 

BASIC FUNCTION: 

Under the direction of an assigned supervisor, oversee and participate in the operation of the satellite kitchen 
at an assigned elementary or middle school site; prepare and serve hot and cold food items; maintain satellite 
kitchen facilities and equipment in a clean and sanitary condition; perform cashiering duties; lead, train, and 
provide work direction and guidance to Nutrition Services staff; may also work in the central kitchen to assist in 
preparing and packaging meals for transport to assigned satellite location(s). 

DISTINGUISHING CHARACTERISTICS: 

Incumbents in the Nutrition Services Satellite Operator I classification are responsible for the operations, food 
service and staff assigned to an elementary and middle school serving kitchen site.  

Incumbents in the Nutrition Services Satellite Operator II operate a high school serving kitchen requiring food 
cooking and preparation with a more diverse menu and a larger staff.   

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 

• Oversee and participate in the operation of the satellite kitchen at an assigned elementary school site;
determine appropriate quantities of food items to meet student needs; assure related food service
activities comply with established safety and sanitation requirements

• Prepare and serve hot and cold food items; observe quality and quantity of food served according to
established procedures; assure proper temperature of foods; heat, arrange and distribute food items
according to established procedures and portion control standards

• Oversee and participate in maintaining satellite kitchen facilities and equipment in a clean and sanitary
condition; clean serving counters, food containers and food service equipment; operate dishwashers
and wash trays, pots, pans, plates, utensils and other serving equipment as assigned; observe and
enforce health and sanitation requirements

• Lead, train, and provide work direction and guidance to Nutrition Services staff; assign staff duties and
review work for accuracy and completeness
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NUTRITION SERVICES SATELLITE OPERATOR BUSDFinal 

• Prepare food and beverages for sale; count and set-up plates, trays and utensils; stock condiments, food 
items and paper goods; order, pick up, inspect, receive, store and rotate food items and supplies as
directed; stock bins with food supplies; conduct daily inventories as directed, and arrange for
adjustments in deliveries if necessary

• Perform cashiering duties; count money and make correct change; prepare, balance and verify cash
drawers; review and verify receipts; prepare bank deposits as directed

• Operate standard food service equipment such as ovens, warmers and food service machines

• Communicate with students and staff as well as supervisors to exchange information and resolve issues
or concerns

• Serve food to students and staff according to specified time schedules

• Maintain a variety of records related to food items, inventory, sales and assigned activities; prepare
routine food service reports

OTHER DUTIES: 
Perform related duties as assigned 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
School food service operations 
Quantity food preparation including assembling and heating food items and ingredients 
Sanitation and safety practices related to preparing, handling and serving food 
Methods, equipment and techniques used in large-quantity food assembly 
Oral and written communication skills 
Interpersonal skills using tact, patience and courtesy 
Principles of training and providing work direction 
Health and safety regulations 
Inventory practices and procedures 
Portion control techniques 
Storage and rotation of perishable food 
Mathematic calculations and cashiering skills 
Proper lifting techniques 
Record-keeping techniques 

ABILITY TO: 
Oversee and participate in the operation of the satellite kitchen at an assigned school site 
Prepare and serve hot and cold food items to students and staff 
Maintain satellite facilities and equipment in a clean and sanitary condition 
Perform cashiering duties and make change accurately 
Lead, train and provide work direction and guidance to assigned Nutrition Services staff  
Determine appropriate quantities of food items to meet student needs 
Operate standard kitchen equipment safely and efficiently 
Follow and assure compliance with health and sanitation requirements 
Store and rotate food supplies in storage areas according to established procedures 
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Conduct daily inventories and order appropriate amounts of food items and supplies 
Communicate effectively both orally and in writing 
Establish and maintain cooperative and effective working relationships with others 
Meet schedules and time lines 
Work independently with little direction or supervision 
Add, subtract, multiply and divide quickly and accurately 
Maintain various records related to work performed 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to:  graduation from high school and two years increasingly responsible experience 
in the preparation and serving of food in large quantities including work with inventory functions 

LICENSES AND OTHER REQUIREMENTS: 

Valid and appropriate ServSafe food service certification obtained through a proctored exam 
Positions in the class require ServSafe Certification to be obtained during the first 30 days of employment. 

WORKING CONDITIONS: 

ENVIRONMENT: 
Food service environment 
Subject to heat from ovens 

PHYSICAL DEMANDS: 
Standing for extended periods of time 
Hearing and speaking to exchange information 
Lifting, carrying, pushing or pulling objects typically weighing up to 50 and up to 60 pounds with assistance 
Dexterity of hands and fingers to operate food service equipment and perform tasks requiring repetitive motion 
Reaching overhead, above shoulders and horizontally 
Bending at the waist, kneeling or squatting 
Seeing to monitor food quality and quantity and to read small print 

HAZARDS: 
Heat from ovens 
Exposure to very hot foods, equipment, metal objects and electrical equipment 
Exposure to cleaning chemicals and fumes 
May be required to work around moving mechanical parts 
May work on or around slippery floors 
Will be required to handle sharp objects such as knives and slicers 
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PERSONNEL COMMISSION 
BERKELEY UNIFIED SCHOOL DISTRICT 

April 1, 2021 

AGENDA ITEM 8. D. 
SUBJECT: PUBLIC HEARING AND FIRST READING OF THE 2021/2022 PERSONNEL COMMISSION 

BUDGET (INFORMATION ONLY) 

BACKGROUND INFORMATION 
Annually, in accordance with Education Code §45253, the Berkeley Unified School District Personnel 
Commission is required to prepare their annual budget for a public hearing and submit their annual 
budget to the County Superintendent of Schools.  This first reading includes updated staff salaries and 
projected expenses for the 2021-2022 school year. This item is for information only allowing the 
Personnel Commission to review the proposed 2021/2022 budget.  In accordance with Education Code, 
the Commission is required to approve this upcoming budget on or before May 30, 2021. 

INTERIM EXECUTIVE DIRECTOR’S RECOMMENDATION 
Review the budget as a presented.  Hold the public hearing as required by the California Education 
Code.  Approve the budget as presented at the meeting of the Personnel Commission on Thursday, May 
6, 2021 and submit to the Superintendent for County Office of Education. 
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ITEMS REQUESTED CODE
Fiscal Year 
2019-2020

Fiscal Year 
2020-2021

Fiscal Year 
2021-2022

Staffing FTE:

1.0 FTE Director, Including Statutory Benefits 2302/7403 $191,021.77 $181,899.81 $182,970.25

1.0 FTE Classified Personnel Supervisor, Including Statutory Benefits 2302/7403 $110,233.92 $116,401.78 $135,320.41

1.0 FTE Human Resources Technician, Including Statutory Benefits 2402/7403 $84,205.14 $93,084.53 $93,486.66

 Subs/Proctors, Including Statutory Benefits (Raters/Panelists) 2416/7403 $8,250.00 $10,000.00 $10,000.00

 Hourly Overtime 2412/7403 $750.00 $1,500.00 $1,500.00

Total Salary Requests $394,460.83 $402,886.12 $423,277.32

* BERRA pay increase deducted from salaries

Other Items:

Books and Other Ref. Material 4200/7403 $500.00 $500.00 $500.00

Other Supplies 4350/7403 $11,000.00 $11,000.00 $11,000.00

Equipment 4400/7403 $4,910.00 $5,210.00 $5,210.00

Travel and Conference 5200/7403 $7,500.00 $7,500.00 $7,500.00

Dues and Memberships 5300/7403 $3,000.00 $3,000.00 $3,300.00

Central Printing - Xerox 5712/7403 $2,500.00 $2,500.00 $2,500.00

Copier Lease - Intrafund 5713/7403 $4,320.00 $4,320.00 $4,320.00

Postage/Federal Express/Certified Mail 5910/7403 $800.00 $500.00 $500.00

Total Other Items $34,530.00 $34,530.00 $34,830.00

Prof/Consulting Svcs & Operating Expenses:

Legal Counsel 5829/7403 $10,000.00 $10,000.00 $10,000.00

Prof/Consulting Svcs 5800/7403 $10,440.00 $10,440.00 $10,440.00

Commissioner Fees 5800/7403 $2,000.00 $2,000.00 $2,000.00

Recruiting/Advertising 5800/7403 $3,500.00 $3,500.00 $6,500.00

Pre-employment Examinations 5800/7403 $10,000.00 $10,000.00 $10,000.00

Applications/Announcements/Copying 5800/7403 $3,200.00 $3,200.00 $3,200.00

Testing 5800/7403 $750.00 $5,750.00 $7,500.00

Drug Testing (Per State Requirement and Union Contract Provisions) 5800/7403 $2,000.00 $2,000.00 $2,000.00

Total Prof/Consulting Svcs & Operating Expenses $41,890.00 $46,890.00 $51,640.00

GRAND TOTAL $470,880.83 $484,306.12 $509,747.32

BERKELEY UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION BUDGET: FISCAL YEAR 2021-2022

DEPARTMENT:  Personnel Commission
DATE:  July 1, 2021 - June 30, 2022
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PERSONNEL COMMISSION 
COMPARATIVE BUDGET REPORT 

FY 2016-2017 to 2020-2021  
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014 Berkeley USD LINUX COMPARATIVE BUDGET REPORT J38194  BDR110   L.00.22 02/17/21 PAGE 0


------------------------------------------------------------------------------------------------------------------------------------


ACCOUNT CLASSIFICATIONS SELECTED FIELD RANGES SELECTED


FD RESC LOC Y BA OBJT GOAL FUNC DDF FI    RANGE

----------------------------------------------------------------   -----------------------


1. 01-0000-???-?-??-????-????-7403-???


2. -    -   - -  -    -    -    -


3. -    -   - -  -    -    -    -


4. -    -   - -  -    -    -    -


5. -    -   - -  -    -    -    -


6. -    -   - -  -    -    -    -


7. -    -   - -  -    -    -    -


8. -    -   - -  -    -    -    -


9. -    -   - -  -    -    -    -


10. -    -   - -  -    -    -    -


Sort/Rollup Digit: FUND RESOURCE�

Page break on field:


By details: OBJECT (Format 1 OBJECT )

Show pennies: No Suppress lines with zeros in all columns: Yes


Restricted field: 02-RESOURCE

Lines per page: 63 Blank lines between each detail: 0

80 Column mode: No Replace Fiscal year with:


Year for Acct format: 2013 Sort detail lines by: Alpha

Include accounts?(Open/Closed/Both): Both Collapse Objects by file: No


* Column 1 *    * Column 2 *    * Column 3 *    * Column 4 *    * Column 5 *    * Column 6 *    * Column 7 *

 Column Title1: ACTUALS ACTUALS ACTUALS ACTUALS ADOPTED EST ACT DIFF

 Column Title2: 2016/17 2017/18 2018/19 2019/20 2020/21 2020/21 2020/21

   Fiscal Year: 2017 2018 2019 2020 2021 2021 2021

   Data Source: G Ledger G Ledger G Ledger G Ledger Budget Dev M:10 Approved Calculated

  Amount Types: Actuals Actuals Actuals Actuals Budget Budget Actuals

  Print Detail: No No No No No No No

 If Zero Print: Blanks Zeros Zeros Zeros Zeros Zeros Blanks

   Calc column: None None None None None None 6-5

 Rest/Unr/Both: Both Both Both Both Both Both Both

   Budget Tfrs: None None None None None Approved None

 Bud Tfrs Date: 99/99/9999 99/99/9999 99/99/9999 99/99/9999 99/99/9999 06/30/2021 99/99/9999

    GL Trans:   None None None None None None None

 GL Trans Date: 99/99/9999 99/99/9999 99/99/9999 99/99/9999 99/99/9999 99/99/9999 99/99/9999

 Suppress Line: No No No No No No No
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014 Berkeley USD LINUX COMPARATIVE BUDGET REPORT J38194  BDR110   L.00.22 02/17/21 PAGE 1


FUND    :01 GENERAL FUND RESOURCE:0000 UNRESTRICTED GEN. EDUC. & OTHR


CALC: 6-5

2016-2017   2017-2018   2018-2019   2019-2020   2020-2021   2020-2021   2020-2021

ACTUALS ACTUALS ACTUALS ACTUALS ADOPTED EST ACT DIFF

2016/17 2017/18 2018/19 2019/20 2020/21 2020/21 2020/21


------------------------------------------------------------------------------------------------------------------------------------

2302 CLASS SUPER & ADMIN MONTH SAL 132,310 175,831 164,506 182,081 207,060 207,060

2316 CLASS. SUPV - LIMITED TERM 60,276 21,166 25,409 16,152 0 0

2317 CLASS SUPVR & ADMIN STIPEND 600 600 0 0 0

2402 CLERICAL TECH & OFC STAFF SAL 50,385 51,964 56,216 59,557 62,508 62,508

2412     CLERICAL TECH & OFC OVERTIME                   555       1,161         650       1,991       2,733       1,885         848-

2416 CLERICAL LIMITED TERM 12,943 5,691 7,308 13,538 10,933 5,642 5,291-

    TOTAL: 2xxx 256,470 256,412 254,689 273,320 283,234 277,095 6,139-


3102 STATE TEACHERS'RET.SYS, CLASS 5 38 102 86 0 0

3202 PUBLIC EMPL. RET. SYS, CLASSIF 22,324 35,716 44,293 56,614 55,801 55,801

3302 MEDICARE - CLASSIFIED 3,659 3,605 3,601 3,843 4,108 4,046 62-

3312 FICA - CLASSIFIED 15,422 15,397 15,359 17,582 17,560 17,297 263-

3402 HEALTH & WELFARE BEN. CLASSIF. 23,374 29,905 32,341 30,590 28,748 28,748

3502 STATE UNEMPLOYMENT INS. CLASSI 149 149 148 91 164 162 2-

3602 WORKERS' COMPENSATION INS.CLSS 5,258 5,257 5,221 5,984 5,806 5,719 87-

3702 RETIREE BENEFITS, CLASSIF. POS 4,287 2,852 3,738 3,728 2,426 2,426

    TOTAL: 3xxx 74,478 92,918 104,803 118,518 114,613 114,199 414-


4200 BOOKS & OTHER REF. MATERIALS 190 583 1,038 0 500 500

4350 OTHER SUPPLIES 6,267 8,886 5,681 4,441 8,197 8,197

4400 EQUIPMENT $500 TO $5,000 2,914 0 4,454 4,537 4,910 4,410 500-

    TOTAL: 4xxx 9,371 9,469 11,172 8,978 13,607 13,107 500-


5200 TRAVEL AND CONFERENCES 5,439 5,691 5,653 3,314 1,000 1,000

5300 DUES AND MEMBERSHIPS 5,600 138 2,807 3,034 3,000 3,000

5712 CENTRAL PRINTING - XEROX 2,500 2,500 2,500 2,500 2,500 2,500

5713 COPIER LEASE - INTRAFUND 4,320 4,320 4,320 4,320 4,320 4,320

5800 PROF/CONSULTING SVCS & OPR EXP 22,371 23,975 27,600 31,362 32,513 32,513

5829 LEGAL FEES 11,846 0 0 0 0 0

5910 POSTAGE/MAILINGS 69 79 217 0 1,300 1,300

    TOTAL: 5xxx 52,145 36,704 43,097 44,530 44,633 44,633


*SUB-TOTAL:1000-7999 392,464 395,503 413,761 445,344 456,087 449,034 7,053-


**TOTAL:1000-5999 392,464 395,503 413,761 445,344 456,087 449,034 7,053-

**TOTAL:1000-6999 392,464 395,503 413,761 445,344 456,087 449,034 7,053-

**TOTAL:1000-7999 392,464 395,503 413,761 445,344 456,087 449,034 7,053-

**TOTAL:8000-8999 0 0 0 0 0
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