Berkeley Unified School District

The Personnel Commission will attend the meeting virtually.

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

Meeting Agenda
February 37, 2022 — 4:30 pm

1. Call to Order Chairperson Goldstein
2. Roll Call & Establishment of Quorum Secretary Castillo
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) January 14™, 2021, Regular Meeting Minutes, p. 2 -5

6. Reports
a) Union Union Representatives
b) District Reports District Representatives
c¢) Commissioners Reports Commiissioners
d) Personnel Director Secretary Castillo

New Hires and Examinations administered in the month of January 2022, p. 6

7. Consent Iltems 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) Instructional Assistant Il, SPED, p. 7

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

a) Request for a Reclassification- T. Wilson, Attachment A

9. 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.

10. Next Meeting Chairperson Goldstein

Follow up items for next Personnel Commission Meeting.

11. Adjournment Chairperson Goldstein

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/

UNOFFICIAL VERSION

Berkeley Unified School District

Personnel Commission Meeting Minutes
January 14, 2022 - 2:30 pm

Call to Order
The meeting was conducted via Zoom meeting # 852 7339 2873 and was called to order at 2:33 pm.

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

Public Comments

Mark Ramia, Instructional Assistant | at Berkeley High School, asserted that the Personnel Commission
was accountable for students' hardships by dint of its actions on Classified personnel matters. He said
that the Personnel Commission has no idea how newly established positions operate at sites, that
supervisors don't know what duties their staffs' positions entail, and have no oversight over their
departments. He also commented that the Personnel Commission’s inability to start the Compensation
and Classification study during the pandemic made no sense.

Approval & Adoption of Agenda

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

Approved, 2-0

Approval of Meeting Minutes

a) November 4th, 2021, Regular Meeting Minutes
Vice-Chairperson Davis made a motion to approve the November 4™ meeting minutes; Chairperson
Goldstein seconded the motion,
Approved, 2-0

b) December 9t 2021, Regular Meeting Minutes
Vice-Chairperson Davis made a motion to approve the December 9t meeting minutes with the
bottom line of text repositioned so that it doesn’t overlap with the page number; Chairperson
Goldstein seconded the motion,
Approved, 2-0

Reports
a) Union
Frank Hernandez, BCCE President, advised that he would provide his report during public comment.

b) District Reports
Glendaly Gascot-Rios, Human Resources Director, said that the District had no report.
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c) Commissioners Reports

Chairperson Goldstein shared that the January Personnel Commission meeting time was moved due
to scheduling conflicts and thanked those attending for their flexibility. She said the commission
would try hard to avoid rescheduling meetings in the future. She reported that the governor's office
had issued its proposed 2022-23 FY budget and said it was encouraging that there was a sizable
surplus which would translate to additional operating funds for the District. She noted that school
staffing has been affected by the current surge of omicron cases, and that the governor's executive
order N-3-22 provides flexible options for temporary certificated staffing. Finally, Chairperson
Goldstein encouraged staff to watch the 12/15/21 Board meeting where a draft listing of 22-23
budget cuts was approved for transmittal to the Alameda County Office of Education.

d) Personnel Director
i. New Hires and Examinations administered in the month of December 2021

Secretary Castillo reviewed examination and personnel activity for December. He reported that
there was substantial activity despite the holiday break. He also noted that new candidates were
added to Instructional Assistant I, SPED, and Instructional Tech- Before and Afterschool eligibility
lists, which were generated and sent to hiring managers before winter break.

Secretary Castillo said he had received one reclassification request and hoped to finalize it and
bring his recommendation to the February meeting. He mentioned that the BCCE performance
evaluation period will begin soon and said he would be sending an email to managers to remind
them to complete evaluations for all of their staff.

7. Consent ltems

Ratification of Eligibility Lists

a) Instructional Assistant Il, SPED

b) Instructional Tech- BASP

c) Nutrition Services Assistant

d) Nutrition Services Satellite Operator

e) Senior Human Resources Technician

f)  School Campus Aide

g) School Administrative Assistant Il
Chairperson Goldstein said she was very impressed with the average testing interval of 7 days for
some of the high-priority recruitments, especially during December when activity often slows due
to the winter break and holidays.
Vice-Chairperson Davis made a motion to approve list a — g; Chairperson Goldstein seconded the
motion,
Approved 2-0

8. Discussion Items
a) Agenda Item Request- S. Bagum
Secretary Castillo noted Ms. Saeeda Bagum’s 13-year tenure with BUSD and her dedication to the
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b)

District. She was recently offered the Instructional Assistant Il, SPED position and, upon reviewing
her request documents, he strongly supported hiring her at the advanced salary step 4, as she
requested. Ms. Bagum thanked Secretary Castillo for his recommendation.

Chairperson Goldstein asked if a salary analysis was done, including other peer districts. She
commented that such analysis would not only substantiate the advanced step placement decisions
but would also provide data useful to a future classification and compensation study. She requested
that such an analysis be prepared for the three positions presented at the January meeting and that
the findings be shared with the commission.

Vice-Chairperson Davis made a motion to approve the advanced salary placement at step 4 for Ms.
Bagum; Chairperson Goldstein seconded the motion,

Approved 2-0

Agenda Item Request- N. Aliga

Secretary Castillo said Human Resources has a dedicated and hardworking staff and noted that Mr.
Nestor Aliga was offered the Senior Human Resources technician position and had requested an
advanced salary step 4 placement. Secretary Castillo explained that due to Mr. Aliga's solid
background and credentials, he recommends that step placement. In addition, he said that Mr. Aliga's
prior experience and expertise would complement the BUSD HR team. Mr. Aliga said that he is
excited at the opportunity to join the BUSD HR team and expressed his appreciation for Secretary
Castillo's recommendation.

Vice-Chairperson Davis made a motion to approve the advanced salary placement at step 4 for Mr.
Aliga; Chairperson Goldstein seconded the motion,

Approved 2-0

Agenda Item Request- A. Frias

Secretary Castillo recommended Ms. Frias's request for an advanced salary placement at Step 3. He
mentioned that the District's Family Engagement & Equity office is short-staffed and is in dire need
of skilled Specialists. He said Ms. Frias, in her role, would support two school sites where her bilingual
skills would be required; and noted her extensive community experience, master's degree and
experience as a science instructor.

Vice-Chairperson Davis made a motion to approve the advanced salary placement at step 3 for Mr.
Frias; Chairperson Goldstein seconded the motion,

Approved, 2-0

9. Public Comments

BCCE President Hernandez stated that the Compensation and Classification study was urgently needed
for classified employees; he asked that the Personnel Commission move forward in engaging the District
to hire a firm to conduct the study. He said that several classes of members continue to perform duties
outside their classifications, and it's unknown if things will ever go back to "normal." He noted in
particular: Nutrition Services, Instructional Assistants, and clerical staff routinely go above and beyond
their regular duties.
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10.

11.

Secretary Castillo said he plans to craft an instructional document to define the process for performance
evaluations and to work with several managers to guide them in successfully completing the evaluation
process. He noted the value of timely, clear performance documentation to a future study.

Denise Diggs-Ray, Administrative Assistant Ill in Student Services, asked how peer groups are reviewed
in salary studies. Chairperson Goldstein explained that salary comparisons at peer districts for similar
roles are often used to set position compensation and internal level placement to be competitive with
other local labor groups. Chairperson Goldstein reiterated the importance of using salary comparables
for advance step placement decisions.

Next Meeting

The next regular Personnel Commission meeting will be on February 3rd at 4:30 pm. Chairperson
Goldstein said that consistent with Board practice to conduct their meetings on Zoom; the Personnel
Commission will utilize the same format until further notice. Secretary Castillo advised that he expected
to set a date in the 2" or 3™ week of February for a special meeting to review recommendations for
revisions to selected sections of the BUSD merit rules.

Adjournment
The meeting was adjourned at 3:24 pm.

Respectfully Submitted,

Charles Castillo 1/31/2022

Charles Castillo Date
Secretary, Personnel Commission

Approved,

XX/XX/2022

Heidi Goldstein Date
Chairperson, Personnel Commission




Examinations Administered in the Month of January 2022:

Classification

Grounds Supervisor

Instructional Assistant Il, Special Education
School Safety Officer

Maintenance Technician

Evaluation and Assessment Analyst

Training &
Experience Written
8
12 8
14
15
12

New Hires/New Assignments/Promotions Processed in the Month of January 2022:

Classification-

Name- Employment Type-
Aliga, Nestor New-Hire
Andrews, Rashad New-Hire
Frias, Alejandra New-Hire
Fossett-Cunningham, Justin New-Hire
Garcia-Becerra, Fabiola New-Hire
Lal, Nirmala Promotion
Luna, Ryan New-Hire
McDermott, Trish Promotion
Pittman, Gwangee New-Hire
Powell-Smith, Jordan New-Hire
Rapine, Jillian New-Hire

Senior Human Resources Technician
Student Welfare & Attendance Specialist
Family Engagement & Equity Specialist
Custodian |

Instructional Assistant Il, SPED

Nutrition Services Satellite Operator |
Computer Technician |

Senior Communications Officer

School Safety Officer

Instructional Assistant Il, SPED

Instructional Assistant Il, SPED

o
S

Performance

Location/Dept.

Human Resources

Berkeley High

Sylvia Mendez/Thousand Oaks
Berkeley High

Franklin CDC

Malcolm X

Technology

Office of the Superintendent
Berkeley High

Longfellow

Oxford



Berkeley Unified School District

Eligibility List for :

Training & Experience Examination:
Written Examination:

Merit System

Instructional Assistant Il, Special Education
(Open and Promotional)

January 19, 2022
January 26, 2022

List Established by Personnel Commission: February 3, 2022 to expire February 2, 2023

Open
1 Noelle Darquea*
2 Yesenia Quintero**
3 Arnasia Higginbotham
4 Grace Martinez
5 Destini Hunter
6 Cherise Ledtje
7 Lena Gallegos*
8 Tanisha Walton

* Eligibility to expire January 13, 2023
**Eligibility to expire December 8, 2022

Charles Castillo
Secretary, Personnel Commission

Date

Heidi Goldstein
Chairperson, Personnel Commission

Date



ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
February 4, 2022

AGENDA ITEM 8. a.
SUBJECT: RECLASS REQUEST IN THE MATTER OF TANISHA WILSON

BACKGROUND INFORMATION

Ms. Tanisha Wilson made the request for a reclassification from her current classification of
Administrative Assistant | to Administrative Assistant Ill. The previous Compliance Officer & Title
IX Coordinator, Stephen Jimenez-Robb, supported this request in writing on October 22, 2021.

Ms. Wilson has worked in the Civil Rights and Compliance office since it was established in 2016.
Due to high turnover in this office at the Director level, Ms. Wilson has been tasked with multiple
duties clearly outside the Administrative Assistant | job classification. Some of those duties have
been addressing the initial intake of harassment claims with students, scheduling follow-up
interviews with students, and all related correspondence and confidential information associated
with those claims. Although the very unpredictable nature of these claims did not provide a
consistent record of two years, there were enough duties performed to equal two years over the
course of 4 years. In addition, high turnover in the office forced Ms. Wilson to manage the
situations at a level of complexity, given the confidential nature of these claims, which far
exceeded the classification of an Administrative Assistant I.

The ongoing responsibilities not associated with an absence of management continue, but they
are not consistent with the level Administrative Assistant Il as requested. The constant and
continuous needs of the office under its current leadership are compatible with the job
classification of an Administrative Assistant Il. These duties are also more consistent with the
proof of work provided by Ms. Wilson.

My review confirms and supports the accretion of job duties at the Administrative Assistant Il for
over the two (2) previous years (EC §45285).

DIRECTOR’S RECOMMENDATION

Ms. Wilson has completed two years of gradual accretion of duties at the Administrative Assistant
Il classification. Accordingly, | recommend that the Personnel Commission approve this
reclassification request and place Ms. Wilson at Administrative Assistant Il.



ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tanisha Wilson Administrative Assistant

Name (Last, First) Classification/Position/Title

BACKGROUND INFORMATION
Name 1 anisha Wilson Class/TitleAdministrative Assistant

Name of School or Depa rtment Title IX and Compliance Office/ District Civil Rights and Compliance Office

Working Title Administrative Assistant

Work Telephone Number 510-486-9352 Ext. 69352

Work Day Begins At9___ Ends§___ Total Hours Per DayZi__
Length of Time in Present Position: 3___Yrs. _ _ __ Mos.

Total Length of Time with the District: 5 Yrs. 9 Mos.

Title of Immediate Supervisor: I1tle IX Coordinator

Name of Immediate Supervisor:N/A

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

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

Administrative Assistant Il

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?

Review, process, and prepare legal documentation needed for Uniform Complaint cases, hearings and final decisions, in order to maintain compliance

with established protocols and regulations of the law; Conduct Investigations and create reports.

Prepare and mail appropriate documentation to notify parents, in order to stay within lawful timelines. Record Investigation notes and complete findings letters.

Assist Tile IX Coordinator and Title IX investigator in gathering information collecting evidence and record keeping.

Page 1 of 8



ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tanisha Wilson Administrative Assistant

Name (Last, First) Classification/Position/Title

SPECIFIC DUTIES AND RESPONSIBILITIES

Representative Duties and Responsibilities:

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

‘ Description ‘ ‘ % of time ‘
Analyze data and prepare complex and technical reports; exercise discretion and schedule appointments on the Coordinators calendar 3 5
Review, process, and prepare legal documentation needed for Superintendent and BUSD Board, OCR, Alameda County and SHAC 2 5
prepare and mail appropriate documentation to notify parents, in order to stay within lawful timelines. 2 O
Create and maintain record keeping Spreadsheet Write Findings letters and investigation notes; Quarterly Williams Reports 1 O
work independently and multi task; function as a liaison between Title IX and District staff, as well as the community, legal and non-legal agencies; maintain confidential data, reports and filing system 1 O

Page 2 of 8



ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tar"Sha W||Son Administrative Assistant 1

Name (Last, First) Classification/Position/Title

What machinery or equipment do you use in performing these tasks?
Desktop, Laptop, Scan Snap Scanner, Label Writer, Fax Copy Machine, Printer,

telephone. Power Point presentation equipment

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

Duties \ \ How Often \

All duties delegated by Title IX Coordination and Compliance Officer and Assist Title IX Investigator; ‘ O ntl n u O u S

working with advisory groups, resources development or related work which demonstrates the knowledge and abilities listed above./

Continuous

Multi-task and prioritize job responsibilities; coordinate office; create and administer processes and procedu

.
res; maintain and establish effective and cooperate working relationships with other ‘ O n t I n u O l I S

effectively analyze situations, identify problems and develop and implement constructive

.
solutions; conduct public meetings and explain proposed plans and policies ‘ O n tl n u O l I S

prepare recomm

.
endations based on statistical findings; field observations and public contacts prepare and edit documentation; communicate effectively orally and in writing; operate personal ‘ O n t I n O l I S

take notes and assist with administrative tasks, Visit School sites to attend meetings and conduct interviews ‘ O ntl n u O u S

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 \

BUSD School Sites/Ptincipals/ VPs ot maon 7o o, o e r o s Continuous

Student Services I 1 (010 [ =1 (=

T ec h no | o) g y Update webiste vith il formaton; povie vaing matrils,conact fomaton mo d er ate
Human Resources R Vo [V 2211

Superl ntendent and Staff Share and data with the Keep and stalf updatec CO nti n O u S
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

- - A . . . A .
REQUESTING PARTY: Tanisha Wilson dministrative Assistant

Name (Last, First)

Classification/Position/Title

Outside Contacts:

With what other organizations, agencies or authorities outside the District
organization do you come in contact (if any) during the normal course or your

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

\ Outside Organization \ \ Reason \ \ How Often \
Alameda County Office of Education Report Complaint Data from Williams Quarterly/Moderate
OCR/Attorneys/ Legal Offices Audit, Provide Data and pertainant case information continous
External School Districts/Sites Gather information/Evidence/ School records As needed!/ infrequent

P 0] I | ce D e p artment Colletand provid frmaion veidence. Assist n preparn cofict esoluons As needed!/ Infrequent

Parent Groups/ Advisory Comittee/ Student Groups

Assist with student needs help create solutions for concerns C O nti n O u S

RECORDS AND REPORTS

Records

What records do you regularly maintain or prepare?
Williams Complaints, Uniform Complaints, District Level Complaints,

Findings Letters, no contact order, UCP Spreadsheet, brochures, powerpoint presentations

Reports

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

prepared?
‘ Title of Report ‘ ‘ Reason ‘ ‘ Sent to ‘ ‘ How Often ‘
Williams Comp|aint Data Report Alameda County stores this information in their records Alameda County Department of Ed m O d e rate
T9 Data Re po rt Report to the superintendent Title IX, UCP, DLC Complaints Superintendent/ School board m O d e rate
B u d g et R e p O rt Report of Title IX and Compliance Spending Title IX Office & Compliance Cordinator m O d e rate
Mandated Reporter Training Data Previous responsibility for 3yrs would like compensation Human Resources/ Technology C O n ti n O u S

Page 4 of 8



ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tanisha Wilson Administrative Assistant
Name (Last, First) Classification/Position/Title
DECISIONS
Type
Describe the most difficult and/or major decisions you make in the course of your
work.

Staying in compliance with leagal policy's in regards to what information that our office can share leagally.

Interview questions during investigations, which parties to investigate, what pertinent information need to be collected.

Understanding county state and federal Title IX and compliance laws and Policy's and assist in keeping BUSD in compliance

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?

Title IX officer and or Superintendent reviews all documents, disciplinary actions, Title X and Compliance

information and detemines final decisions of office operations.

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

(include salaries of subordinates)?
$17,489

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

$17,489

Are there other direct or indirect measures of financial impact of your position?

N/A
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tanisha Wilson Administrative Assistant
Name (Last, First) Classification/Position/Title
SUPERVISION
Subordinates

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

DIRECTLY INDIRECTLY

Classification No. Classification No.

N/A

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

If yes please describe:

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.

knowlege of Board Policies, CANRA Reporting Act, Knowledge of County, State and Federal Title IX Regulations

Public Speaking and Powerpoint Presentations. Knowledge of how to conduct Title IX and Compliance investigation.

How to write a findings letter. How to write financial reports and budget. Use of technology; how to create a spreadsheet and operate a database.

How to operate Microsoft office and Google workspace software.
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tanisha Wilson Administrative Assitant |

Name (Last, First) Classification/Position/Title

Abilities

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

Record general complaints, business letter and report writing, editing and proofreading.

Should be comfortable interacting with the public. Strong communiction skills; Good Time management skills.

Ability to work independently. plan, coordinate and organize office activities and coordinate flow of communications & information

; assure smooth and efficient office operations; assure related functions comply with established laws, rules, regulations, policies and procedures.

Receive visitors, including administrators, statff, and the public; provide information or direct toappropriate personnel; exercise independent judgment in resolving a variety of issues; refer difficultissues to the administrator as needed;

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:

Masters of Science: Administration of Justice and Security

Specialized Training (Years and Type):

Title IX investigations; 2yrs, Mandated Reporter Certificate, Sexual Harrassment Prevention Certificate

Previous Experience (Years and Type):
Substitute at various departments and schools within the berkeley unified school district.

Passed exams for Administrative Assistant Il and Administrative Assistant Ill.
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ATTACHMENT A
RECLASSIFICATION REQUEST QUESTIONNAIRE

REQUESTING PARTY: Tanisha Wilson Administrative Assistant |

Name (Last, First) Classification/Position/Title

EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS (cont.)

Licenses, Certification or Registration:

Title IX Investigator,

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

OTHER FACTORS

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

I would like to be compensated for 3 yrs of service as Target Solutions Administrator. A formal position was recently created for that position durinng the time that | was gathering

Information for my reclass. | also performed a variety of duties that I did not list including

perform a variety of complex secretarial and administrative assistant duties to relieve the administrator of administrative and clerical detai

Answer telephones and greet the public professionally. Assure smooth and efficient office operations.

o policies and and objectives of assigned programs and pp laws, codes, policies and proced; keeping and filing

I HAVE READ THE INSTRUCTIONS AND TO THE BEST OF MY KNOWLEDGE, 1
BELIEVE THE INFORMATION PRESENTED HERE IS ACCURATE AND COMPLETE.

Signature of Employee Date

Page 8 of 8



ATTACHMENT A

10/07/2021

Dear Personnel Commission,

| am currently an Administrative Assistant | at Berkeley Unified School District’s (BUSD) District Civil
Rights and Compliance Office, which was formerly known as the Title IX and Compliance Office. | have
been for the past 3 years, working outside of my job class. Therefore, | am requesting a reclass from

Administrative Assistant | to Administrative Assistant IIl.

| assist the Title IX Coordinator and Compliance Officer by providing primary and complex
administrative support on a district wide level. | manage confidential documents, compile information
and prepare and maintain a variety of records, logs and reports related to programs, students,
attendance, staff, projects and assigned duties. | establish and maintain filing systems; revise, verify,
proofread and edit a variety of documents. My daily work duties are distinguishing characteristics of an
Administrative Assistant IIl employee. Recently, the district has expanded the District Civil Rights and
Compliance office by hiring a Title IX Investigator. | have been assisting the Title IX investigator as well,

which has required me to assist not one, but two Administrators.

For the past 3yrs | have had 6 managers and have experienced 14 turnovers. During those transitional
periods, | have worked in the District Civil Rights and Compliance office independently, taking on some
of the responsibilities of a Title IX Coordinator and Compliance officer. | have also taken on some of the
responsibilities of a Title IX investigator. | have written rough drafts for no contact orders, safety plans,
findings letters, final resolutions letters and data reports. | have also interviewed parties involved in
complaints and | have investigated formal complaints. For the last 2 years | have worked as the Target

Solutions Administrator which required me to test and certify all BUSD employees, new and existing, on



ATTACHMENT A

Sexual Harassment, Anti-harassment and Blood Borne Pathogens. | have also hosted PowerPoint

presentations and trainings for BUSD on behalf of the District Civil rights and Compliance office.

During my career at BUSD | have earned and MS Degree in Administration of Justice and Security, as well
as several certificates relating to Title IX and Compliance. | have attended Management Team meetings
which were hosted by the Superintendent; conferences and trainings pertaining to sexual assault and
harassment, discrimination and LGBTQ rights. The District Civil Rights and Compliance office is very
complex and requires each of its employees to know and understand laws and policies surrounding Title

IX and Civil Rights.

To work in my current role, one must display the ability to execute intricate work assignments
accurately and in a timely manner which is a characteristic that | have displayed. | also perform a variety
of complex administrative duties to relieve the administrator of administrative and clerical duties; plan,
coordinate and organize office activities and coordinate flow of communications and information;
assure smooth and efficient office operations; assure related functions comply with established laws,
rules, regulations, policies and procedures. | have been very discrete in retaining confidential

information.

| enjoy working in the District Civil Rights and Compliance office. It is my pleasure to help families and
aid BUSD staff. | am asking that the district recognize the intricacy of this position allot me a reclass to

Administrative Assistant IIl.

Best Regards,

Tanista Welson
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ATTACHMENT A

Certificate of Completion

Q

This certificaie is awarded o

Tanisha Wilson

in recognition of cenification in

Civil Rights Investigator Level One

w5

Brett A. Sokolow, Esq
President, ATIXA
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