Santa Paula Unified School District
PERSONNEL COMMISSION AGENDA

SPECIAL PERSONNEL COMMISSION MEETING
HUMAN RESOURCES OFFICE
500 E. Santa Barbara St,
Santa Paula, CA 93060
Thursday, August 22, 2019 - 3:30 P.M.

Anyone wishing to submit written material regarding an item on this agenda must submit it in time to be included with the agenda
packet. Anyone wishing to speak regarding an item on this agenda must complete a yellow slip identifying the item and hand it to one
of the Commissioners prior to the start of the meeting,

A,

ROLL CALL

A roll call of the Personnel Commission will be conducted.

APPROVAL OF ORDER OF AGENDA ITEMS

PUBLIC COMMENTS
Public comment from the audience during a special meeting are limited to those items appearing on the agenda
only,

NEW BUSINESS —- ACTION OR INFORMATION

1. Approval of Reclassification of Administrative Assistant I to Maintenance Action
and Operations Administrative Assistant
It is recommended that the Personnel Commission approve the Reclassification

ADJOURNMENT




Personnel Commission

SANTA P AULA UNIFIED Karen Djernaes, Chair

Mary Lowe

SCHOOL DISTRICT Tim Hicks

TO: Personnel Commission

FROM: Tommie Sanchez-Reyes, Director Human Resources-Classified
DATE: August 22, 2019

SUBJECT: New Class — Maintenance and Operations Administrative Assistant
RECOMMENDATION:

It is recommended that the Personnel Commission approve the reclassification of Administrative
Assistant I to Maintenance and Operations Administrative Assistant classification specification
and allocate the class to a classified bargaining unit salary range of 18 ($4,066 - $4,945 per
month), the same as the Administrative Assistant II classification.

BACKGROUND:

The incumbent in this position requested a classification study in April 2018. The study was
conducted by BJ Ewing, Practice Manager-Classification & Compensation from CPS HR
Consulting. He recommended that the incumbent remain in her current classification as she
was appropriately classified as an Administrative Assistant I. His recommendation was based
on the information that was provided by the previous Director of Maintenance & Operations.
The incumbent appealed this recommendation and the Personnel Commission agreed to review
the study in six months, once the new Director of Maintenance & Operations had an
opportunity to determine the duties that were being performed by the incumbent.

BASIS FOR RECOMMENDATION:

Based on the information I received from Kevin Schmitz, Director of Maintenance and
Operations, Sheri Staszewski, Assistant Superintendent-Business and Carmina Lira,
Administrative Assistant I, I am recommending the approval of a reclassification. Considering
the additional work assigned to the incumbent and the increased complexity of this position to
support the department, I am recommending a new title and salary range, effective July 1, 2019.

Personnel Commission/Classified Human Resources
500 E. Santa Barbara St., Santa Paula, CA 93060
Phone Number 805+933:8805 Fax Number 805+933:8025
www.santapaulaunified.org



SANTA PAULA UNIFIED SCHOOL DISTRICT

CLASS TITLE: MAINTENANCE AND OPERATIONS ADMINISTRATIVE ASSISTANT

BASIC FUNCTION:

Under the direction of the Director Maintenance and Operations, perform a variety of complex and
responsible secretarial and administrative assistant duties for an assigned department; plan, coordinate
and organize office activities, flow of communications and information for the department
administrator; prepare and maintain a variety of manual and autome&éd records and reports related to
assigned activities; follow-up on work orders and process dep: it ehit requisitions as assigned; perform
a variety of clerical accounting duties as assigned; schedulets; of f§c111t1es District-wide as assigned.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:
Perform a variety of complex and responsible secreta;r.i
coordinate and organize office act1v1t1e§,\ﬂow of commumcatmns and mformatl
efficient office operations. oty

Serve as primary secretary to the ass1gne&i 1«
services for the admmlstrator

2.

Assist with monitori g;the completion of work orders as assigned; generate and submit internal work
orders according to estab "_shed procedures; follow-up on pending, on-hold and overdue work orders
accordingly. D

Perform a variety of clerical accounting duties in support of assigned program or office as assigned;
monitor funds for income and expenditures; calculate, prepare and revise accounting and budgetary
data; process and monitor purchase requisitions and purchase orders; provide Business Office with

general account information as assigned.

Compose, independently or from oral instructions, note or rough draft, a variety of materials such as
inter-office communications, forms, letters, memoranda, bulletins, agenda items, labels, fliers,
requisitions, contracts and other materials; format materials to meet program and office needs,

Input a variety of data into an assigned computer system; establish and maintain automated records and
files; develop spreadsheets, generate various computerized lists and reports as requested; ensure
accuracy of input and output data.
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Research, compile and verify a variety of data and information; compute statistical information for
various reports as necessary; process a variety of forms and applications related to assigned functions;
duplicate and distribute materials as needed.

Facilitate and schedule use of facilities District-wide for District personnel, the public and various
community organizations and perform related duties according to established procedures; process
facilities use applications and paperwork; establish and maintain calendars related to facility use;
disseminate facility use information to appropriate personnel.

Maintain appointment and activity schedules and calendars; coordinate District-related travel
arrangements and hotel reservations as necessary; reserve facilities and equipment for meetings and
other events as needed; compile and prepare agenda items and other required information for meetings,
workshops and other events; set up equipment and supplies for meetings and other events as needed;
take, transcribe and distribute minutes as directed; attend meetings as directed.

Perform special projects and prepare various forms and reports on behalf of the Director; conduct
research and process documents and attend to administrative details on special matters as assigned.

Communicate with personnel and various outside agencies to exchange information and resolve issues
or concerns. Assist in monitoring, scheduling and coordinating with outside agencies to ensure
compliance with agency requirements and mandates.

Operate a variety of office equipment including a calculator, copier, fax machine, computer and
assigned software; operate a two-way radio as assigned by the position; monitor inventory levels of
office and designated supplies and order materials as needed; drive a vehicle to school or other sites as
assigned by the position,

Receive, sort and distribute e-mail and mail; prepare and distribute informational packets as directed.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Department or program organization, operations, policies and objectives.
Policies and objectives of assigned programs and activities.
Terminology, practices and procedures of assigned office.
Record-keeping and filing techniques.

Business letter and report writing, editing and proofreading.

Telephone techniques and etiquette.

Methods, procedures and terminology used in clerical accounting work.
Modern office practices, procedures and equipment.

Proper English usage, grammar, spelling, punctuation and vocabulary.
Data control procedures and data entry operations.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.



Maintenance and Operations Administrative Assistant - Continued Page 3

Oral and written communication skills.
Methods of collecting and organizing data and information.
Mathematic calculations.

ABILITY TO:

Perform a variety of complex and responsible secretarial and administrative assistant duties.
Plan, coordinate and organize office activities, flow of communications and information for the
administrator.

Ensure smooth and efficient office operations.

Learn organizational operations, policies and objectives.

Learn and apply laws, codes, rules, regulations, policies and procedures.

Compose correspondence and written materials independently or from oral instructions.

Type or input data at an acceptable rate of speed.

Answer telephones and greet the public courteously.

Work with many interruptions.

Compile and verify data and prepare reports.

Maintain a variety of records, logs and files.

Utilize a computer to input data, maintain automated records and generate computerized reports.
Establish and maintain cooperative and effective working relationships with others.

Meet schedules and time lines.

Work independently with little direction.

Communicate effectively both orally and in writing.

Add, subtract, multiply and divide with speed and accuracy.

EDUCATION AND EXPERIENCE:

Graduation from high school or its equivalent and four years of increasingly responsible
secretarial or administrative assistant experience involving frequent public contact.

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Constant interruptions.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information in person or on the telephone.
Dexterity of hands and fingers to operate a computer keyboard.

Ability to see to read a variety of materials.

Sitting or standing for extended periods of time.

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



