
 
 

PERSONNEL COMMISSION MEETING 
AGENDA 

 
November 10, 2015 

 

A regular meeting of the Santa Monica-Malibu Unified School District 
Personnel Commission will be held on Tuesday, November 10, 2015, 
in the District Administrative Offices: 1651 16th Street, Santa 
Monica, CA.   

 

I. General Functions: 
 

A. Call To Order 
B. Roll Call 
C. Pledge Of Allegiance 
D. Approval of Agenda for Regular Meeting on November 10, 2015 

 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 

E. Approval of Minutes for Regular Meeting on September 8, 2015 

       
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 

F. Report from the Director of Classified Personnel 
G. Personnel Commissioner Comments/Reports 
H. Communications 
I. Public Comments 

 



If you will require an accommodation to participate in the Commission meeting, please notify the Personnel 
Commission Office at least 48 hours prior to the meeting.  

 

 

 
 

 
 

PERSONNEL COMMISSION MEETING 
AGENDA 

 
Electronically Recorded (AUDIO ONLY) 

November 10, 2015 
 

PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu, Mr. Joseph Pertel and  
Mr. Peter Lippman 
 

A regular meeting of the Santa Monica-Malibu Unified School District Personnel Commission will 
be held on Tuesday, November 10, 2015, in the District Administrative Offices: 1651 16th 
Street, Santa Monica, CA.   

 
 Instructions on Public Comments:  Persons wishing to address the Personnel 

Commission regarding an item scheduled for this meeting must submit the "Request to 
Address" card before consideration of that item.  Persons wishing to address the Personnel 
Commission regarding an item within the Commissions subject matter jurisdiction but not 
scheduled on this meeting's agenda may speak during the Public Comments section by 
submitting the "Request to Address" card before the Commission reaches that section of 
the agenda. 

 
OPEN SESSION  
 
I. GENERAL FUNCTIONS: 
 

A. Call to Order: 
 

B. Roll Call: 
 

C. Pledge of Allegiance:  
 

D. Approval of Agenda for Regular Meeting on November 10, 2015 
 

E. Approval of  Minutes for Regular Meeting on September 8, 2015 
        

F. Report from the Director of Classified Personnel:   
 This is an opportunity for the Director of Classified Personnel to report on items 

relevant to Personnel Commission. 
 

 General Comments and Updates 

 Advisory Rules Committee Update 

 Personnel Directors Association  
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G. Personnel Commissioner Comments/Reports:  
This is time during which a Personnel Commissioner may make a brief 
announcement or report on his/her own activities relative to Commission 
business. This is not a time for discussion. 

 
H. Communications:   

The Communications section provides an opportunity for the Personnel 
Commission to hear from the individuals or representatives listed below.  All 
reports are limited to five (5) minutes or less. 

 
1. SEIU Report  
2. Board of Education Report 
 

I. Public Comments:  
Public Comments is the time when members of the audience may address the 
Personnel Commission on items not scheduled on the meeting’s agenda.  All 
speakers are limited to five (5) minutes.  When there is a large number of 
speakers, the Personnel Commission may reduce the allotted time to three (3) 
minutes per speaker.  The Brown Act (Government Code) states that Personnel 
Commission members may not engage in discussion of issues raised during 
“Public Comments” except to ask clarifying questions, make a brief 
announcement, make a brief report on his or her own activities, or to refer the 
matter to staff. 

 
 

II. CONSENT CALENDAR:   
Items are considered routine, require no discussion, and are normally approved all at 
once by the Personnel Commission. However, members of the Personnel Commission, 
staff, or the public may request an item be clarified and/or discussed. 

  
A.01 Approval of Classified Personnel Eligibility List(s): 

 
Classification                 # Eligibles 

  

Children’s Center Assistant-1, 2, & 3   8 

Executive Director of Facilities, Maintenance, 
and Operations 

11 

Instructional Assistant - Bilingual 8 

Instructional Assistant – Classroom 21   

Paraeducator-1 22 

Paraeducator-3   3 

 
 
III. ACTION ITEMS:   

These items are presented for ACTION at this time.  
 
A.02 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Edwin Baghoomian 

in the classification of HVAC Mechanic at Range: 37 Step: D 
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A.03 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Thong Dao in the 

classification of Technology Support Assistant at Range: 38 Step: F 
 
A.04 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Chauncey Etchison 

in the classification of Custodian at Range: 22 Step: C 
 

A.05 Advanced Step Placement: 
 Approval of the Advanced Step Placement for new employee Eder Goldbach in 

the classification of Paraeducator-1 at Range: 20 Step: B  
 
A.06 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Jai Oni Sly in the 

classification of Paraeducator-1 at Range: 20 Step: B 
 
A.07 Advanced Step Placement: 
 Approval of the Advanced Step Placement for new employee Urvashi Sumaria in 

the classification of Children’s Center Assistant-3 at Range: 19 Step: D 
 
A.08 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Sherrevia Williams 

in the classification of Instructional Assistant - Classroom at Range: 18 Step: C 
  
A.09 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Abigail Young in 

the classification of Paraeducator-3 at Range: 26 Step: B 
 
A.10 Classification Revision:   

Approval of the revisions to the Human Resources Specialist classification within 
the Personnel Services job family. 
 
   

IV. DISCUSSION ITEMS:   
 These items are submitted for discussion only. Any action that might be required will 

generally be scheduled for the next regularly scheduled meeting of the Commission.  
  

 None 
 
 

V. INFORMATION ITEMS:   
 These items are placed on the agenda as information and do not require discussion.  

 
I.01 Advanced Step Placement Status Report 

 I.02 Open Personnel Requisitions Status Report 
 I.03  Filled Personnel Requisitions Status Report 

I.04 Classified Personnel – Merit Report - No. A.12 (for SMMUSD School Board 
 Agenda) 

 October 15, 2015 
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Classified Personnel – Merit Report - No. A.19 

 November 5, 2015 
I.05 Classified Personnel – Non-Merit Report – No. A.13 

 October 15, 2015 
Classified Personnel – Non-Merit Report – No. A.20 

 November 5, 2015 
 I.06  Personnel Commission’s Twelve-Month Calendar of Events  

 2015 – 2016 
I.07 Board of Education Meeting Schedule 

 2015 – 2016 
 
 
VI. PERSONNEL COMMISSION BUSINESS:  
 

A. Future Items: 
 

Subject Action Steps Tentative Date 

Merit Rule 
Revisions 

-Second Reading and Approval of Changes 
to Merit Rules: Chapter III: Classification 
-First Reading of Changes to Merit Rules: 
Chapter IV: Application for Employment 
-Update on Committee’s progress regarding 
Advanced Step Placement  

December 2015 

-Second Reading and Approval of Changes 
to Merit Rules:   
Chapter IV:  Application for Employment  

January 2016 

-First Reading of Changes to Merit Rules:  
Chapter XI: Vacation, Leaves of Absence 
and Holidays 

February 2016 

 
 
 

VII. NEXT REGULAR PERSONNEL COMMISSION MEETING: 
Tuesday, December 8, 2015, at 4:00 p.m. - District Office Board Room 

 
 

VIII. PUBLIC COMMENTS FOR CLOSED SESSION ITEMS ONLY:   
 Persons wishing to address the Personnel Commission regarding an item scheduled 

for closed session must submit the “Request to Address” card prior to the start of 
closed session. 

 
 
IX. CLOSED SESSION:  
 

 No Closed Session 
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X. ADJOURNMENT:   
There being no further business to come before the Personnel Commission, it is 
recommended that the meeting be adjourned. 

 
 
 

Submitted by:  _____________________ 
    Michael Cool 
    Secretary to the Personnel Commission 
    Director, Classified Personnel 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you wish to receive a full copy of the Personnel Commission Agenda Packet, please 
contact the Personnel Commission Office at (310) 450-8338, ext. 70-279. 



If you will require an accommodation to participate in the Commission meeting, please notify the Personnel 
Commission Office at least 48 hours prior to the meeting.  

 

 

 
 

 
 

PERSONNEL COMMISSION MEETING 
MINUTES 

 
Electronically Recorded (AUDIO ONLY) 

September 8, 2015 
 

PERSONNEL COMMISSIONERS:  Mrs. Barbara Inatsugu, Mr. Joseph Pertel and  
Mr. Peter Lippman 
 

A regular meeting of the Santa Monica-Malibu Unified School District Personnel Commission will 
be held on Tuesday, September 8, 2015, in the District Administrative Offices: 1651 16th 
Street, Santa Monica, CA.   

 
 Instructions on Public Comments:  Persons wishing to address the Personnel 

Commission regarding an item scheduled for this meeting must submit the "Request to 
Address" card before consideration of that item.  Persons wishing to address the Personnel 
Commission regarding an item within the Commissions subject matter jurisdiction but not 
scheduled on this meeting's agenda may speak during the Public Comments section by 
submitting the "Request to Address" card before the Commission reaches that section of 
the agenda. 

 
OPEN SESSION  
 
I. GENERAL FUNCTIONS: 
 

A. Call to Order:  The Open Session of the Regular Meeting of the Personnel 
Commission was called to order at 4:02 p.m. 

 
B. Roll Call:  Commissioners Pertel and Lippman were present.  

Commissioner Inatsugu was absent.   
 

C. Pledge of Allegiance:  Jana Hatch, Administrative Assistant, Personnel 
Commission, led all in attendance in the Pledge of Allegiance.  

 
D. Motion to Approve Agenda: September 8, 2015 

 
It was moved and seconded to approve the agenda as submitted.  The 
motion passed. 
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Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 

E. Approval of  Minutes for Regular Meeting on August 11, 2015 
     
Of those present, only Commissioner Lippman attended the August 11, 
2015 PC Meeting.  This item was tabled. 
    

F. Report from the Director of Classified Personnel:   
 This is an opportunity for the Director of Classified Personnel to report on items 

relevant to Personnel Commission. 
 

 General Comments 
o Director Cool introduced himself to the Personnel 

Commission, described his first few days on the job, and 
expressed a desire to learn more about the District before 
making any major changes. 

 
G. Personnel Commissioner Comments/Reports:  

This is time during which a Personnel Commissioner may make a brief 
announcement or report on his/her own activities relative to Commission 
business. This is not a time for discussion. 
 

 Commissioner Pertel welcomed Director Cool to the District. 
 
H. Communications:   

The Communications section provides an opportunity for the Personnel 
Commission to hear from the individuals or representatives listed below.  All 
reports are limited to five (5) minutes or less. 

 
1. SEIU Report  

o None 
 

2. Board of Education Report 
o Dr. Mark Kelly, Assistant Superintendent of Human Resources, 

welcomed Director Cool to the District. 
o Dr. Kelly congratulated everyone on their efforts at the 

beginning of the school year. 
o Dr. Kelly provided an update on the selection process for 

Principal at John Muir Elementary School. 
o Dr. Kelly encouraged the Commissioners to review the 

previous Board of Education meeting in which Jan Maez, 
Associate Superintendent, Business & Fiscal Services/Chief 
Financial Officer, gave a presentation on the District’s financial 
profile. 
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I. Public Comments:  
Public Comments is the time when members of the audience may address the 
Personnel Commission on items not scheduled on the meeting’s agenda.  All 
speakers are limited to five (5) minutes.  When there is a large number of 
speakers, the Personnel Commission may reduce the allotted time to three (3) 
minutes per speaker.  The Brown Act (Government Code) states that Personnel 
Commission members may not engage in discussion of issues raised during 
“Public Comments” except to ask clarifying questions, make a brief 
announcement, make a brief report on his or her own activities, or to refer the 
matter to staff. 

 

 None 

 
 

II. CONSENT CALENDAR:   
Items are considered routine, require no discussion, and are normally approved all at 
once by the Personnel Commission. However, members of the Personnel Commission, 
staff, or the public may request an item be clarified and/or discussed. 

  
A.01 Approval of Classified Personnel Eligibility List(s): 

 
Classification                 # Eligibles 

  
Bus Driver   2 
Instructional Assistant - Classroom 12 
Technology Support Assistant   3 

 
It was moved and seconded to approve the Consent Calendar – II.A.01 
Approval of Classified Personnel Eligibility List(s) as submitted.  The 
motion passed.  
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 
 
III. ACTION ITEMS:   

These items are presented for ACTION at this time.  
 
A.02 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Alberto Areliz in the 

classification of Paraeducator 3 at Range: 26 Step: C 
 

It was moved and seconded to approve the Director’s recommendations for 
item III.A.02 as submitted.  The motion passed. 
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Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
REPORT AND DISCUSSION 
 

 Commissioner Lippman voiced his opposition to the policy of 
advanced step placement (ASP), and stated that he would like to have a 
formal discussion at a future meeting once Director Cool settles in. 

 Commissioner Lippman stated that he would vote in favor of ASP at 
this meeting because only two commissioners are present. 

 Commissioner Pertel reiterated that as they move through the 
subsequent action items, Commissioner Lippman’s comments apply to 
all ASP items. 

 
A.03 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Jan 

Chantarasompoth in the classification of Instructional Assistant - Classroom at 
Range: 18 Step: D 

 
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.03 as submitted.  The motion passed. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 

A.04 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Anilu Colula in the 

classification of Paraeducator 3 at Range: 26 Step: C 
 
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.04 as submitted.  The motion passed. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 
A.05 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Nick Comeau in the 

classification of Physical Activities Specialist at Range: 26 Step: C 
 
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.05 as submitted.  The motion passed. 
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Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.06 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Chloe Hawkins in 

the classification of Instructional Assistant - Music at Range: 20 Step: B 
 
It was moved and seconded to approve the Director’s recommendations for 
item III.A.06 as submitted.  The motion passed. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.07 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Jessica Jackson in 

the classification of Instructional Assistant - Classroom at Range: 18 Step: C 
  
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.07 as submitted.  The motion passed. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.08 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Alaina Krumbach in 

the classification of Occupational Therapist at Range: 61 Step: C 
 

It was moved and seconded to approve the Director’s recommendations for 
item III.A.08 as submitted.  The motion passed. 

 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.09 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Lee Olitt in the 

classification of Physical Activities Specialist at Range: 26 Step: C 
 
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.09 as submitted.  The motion passed. 
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Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.10 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Molly Plowe in the 

classification of Paraeducator 3 at Range: 26 Step: D 
 
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.10 as submitted.  The motion passed. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.11 Advanced Step Placement:  
 Approval of the Advanced Step Placement for new employee Joseph Viesca in 

the classification of Custodian at Range: 22 Step: C 
 
 It was moved and seconded to approve the Director’s recommendations for 

item III.A.11 as submitted.  The motion passed. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.12 Reclassification Study:   

Approval of the reclassification from Library Assistant I to Library Assistant II. 
  

It was moved and seconded to approve the Director’s recommendations for 
item III.A.12 as submitted.  The motion passed. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
REPORT AND DISCUSSION  
 

 Commissioner Lippman asked clarifying questions to confirm that there 
would be a single classification titled Library Assistant. 
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A.13 Classification Revision:   
Approval of the title change to the Library Assistant II classification within the 
Instructional Support job family. 
 
It was moved and seconded to approve the Director’s recommendations for 
item III.A.13 as submitted.  The motion passed. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.14 Classification Revision:   

Approval of the revisions to the Executive Director of Facilities, Maintenance, and 
Operations classification within the Facility Use job family. 
 
It was moved and seconded to approve the Director’s recommendations for 
item III.A.14 as submitted.  The motion passed. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.15 Classification Revision:   

Approval of the revisions to the Lead Vehicle and Equipment Repair Mechanic 
classification within the Transportation job family. 
 
It was moved and seconded to approve the Director’s recommendations for 
item III.A.15 as submitted.  The motion passed. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
A.16 Classification Revision:   

Approval of the revisions to the Vehicle and Equipment Repair Mechanic 
classification within the Transportation job family. 
 
It was moved and seconded to approve the Director’s recommendations for 
item III.A.16 as submitted.  The motion passed. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        
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IV. DISCUSSION ITEMS:   
 These items are submitted for discussion only. Any action that might be required will 

generally be scheduled for the next regularly scheduled meeting of the Commission.  
  

 None 
 
 

V. INFORMATION ITEMS:   
 These items are placed on the agenda as information and do not require discussion.  

 
I.01 Advanced Step Placement Status Report 

 I.02 Open Personnel Requisitions Status Report 
 I.03  Filled Personnel Requisitions Status Report 

I.04 Classified Personnel – Merit Report - No. A.20 (for SMMUSD School Board 
 Agenda) 

 August 12, 2015 
Classified Personnel – Merit Report - No. A.16 

 September 2, 2015 
I.05 Classified Personnel – Non-Merit Report – No. A.21 

 August 12, 2015 
Classified Personnel – Non-Merit Report – No. A.17 

 September 2, 2015 
 I.06  Personnel Commission’s Twelve-Month Calendar of Events  

 2015 – 2016 
I.07 Board of Education Meeting Schedule 

 2015 – 2016 
 
 
VI. PERSONNEL COMMISSION BUSINESS:  
 

A. Future Items: 
 

Subject Action Steps Tentative 
Date 

Merit Rule 
Revisions 

-Approval of Changes to Merit Rules:  
Chapter III: Classification 
-First Reading of Changes to Merit Rules:  
Chapter IV: Application for Employment 

October 2015 

-Approval of Changes to Merit Rules:  
Chapter IV: Application for Employment 
-First Reading of Changes to Merit Rules:  
Chapter V: Recruitment and Examination 

November 
2015 

-Approval of Changes to Merit Rules:  
Chapter V: Recruitment and Examination 
-First Reading of Changes to Merit Rules:  
Chapter VI: Eligibility Lists 

December 
2015 

 
 
 

http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterXV.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterXV.pdf
http://www.smmusd.org/hrs/classified/MeritRules/MeritRulesChapterI.pdf
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VII. NEXT REGULAR PERSONNEL COMMISSION MEETING: 
Tuesday, October 13, 2015, at 4:00 p.m. - District Office Board Room 

 
 

VIII. PUBLIC COMMENTS FOR CLOSED SESSION ITEMS ONLY:   
 Persons wishing to address the Personnel Commission regarding an item scheduled 

for closed session must submit the “Request to Address” card prior to the start of 
closed session. 

 
 
IX. CLOSED SESSION:  
 

 No Closed Session 
 

 
X. ADJOURNMENT:   

There being no further business to come before the Personnel Commission, it is 
recommended that the meeting be adjourned. 

 
It was moved and seconded to adjourn the meeting. 
 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 
 

TIME ADJOURNED:  4:16 p.m. 
 

 
 
 
 
Submitted by:  _____________________ 
    Michael Cool 
    Secretary to the Personnel Commission 
    Director, Classified Personnel 

 
 
 
 
 
 
 
 
 
 
 
If you wish to receive a full copy of the Personnel Commission Agenda Packet, please 
contact the Personnel Commission Office at (310) 450-8338, ext. 70-279. 



 

 

 

 

 

II.  Consent Calendar: 
 

 
Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Peter Lippman        

Joseph Pertel        

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

III. Action Items: 
 

 

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 

AGENDA ITEM NO: III.A.02 
 
SUBJECT: Advanced Step Placement – Edwin Baghoomian 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
HVAC Mechanic 
 

Employee:   
Edwin Baghoomian  

Calculation of 
Advanced Step 
Recommendation  

Education: 

 none 

 

 Edwin has a high school 
diploma  

0  level of education 
above the required 
level  

=0 Step Advance 

Experience: 

 Three (3) years journey-level HVAC & 
refrigerant experience. 

 

 Edwin has over eleven years’ of 
journey-level HVAC & 
refrigerant experience. 

 

 

2  (3-year periods) of 
experience above the 
required level  

=2 Step Advance 

(Max. allowed) 

LICENSES AND OTHER 
REQUIREMENTS: 

 Possession of a valid California Driver’s 
License. 

 Insurable by the District’s carrier 
 Valid Universal EPA certification 
 Certification in Freon recovery 

 

 

 

 Edwin meets requirements 

 

 

 

0  level of license’s 
above required level  

=0 Step Advance 

 

Difficulty of Recruitment: 

 The Director of Classified Personnel 
determines the recruitment was difficult as 
evidenced by a failure to obtain three (3) 
ranks, or by concluding that it would be 
very challenging to find alternative 
qualified applicants 

 

 Edwin was one of two ranks 
available from the most 
recent recruitment  

 The Director has concluded 
that it would be very 
challenging to find alternative 
qualified applicants 

Less than 3 ranks and 
concluded challenge of 
finding alternative 
qualified applicants 

= 1 Step Advance 

 

Total Advanced Steps:  0 (Education) + 2 (Experience) + 0 (License) + 1 (Difficulty) = 3 Advanced Steps = STEP D 

 
DIRECTOR’S COMMENTS: 
Mr. Baghoomian’s experience exceeds the minimum requirements specified for this classification. Pay rate at 
salary Range A-37, Step A is $20.31/hour, while Step D is $23.52/hour.  The net difference in pay is an 
approximate increase of $3.21 per hour, $555 per month, or $6,660 per year.   
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Edwin Baghoomian 
at Range A-37, Step D on the Classified Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on 
Employment. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 
AGENDA ITEM NO: III.A.03 
 
SUBJECT: Advanced Step Placement – Thong Dao 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Technology Support Assistant 
 

Employee:   
Thong Dao 
 

Calculation of 
Advanced Step 
Recommendation  

Education: 

 Must have a high school diploma or its 
recognized equivalent supplemented by: 
o 15 units of college coursework in 

computer science or related subject 
area AND 2 years of experience 
supporting a variety of personal 
computers and peripheral devices in a 
professional work setting; OR 

o 3 or more years of experience 
supporting a variety of personal 
computers and peripheral devices in a 
professional work setting 

 

 Thong Dao has a Bachelor’s 
Degree in an unrelated 
discipline (Finance) 

 

 

0  levels of 
education above the 
required level  

=0 Step Advance 

(Max. allowed) 

Experience: 

 3 or more years of experience supporting a 
variety of personal computers and 
peripheral devices in a professional work 
setting 

 Thong Dao has 6 years of 
experience working with 
computers and providing 
technical support 

1  (3-year periods) of 
experience above 
the required level  

=1 Step Advance 

Difficulty of Recruitment: 

• The Director of Classified Personnel 
determines the recruitment was difficult 
as evidenced by a failure to obtain three 
(3) ranks, or by concluding that it would 
be very challenging to find alternative 
qualified applicants 

 The Director has concluded 
that it would be very 
challenging to find alternative 
qualified applicants. 

Challenge of finding 
alternative qualified 
applicants 

= 1 Step Advance 

Total Advanced Steps: STEP D (accelerated hiring rate) + 1 (Experience) + 1 (Difficulty) = 2 Advanced 
Steps = STEP F 

 
 
DIRECTOR’S COMMENTS: 
Mr. Dao’s experience exceeds the minimum requirements specified for this classification. Pay rate at salary 
Range A-38 at Step D is $24.10/hour, while Step F is $26.58/hour.  The net difference in pay is an approximate 
increase of $2.48 per hour, $430 per month, of $5,160 per year.   
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Thong Dao at 
Range A-38, Step F on the Classified Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on 
Employment. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 
AGENDA ITEM NO: III.A.04 
 
SUBJECT: Advanced Step Placement – Chauncey Etchison 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Custodian 
 

Employee:   
Chauncey Etchison 
 

Calculation of 
Advanced Step 
Recommendation  

Education: 

 None required 

 

 N/A 

 

 

0  level of education 
above the required 
level  

=0 Step Advance 

 

Experience: 

 Three (3) months paid or volunteer 
experience performing custodial 
functions OR completion of a custodial 
training program 

 

 Chauncey has more than 8 years 
of paid experience performing 
custodial functions. 

 

 

4  (2-year periods) of 
experience above 
the required level  

=2 Step Advance 

  (Max. allowed) 

Total Advanced Steps:  0 (Education) + 2 (Experience) = 2 Advanced Steps = STEP C 

 
 
DIRECTOR’S COMMENTS: 
Mr. Etchison’s experience exceeds the minimum requirements specified for this classification. Pay rate at 
salary Range A-22, Step A is $14.09/hour; Step C is $15.54/hour.  The net difference in pay is an increase of 
$1.44 per hour, $156.25 per month, or $1,875.00 per year.   
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Chauncey Etchison 
at Range 22, Step C on the Classified Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on 
Employment (see attachments). 
 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 

AGENDA ITEM NO: III.A.05 
 
SUBJECT: Advanced Step Placement – Eder Goldbach 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Paraeducator 1 
 

Employee:   
Eder Goldbach  

Calculation of 
Advanced Step 
Recommendation  

Education: 

 Must have a high school diploma or its 
recognized equivalent and ONE of the 
following: 

 Completed 48 units at an institution of 
higher learning; OR 

 Obtained an Associate’s (or higher) 
degree; OR 

 Have at least six (6) months experience 
working with individuals with special needs; 
OR 

 Must pass the District’s Instructional 
Assistant written examination 
demonstrating knowledge of and the ability 
to assist in instructing reading readiness, 
writing readiness and mathematics 
readiness 

 

 

 Eder has a Bachelor’s degree 
in Psychology 

 

 

1  level of education 
above the required 
level  

=1 Step Advance 

 

Experience: 

 None 
 

 

 Eder meets the experience 
requirement 

 

 

0  (2-year periods) of 
experience above 
the required level  

=0 Step Advance 

 

Total Advanced Steps:  1 (Education) + 0 (Experience) = 1 Advanced Steps = STEP B 

 
 
DIRECTOR’S COMMENTS: 
Mr. Goldbach’s education and experience exceed the minimum requirements specified for this classification. 
Pay rate at salary Range A-20 at Step A is $13.42/hour, while Step B is $14.09/hour.  The net difference in 
pay is an approximate increase of $0.67 per hour, $87.75 per month, or $878 per year.   
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Eder Goldbach at 
Range A-20, Step B on the Classified Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on 
Employment. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 

AGENDA ITEM NO: III.A.06 
 
SUBJECT: Advanced Step Placement – Jai Oni Sly 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Paraeducator 1 
 

Employee:   
Jai Oni Sly  

Calculation of 
Advanced Step 
Recommendation  

Education: 

 Must have a high school diploma or its 
recognized equivalent and ONE of the 
following: 

 Completed 48 units at an institution of 
higher learning; OR 

 Obtained an Associate’s (or higher) 
degree; OR 

 Have at least one (1) year experience 
working with individuals with special needs; 
OR 

 Must pass the District’s Instructional 
Assistant written examination 
demonstrating knowledge of and the ability 
to assist in instructing reading readiness, 
writing readiness and mathematics 
readiness 

 

 

 Jai Oni has a Bachelor’s 
degree in Anthropology and 
Ethnic Studies 

 

 

1  level of education 
above the required 
level  

=1 Step Advance 

 

Experience: 

 None 
 

 

 Jai Oni meets experience 
requirements.  

 

 

0  (2-year periods) of 
experience above 
the required level  

=0 Step Advance 

 

Total Advanced Steps:  1 (Education) + 0 (Experience) = 1 Advanced Steps = STEP B 

 
 
DIRECTOR’S COMMENTS: 
Ms. Sly’s education exceeds the minimum requirements specified for this classification. Pay rate at salary 
Range A-20 at Step A is $13.42/hour, while Step B is $14.09/hour.  The net difference in pay is an approximate 
increase of $.67 per hour, $73.13 per month, or $731 per year.   
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Jai Oni Sly at Range 
A-20, Step B on the Classified Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on Employment. 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 
AGENDA ITEM NO: III.A.07 
 
SUBJECT: Advanced Step Placement – Urvashi Sumaria 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Children’s Center Assistant-3 
 

Employee:   
Urvashi Sumaria 
 

Calculation of 
Advanced Step 
Recommendation  

Education: 

 Possess a valid Child 
Development Associate Teacher 
Permit approved by the State of 
California Commission on 
Teacher Credentialing  

 

 Completion/enrollment in of a 
program leading to an Associate 
or Baccalaureate degree in Early 
Childhood Education, OR Active 
enrollment in a child development 
associate credential program to 
be completed within 2 years 
 

 

 Meets minimum requirements.  

 

 

 

0  levels of 
education above the 
required level  

= 0 Step Advance 

 

Experience: 

 Six (6) months paid or verifiable 
supervised volunteer experience 
that has provided first-hand 
knowledge of the needs of 
children in a learning environment 

 

 Urvashi has over five years of 
experience as a teacher and Children’s 
Center Assistant. 

 

 

2 (2-year periods) 
more than the 
required amount of 
Experience  

= 2 Step Advance 

(Max Allowed) 

Total Advanced Steps:  Starting Step: B (Living Wage) + 0 (Education) + 2 (Experience) = 2 Advanced Step 
= STEP D 

 
 
DIRECTOR’S COMMENTS: 
Urvashi’s professional training and experience exceed the minimum requirements specified for this 
classification. Pay rate at Step B is $13.75/hour; Step D is $15.16/hour.  The net difference in pay is an 
increase of $1.41 per hour, $107.19 per month, or $1,072 per year. 
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Urvashi Sumaria 
at Range 19, Step D on the Classified Employee’s Salary Schedule pursuant to Merit Rule §12.2.4. (B) 
Salary on Employment (see attachments). 
 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 
AGENDA ITEM NO: III.A.08 
 
SUBJECT: Advanced Step Placement – Sherrevia Williams 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Instructional Assistant – Classroom 
 
 

Employee: 
Sherrevia Williams 

Calculation of 
Advanced Step 
Recommendation  

Education: 

 Must have a high school diploma or its 
recognized equivalent; AND 

 Completed 48 units at an institution of 
higher learning; OR 

 Obtained an Associate’s (or higher) 
degree; OR 

 Must pass the District’s Instructional 
Assistant written examination 
demonstrating knowledge of and the ability 
to assist in instructing reading readiness, 
writing readiness and mathematics 
readiness. 
 

 

 Sherrevia has a Bachelor’s 
degree and has passed the 
District’s Instructional 
Assistant written exam. 

 

 

1 level of education 
above the required 
level  

= 1 Step Advance 

   (Max. allowed) 

Experience: 

 None required. 

 

 While Sherrevia has experience 
working with students in 
organized setting, she does not 
have enough experience to 
qualify for an advanced step. 

 

 

0  (2-year periods) of 
experience above 
the required level  

=0 Step Advance 

 

Total Advanced Steps:  Starting Step: B (Living Wage) + 1 (Education) + 0 (Experience) = 1 Advanced 
Step = STEP C 

 
 
DIRECTOR’S COMMENTS: 
Ms. Williams’ education exceeds the minimum requirements specified for this classification. Pay rate at 
Salary Range A-18, Step B is $13.42/hour; Step C is $14.09/hour.  The net difference in pay is an increase 
of $.67 per hour, $43.88 per month, or $439.00 per year. 
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Sherrevia 
Williams at Range 18, Step C on the Classified Employee’s Salary Schedule pursuant to Merit Rule §12.2.4. 
(B) Salary on Employment (see attachments). 
 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

PERSONNEL COMMISSION 

Regular Meeting:  Tuesday, November 10, 2015 
 

AGENDA ITEM NO: III.A.09 
 
SUBJECT: Advanced Step Placement – Abigail Young 
 
BACKGROUND INFORMATION: 
 

Classification Title:  
Paraeducator 3 
 

Employee:   
Abigail Young  

Calculation of 
Advanced Step 
Recommendation  

Education: 

 Must have a high school diploma or its 
recognized equivalent and ONE of the 
following: 

 Completed 48 units at an institution of 
higher learning; OR 

 Obtained an Associate’s (or higher) 
degree; OR 

 Have at least one (1) year experience 
working with individuals with special needs; 
OR 

 Must pass the District’s Instructional 
Assistant written examination 
demonstrating knowledge of and the ability 
to assist in instructing reading readiness, 
writing readiness and mathematics 
readiness 

 

 

 Abigail meets educational 
requirement.  

 

 

0  level of education 
above the required 
level  

=0 Step Advance 

 

Experience: 

 At least six (6) months experience working 
with individuals with exceptional needs 
and/or behavioral, social-emotional deficits 
are required. This experience must be 
directly related to behavior modification 
within last five (5) years 

 

 

 Abigail has two and a half (2.5) 
years of experience working with 
students with special needs. 

 

 

1  (2-year periods) of 
experience above 
the required level  

=1 Step Advance 

(Max. allowed) 

Total Advanced Steps:  0 (Education) + 1 (Experience) = 1 Advanced Steps = STEP B 

 
 
DIRECTOR’S COMMENTS: 
Ms. Young’s education and experience exceed the minimum requirements specified for this classification. Pay 
rate at salary Range A-26 at Step A is $15.54/hour, while Step B is $16.32/hour.  The net difference in pay is 
an approximate increase of $0.78 per hour, $101.25 per month, or $1,013 per year.   
 
DIRECTOR’S RECOMMENDATION: 
It is recommended that the Personnel Commission approve Advanced Step Placement for Abigail Young at 
Range A-26, Step B on the Classified Salary Schedule pursuant to Merit Rule §12.2.4. (B) Salary on 
Employment 
 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



Personnel Commission Merit Rule 12.2.4.B – Approved by the Personnel Commission:  January 12, 2010 

RULE 12.2.4.B:  SALARY ON EMPLOYMENT  
 
 

A new employee may request or be recommended for Advanced Step Placement within 
the first sixty (60) working days during the probationary period.  If the new employee is 
granted Advanced Step Placement, the salary rate shall be retroactive to the date of entry 
in the classification.  The request or recommendation shall be submitted, in writing, to the 
Director of Classified Personnel.  The Advanced Step Placement is subject to the 
recommendation of the Director of Classified Personnel and approval of the Commission.  
The Director of Classified Personnel shall base the recommendation on a determination 
that the new employee’s previous experience and qualifications substantially exceed the 
qualifications of the classification. 

 
 
 
 
 
 





  

 
 

PERSONNEL COMMISSION 
Regular Meeting:  Tuesday, November 10, 2015 

 

 

AGENDA ITEM NO:  III.A.10 

SUBJECT: Classification Specification Revision– Human Resources Specialist 
 

BACKGROUND INFORMATION: 

The Human Resources Specialist was last revised in May of 2006. An update to the 
classification specification was initiated by the Director of Classified Personnel.  
 

METHODOLOGY: 

In carrying out this study, staff conducted the following activities: 

 Reviewed comparable job descriptions in Southern California regarding qualifications, 
duties performed, and salary 

 Administered a survey to job incumbents containing 37 assorted task statements requesting 
each to rate the tasks on job importance and frequency 

 Held a focus group with the Director of Human Resources and job incumbents to review 
revisions and discuss minimum qualifications 

 Met with the Director of Human Resources to discuss preliminary findings and possible 
resolutions 

 

ANALYSIS: 

 Clarified, defined, and operationalized all task statements by obtaining input from 
department personnel, job incumbent, and comparable agencies/positions 

 Task analysis was performed to identify which tasks were an essential part of the job 
function and the knowledge, skills, abilities, and other worker characteristics (KSAO) 
needed to complete each task. Tasks identified as non-essential were removed 

 

FINDINGS: 

Based on the data collected, the Personnel Commission’s findings are as follows: 

 The Human Resources Specialist job description should be updated to better reflect the 
tasks performed on the job 

 The minimum qualifications should be revised to better align with the requirements and 
current salary of the position 

 The revisions made to the Human Resources Specialist classification specification are not 
significant enough to warrant any changes to the salary range of the position 

 

 

 

 

 

 

 



  

 

 

DIRECTOR’S RECOMMENDATIONS: 

It is recommended that the Personnel Commission approve the revisions to the Human Resources 
Specialist classification specification as provided.  

 

Commissioner M S  Yes No Abstain ABSENT 

Barbara Inatsugu        

Joseph Pertel        

Peter Lippman        

 



 

 
  
 

 
 

 
 
 
CLASS TITLE: HUMAN RESOURCES SPECIALIST            
 
BASIC FUNCTION 

Under general supervision of assigned supervisor, performs specialized and technical work related to data 
management, to include position control forms and labels, lists, and letters; prepares customized personnel 
reports; responds to personnel and payroll related inquiries; and performs other related work as necessary. 
 
REPRESENTATIVE DUTIES 

Task Statement Code 

Verifies, inputs, and maintains current audits monthly and hourly Position Control and FTE files 
by inputting additions, deletions, and changes of position and employee status into Forms; adds 
and or terminates job assignments in human resource system; monitors and maintains position 
vacancy list for all classified and certificated positions database of labels, lists, and letters. 

HRS-1 

Verifies, processes, enters, and maintains employee information such as personal data, 
employment and position data, compensation, performance reviews or evaluations, and 
separation data into the human resource system; provides information to payroll, personnel 
commission, and other appropriate individuals and groups 

HRS-2 

Processes paperwork required for employment, retirement, termination, resignations, leave of 
absence, change of assignment, and other related information; inputs information into the human 
resources system; updates longevity lists and assures the proper completion and accuracy of 
personnel data entered 

HRS-3 

Processes new employees, ensuring that all personnel comply with criminal record, medical 
screening, I-9 employee eligibility, and payroll processing requirements HRS-4 

Provides information and assistance to District personnel, job applicants, employment 
candidates, and general public regarding a wide range of personnel matters; interprets contract 
language and examines employee files to answer when responding to teacher and staff inquiries 
and provides information to authorized persons. 

HRS-25 

Maintains salary schedule data and codes for certificated, classified, confidential, and 
management positions. Ensures the accuracy of all salary data distributed and incorporated into 
the human resource system 

HRS-6 

Evaluates transcripts and/or verifies previous training and experiences to determine proper 
placement on salary schedules for all employee groups HRS-7 

Researches and answers questions regarding personnel matters, policies and procedures; 
provides preliminary summary of findings and recommendations for action by management as 
necessary. 

HRS-38 

Analyzes, verifies, and monitors human resources related transactions, reports, and records for 
compliance with legal requirements, contractual obligations, and District practices and protocols HRS-9 

Compiles, reviews, and analyzes employment data by using the human resource system; 
performs data queries and produces reports, tables, graphs, and narrative presentations in order 

HRS-10 

PERSONNEL COMMISSION KEY STATS 

JOB TITLE Human Resources Specialist 

JOB FAMILY Personnel Services 

JOB SUB-FAMILY HR/Personnel 

SUPERVISOR TITLE Director of Human Resources 

SALARY RANGE A36 



Human Resources Specialist  

Task Statement Code 

to synthesize and summarize personnel related data for projects, special audits, or collective 
bargaining 

Orders and releases job requisitions; compiles and assembles documents for financial 
requisitions, purchase orders, and reimbursements. HRS-4 

Attends workshops or seminars on human resource related topics. HRS-5 

Prepares budget spreadsheets and staffing analyses; completes a variety of special projects 
related to job classification, leaves, pay and performance standards. HRS-6 

Processes, prepares, and distributes personnel assignment notices authorizing employment, 
salary increases, status changes, leave of absences, personnel evaluation forms, reasonable 
assurance letters, First Aid and CPR renewals, and other notifications to employees; track and 
follow up to complete processes and procedures to comply with district and legal mandates 

HRS-11 

Prepares staffing spreadsheets and comparative reports to track staffing levels, assignments and 
vacancies; prepares and updates reports concerning new hires, transfers, separations, seniority, 
retirement, and reinstatement actions. 

HRS-712 

Prepares business correspondence to explain department and District procedures. HRS-8 

Computes wages and records data for use in payroll processing, employment contract, and letter-
of-appointment generation for all employees HRS-13 

Administers and processes Unemployment Insurance claims and processes and Acts as a liaison 
between the Human Resources Department and employees; prepares correspondence to explain 
department and District procedures for response purposes. 

HRS-14 

Coordinates, compiles and completes information for classification, salary, benefits and 
employment surveys and reports; responds to employment verification requests from outside 
agencies. 

HRS-15 

Responds to employment verification requests from outside agencies. HRS-11 

May provide backup support to Human Resources Technician. HRS-12 

Performs related duties as assigned. GEN-1 

 
SUPERVISION 

Supervision:       
Establishing overall expectations, goals and objectives, and aligning 
departmental resources 

Received from: 
Director of Human Resources and Assistant Superintendent of Human 
Resources 

Given to: None 

Work Direction:  Providing specific instruction and expectations on how to complete daily 
activities 

Received from: 
Director of Human Resources and Assistant Superintendent of Human 
Resources 

Given to: None 



Human Resources Specialist  

Work Evaluation: 
Assessing the performance outcomes based on work direction and 
supervision expectations 

Collaborators: Director of Human Resources 

Given to: None 

 
Supervision is received from the Director of Human Resources or Director of Classified Personnel depending 
on assigned employee group. No Supervision of other staff is exercised. 
 
KNOWLEDGE AND ABILITIES 

KNOWLEDGE OF:  

 Standard business writing and report preparation techniques 

 Relevant provisions of Education Code and other applicable laws 

 Basic research, analysis and statistical methods 

 Database management principles 

 Personnel and office administration practices 

 Fair employment principles and practices 

 Merit System practices and/or instructional certification practices 

 Classification and compensation plans, terminology, and practices 

 Effective customer service techniques. 
 
ABILITY TO:  

 Operate personal computer using word processing, spreadsheet, and report writing applications and an 
applicant tracking system and human resource information system 

 Generate complex, custom reports from human resources system 

 Maintain confidentiality and security of sensitive information 

 Maintain work records and compile operating, budget, program, or activity reports 

 Schedule, organize, and complete work in accordance with deadlines 

 Communicate effectively with employees, school site staff, District staff, parents, teachers, outside 
agencies, and public and private representatives 

 Multi-task and meet deadlines with constant interruptions 

 Build rapport and maintain positive working relationships 
 

 
MINIMUM QUALIFICATIONS 

Any combination of education and experience providing the required knowledge and abilities would meet the 
qualifying criteria set forth below. 
 
EDUCATION: 
Educational attainment equivalent to a High School Diploma, supplemented by 30 semester units or the 
equivalent of college-level coursework in Human Resources, Business, Public Administration, or a related field 
Bachelor’s degree in business, human resources, or related field or coursework, training, or certification in the 
field of human resources.   
 
EXPERIENCE: 
Five Four (4) or more years of increasingly responsible experience performing technical and varied human 
resources functions, including experience using a computerized database or integrated record-keeping system 
to manage data and generate reports and/or related technical and office support experience. 
 
EDUCATION/EXPERIENCE EQUIVALENCY: 
Two (2) more years of required experience may substitute for 30 semester units or the equivalent of college-
level coursework required. 
A Bachelor’s Degree in a related field may substitute for two (2) years of the required experience. 



Human Resources Specialist  

Any combination of education, training and/or experience that would be likely to provide the required 
knowledge, skills and abilities may be substituted on a year-for-year basis. 
 
LICENSES AND OTHER REQUIREMENTS: 
None 
 
WORKING CONDITIONS 
ENVIRONMENT: 
This is primarily a sedentary classification and the employee works in an office environment with moderate noise 
levels, controlled temperature conditions and no direct exposure to hazardous physical substances.  
 
PHYSICAL DEMANDS: 
Finger dexterity is needed to access, enter and retrieve data using a computer keyboard or calculator and to 
operate standard office equipment. Ability to sit for long periods of time and use a computer terminal; ability to 
safely lift and carry up to ten (10) pounds. 
 
 
DUTIES APPROVED 
BOARD OF EDUCATION: 

CLASSIFICATION APPROVED 
PERSONNEL COMMISSION: 

 June 2001 
 Re-titled May 16, 2006 

Revised, November 10, 2015 
 

 
 
 
                                                                                                            



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IV. Discussion Items: 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

V.  Information Items: 
 

 

 



Advanced Step Placement Fiscal Impact Report

PC Meeting 

Approval 

Date Position MO HR

Salary 

Range

Adv 

Step

Step A 

Monthly 

Rate

Step A 

Hourly 

Rate

Adv Step 

Monthly 

Rate

Adv 

Step 

Hourly 

Rate

Annual 

Cost at 

Step 1

Annual 

Cost at 

Adv 

Step

Amount 

change 

by Hour

Amount  

change by 

Month

Annual 

Fiscal 

Impact 

7/12/2011 Elem Library Coor 10 7 26 B $2,581 $14.89 $2,710 $15.63 22,584 23,713 $0.74 $112.88 $1,129

8/9/2011 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348

8/9/2011

Licensed Vocational 

Nurse 10 8 34 E $3,137 $18.10 $3,813 $22.00 31,370 38,130 $3.90 $676.00 $6,760
10/11/2011 Electrician 12 8 37 F $3,374 $19.47 $4,306 $24.84 40,488 51,672 $5.38 $932.00 $11,184
10/11/2011 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
12/13/2011 Fiscal Supv-CDS 12 8 M41 B $4,462 $25.74 $4,685 $27.03 53,544 56,220 $1.29 $223.00 $2,676
12/13/2011 Accounting Asst II 12 4 26 F $2,581 $14.89 $3,294 $19.00 15,486 19,764 $4.11 $356.50 $4,278
1/10/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
1/10/2012 IA-SE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620
1/10/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
3/13/2012 Health Off Spec 10 3.5 25 D $2,518 $14.53 $2,914 $16.81 11,016 12,749 $2.28 $173.25 $1,733
3/13/2012 IA-Music 10 3 20 F $2,229 $12.86 $2,845 $16.41 8,359 10,669 $3.55 $231.00 $2,310

3/13/2012

Reprographics 

Operator 12 8 23 F $2,398 $13.83 $3,060 $17.65 28,776 36,720 $3.82 $662.00 $7,944
3/13/2012 Physical Therapist 11 8 61 D $6,059 $34.96 $7,014 $40.46 66,649 77,154 $5.51 $955.00 $10,505
3/13/2012 IA-SE 10 5 20 F $2,229 $12.86 $2,845 $16.41 13,931 17,781 $3.55 $385.00 $3,850
3/13/2012 Health Off Spec 10 3.5 25 D $2,518 $14.53 $2,914 $16.81 11,016 12,749 $2.28 $173.25 $1,733
3/13/2012 IA-SE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620
3/13/2012 IA-Classroom 10 2 18 F $2,167 $12.50 $2,710 $15.63 5,418 6,775 $3.13 $135.75 $1,358
3/13/2012 Health Off Spec 10 3.5 25 D $2,518 $14.53 $2,914 $16.81 11,016 12,749 $2.28 $173.25 $1,733
3/13/2012 Health Off Spec 10 3.5 25 B $2,518 $14.53 $2,914 $16.81 11,016 12,749 $2.28 $173.25 $1,733
4/17/2012 Admin Asst 12 8 29 B $2,776 $16.02 $2,914 $16.81 33,312 34,968 $0.80 $138.00 $1,656
4/17/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
5/8/2012 IA-PE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620
5/8/2012 IA-SE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620
5/8/2012 IA-Classroom 10 3 18 B $2,167 $12.50 $2,229 $12.86 8,126 8,359 $0.36 $23.25 $233
5/8/2012 IA-SE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620
5/8/2012 IA-SE 10 4 20 F $2,229 $12.86 $2,845 $16.41 11,145 14,225 $3.55 $308.00 $3,080

$113,7292011-2012 TOTAL

2011-2012
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7/11/2012 Senior Buyer 12 8 41 F $3,720 $21.46 $4,747 $27.39 44,640 56,964 $5.92 $1,027.00 $12,324
7/11/2012 Fiscal Svcs Supv 12 8 M41 D $4,462 $25.74 $5,165 $29.80 53,544 61,980 $4.06 $703.00 $8,436

8/14/2012 Elem Library Coord 10 7 26 B $2,581 $14.89 $2,710 $15.63 22,584 23,713 $0.74 $112.88 $1,129
8/14/2012 HVAC Mechanic 12 8 37 C $3,374 $19.47 $3,720 $21.46 40,488 44,640 $2.00 $346.00 $4,152
8/14/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
8/23/2012 IA-Dev Hlth 10 8 23 F $2,398 $13.83 $3,060 $17.65 23,980 30,600 $3.82 $662.00 $6,620
9/11/2012 IA-Dev Hlth 10 5 23 F $2,398 $13.83 $3,060 $17.65 14,988 19,125 $3.82 $413.75 $4,138
9/11/2012 Accountant 12 8 41 C $3,720 $21.46 $4,101 $23.66 44,640 49,212 $2.20 $381.00 $4,572
10/10/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348

10/10/2012

Physical Activities 

Specialist 10 5 26 F $2,581 $14.89 $3,294 $19.00 16,131 20,588 $4.11 $445.63 $4,456

10/10/2012

Stock and Delivery 

Clerk 10 7 26 B $2,581 $14.89 $2,710 $15.63 22,584 23,713 $0.74 $112.88 $1,129
11/13/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
11/13/2012 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
1/15/2013 IA-PE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620
1/15/2013 IA-SE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620

1/15/2013 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
1/15/2013 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
1/15/2013 IA-Specialized 10 6 26 C $2,581 $14.89 $2,845 $16.41 19,358 21,338 $1.52 $198.00 $1,980
2/12/2013 Bus Driver 9.5 7 28 E $2,710 $15.63 $3,294 $19.00 22,527 27,381 $3.37 $511.00 $4,855
2/12/2013 Gardener 12 3 24 F $2,458 $14.18 $3,137 $18.10 11,061 14,117 $3.92 $254.63 $3,056
2/12/2013 Dir Class Pers 12 8 M64 C $7,874 $45.43 $8,682 $50.09 94,488 104,184 $4.66 $808.00 $9,696
3/12/2013 IA-Classroom 10 3 18 D $2,167 $12.50 $2,458 $14.18 8,126 9,218 $1.68 $109.13 $1,091
3/12/2013 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,705 $4.11 $534.75 $5,348
4/9/2013 HR Analyst 12 8 M46 C $5,048 $29.12 $5,565 $32.11 60,576 66,780 $2.98 $517.00 $6,204

5/14/2013

Sprinkler Repair 

Technician 12 8 33 F $3,060 $17.65 $3,906 $22.53 36,720 46,872 $4.88 $846.00 $10,152
5/14/2013 IA-SE 10 6 20 F $2,229 $12.86 $2,845 $16.41 16,718 21,338 $3.55 $462.00 $4,620

5/14/2013

Administrative 

Assistant 12 8 29 C $2,776 $16.02 $3,060 $17.65 33,312 36,720 $1.64 $284.00 $3,408

6/4/2013 Custodian 12 8 22 F $2,341 $13.51 $2,987 $17.23 28,092 35,844 $3.73 $646.00 $7,752

$146,4412012-2013 TOTAL

2012-2013
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8/13/2013 Athletic Trainer 10 7 35 B $3,213 $18.54 $3,374 $19.47 28,114 29,530 $0.93 $20.23 $1,416

8/13/2013 IA-Specialized 10 6 26 F $2,581 $14.89 $3,294 $19.00 19,358 24,700 $4.11 $534.29 $5,343

9/13/2013 Physical Therapist 11 8 61 D $6,059 $34.96 $7,014 $40.47 66,649 77,164 $5.51 $955.91 $10,515

9/13/2013

Administrative 

Assistant 12 8 29 D $2,776 $16.02 $3,213 $18.54 33,312 38,564 $2.52 $437.65 $5,252

9/13/2013 Bus Driver 9.5 7 28 F $2,710 $15.63 $3,458 $19.95 22,527 28,745 $4.32 $654.55 $6,218

9/13/2013 Accountant 12 8 41 F $3,720 $21.46 $4,747 $27.39 44,640 56,972 $5.93 $1,027.67 $12,332

11/12/2013

Physical Activities 

Specialist 9.5 5.4 26 D $2,581 $14.89 $2,987 $17.23 16,551 19,154 $2.34 $274.05 $2,603

11/12/2013 IA-Physical Education 9.5 4 20 C $2,229 $12.86 $2,458 $14.18 10,588 11,676 $1.32 $114.50 $1,088

11/12/2013 IA-Classroom 9.5 3 18 D $2,123 $12.50 $2,458 $14.18 7,719 8,757 $1.68 $109.24 $1,038

11/12/2013 IA-Classroom 9.5 3 18 C $2,123 $12.50 $2,341 $13.51 7,719 8,340 $1.01 $65.36 $621

11/12/2013 IA-Classroom 9.5 3 18 B $2,123 $12.50 $2,229 $12.86 7,719 7,941 $0.36 $23.36 $222

11/12/2013

Elementary Library 

Coord. 10 7 26 C $2,581 $14.89 $2,845 $16.41 22,584 24,894 $1.52 $231.00 $2,310

12/10/2013 IA-Classroom 9.5 3 18 B $2,123 $12.50 $2,229 $12.86 7,719 7,941 $0.36 $23.36 $222

12/10/2013

Administrative 

Assistant 12 8 29 C $2,776 $16.02 $2,914 $16.81 33,312 34,968 $0.80 $138.00 $1,656

12/10/2013 Paraeducator-3 10 6 26 C $2,581 $14.89 $2,987 $16.41 19,358 21,333 $1.52 $197.58 $1,976

12/10/2013 Paraeducator-3 10 6 26 C $2,581 $14.89 $2,845 $16.41 19,358 21,338 $1.52 $198.00 $1,980

1/14/2014 Campus Sec. Offcr. 10 8 25 C $2,518 $14.53 $2,776 $16.02 25,180 27,760 $1.49 $258.00 $2,580

1/14/2014 IA-Music 9.5 3 20 C $2,229 $12.86 $2,458 $14.18 7,941 8,757 $1.32 $85.88 $816

2/11/2014

Accounting Tech 

(Acc. Hiring Rate) 12 8 29 D $2,776 $16.02 $3,213 $18.54 33,312 38,556 $2.52 $437.00 $5,244

3/11/2014 Paraeducator-3 10 6 26 D $2,581 $14.89 $2,987 $17.23 19,358 22,403 $2.34 $304.50 $3,045

4/8/2014 IA-Classroom 9.5 3.5 18 D $2,167 $12.50 $2,458 $14.18 9,007 10,216 $1.68 $127.31 Rescinded

5/13/2014 IA-Music 9.5 3 20 B $2,229 $12.86 $2,341 $13.51 7,941 8,340 $0.65 $42.00 $399

5/13/2014 Paraeducator-1 10 6 20 B $2,229 $12.86 $2,341 $13.51 16,718 17,558 $0.65 $84.00 $840

$67,716

2013-2014

2013-2014 TOTAL



Advanced Step Placement Fiscal Impact Report

PC Meeting 

Approval 

Date Position MO HR

Salary 

Range

Adv 

Step

Step A 

Monthly 

Rate

Step A 

Hourly 

Rate

Adv Step 

Monthly 

Rate

Adv 

Step 

Hourly 

Rate

Annual 

Cost at 

Step 1

Annual 

Cost at 

Adv 

Step

Amount 

change 

by Hour

Amount  

change by 

Month

Annual 

Fiscal 

Impact 

8/12/2014 HVAC Mechanic 12 8 37 C $3,509 $20.24 $3,869 $22.32 42,100 46,426 $2.08 $360.54 $4,326

7/8/2014

Sports Facility 

Attendant 12 6 22 D $2,435 $14.05 $2,818 $16.26 21,918 25,362 $2.21 $286.97 $3,444

7/8/2014 Pareducator-1 10 6 20 C $2,318 $13.37 $2,556 $14.75 17,385 19,170 $1.373 $178.50 $1,785

7/8/2014 Pareducator-1 10 6 20 C $2,318 $13.37 $2,556 $14.75 17,385 19,170 $1.37 $178.50 $1,785

8/12/2014 HR Analyst 12 8 M46 B $5,251 $30.29 $5,513 $31.81 63,012 66,156 $1.51 $262.00 $3,144

8/12/2014

Accounting Tech 

(Acc. Hiring Rate) 12 8 29 F $2,887 $16.66 $3,685 $21.26 34,644 44,220 $4.60 $798.00 $9,576

8/12/2014 IA-Classroom 9.5 2 18 C $2,208 $12.74 $2,435 $14.05 5,244 5,783 $1.31 $56.75 $539

8/12/2014 Lead Custodian 12 8 25 C $2,619 $15.11 $2,887 $16.66 31,428 34,644 $1.55 $268.00 $3,216

8/12/2014 Sr Office Specialist 11 4 25 D $2,619 $15.11 $3,031 $17.49 13,750 15,913 $2.38 $206.00 $2,163

8/12/2014 Office Specialist 12 8 22 C $2,435 $14.05 $2,684 $15.48 29,220 32,208 $1.44 $249.00 $2,988

9/9/2014 Paraeducator-3 10 6 26 B $2,684 $15.48 $2,818 $16.26 20,130 21,135 $0.77 $100.50 $1,005

9/9/2014 Paraeducator-3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

9/9/2014 IA-Classroom 10 3 18 C $2,318 $13.37 $2,435 $14.05 8,693 9,131 $0.67 $43.88 $439

9/9/2014 IA-Classroom 10 3 18 C $2,318 $13.37 $2,435 $14.05 8,693 9,131 $0.67 $43.88 $439

9/9/2014 IA-Classroom 10 3 18 C $2,318 $13.37 $2,435 $14.05 8,693 9,131 $0.67 $43.88 $439

9/9/2014 Paraeducator-3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

9/9/2014 Paraeducator-3 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

9/9/2014 Pareducator-1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

9/9/2014 Pareducator-1 10 6 20 C $2,318 $13.37 $2,556 $14.75 17,385 19,170 $1.37 $178.50 $1,785

9/9/2014 IA-Classroom 10 3 18 E $2,318 $13.37 $2,684 $15.48 8,693 10,065 $2.11 $137.25 $1,373

9/9/2014 IA-Classroom 10 3 18 B $2,254 $13.00 $2,318 $13.37 8,453 8,693 $0.37 $24.00 $240

9/9/2014 IA-Classroom 10 3 18 C $2,318 $13.37 $2,435 $14.05 8,693 9,131 $0.67 $43.88 $439

9/9/2014 Bus Driver 10 7 28 C $2,818 $16.26 $3,106 $17.92 24,658 27,178 $1.66 $252.00 $2,520

9/9/2014 Pareducator-1 10 5 20 B $2,318 $13.37 $2,435 $14.05 14,488 15,219 $0.67 $73.13 $731

9/9/2014 Carpenter 12 8 35 C $3,342 $19.28 $3,685 $21.26 40,104 44,220 $1.98 $343.00 $4,116

9/9/2014 Plumber 12 8 37 D $3,509 $20.24 $4,062 $23.43 42,108 48,744 $3.19 $553.00 $6,636

9/9/2014 SIS Specialist 12 8 49 E $4,702 $27.13 $5,716 $32.98 56,424 68,592 $5.85 $1,014.00 $12,168

2014-2015
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9/9/2014 Facilities Technician 12 8 45 D $4,265 $24.61 $4,937 $28.48 51,180 59,244 $3.88 $672.00 $8,064

9/9/2014 Audio Visual Tech 12 8 26 D $2,684 $15.48 $3,106 $17.92 32,208 37,272 $2.43 $422.00 $5,064

10/14/2014 IA-Classroom 10 2 18 C $2,318 $13.37 $2,435 $14.05 5,795 6,088 $0.67 $29.25 $293

10/14/2014 IA-Classroom 10 5 18 C $2,318 $13.37 $2,435 $14.05 14,488 15,219 $0.67 $73.13 $731

10/14/2014 IA-Classroom 10 3.5 18 E $2,318 $13.37 $2,684 $15.48 10,141 11,743 $2.11 $160.13 $1,601

10/14/2014 Library Asst. I 10 6 22 B $2,435 $14.05 $2,556 $14.75 18,263 19,170 $0.70 $90.75 $908

10/14/2014 Paraeducator-3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

10/14/2014 Plumber 12 8 37 C $3,509 $20.24 $3,869 $22.32 42,108 46,428 $2.08 $360.00 $4,320

10/14/2014 Paraeducator-3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

10/14/2014

Physical Activities 

Specialist 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

10/14/2014 Plant Supervisor 12 8 41 C $4,640 $26.77 $5,116 $29.51 55,680 61,392 $2.75 $476.00 $5,712

11/12/2014

Physical Activities 

Specialist 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

11/12/2014 Athletic Trainer 10 7 35 C $3,342 $19.28 $3,685 $21.26 29,243 32,244 $1.98 $300.13 $3,001

11/12/2014

Student Outreach 

Specialist 10 8 44 C $4,163 $24.02 $4,591 $26.49 41,630 45,910 $2.47 $428.00 $4,280

11/12/2014

Employee Benefits 

Technician 12 8 34 C $3,262 $18.82 $3,596 $20.75 39,144 43,152 $1.93 $334.00 $4,008

11/12/2014 IA-Classroom 10 3 18 C $2,318 $13.37 $2,435 $14.05 8,693 9,131 $0.67 $43.88 $439

11/12/2014 Paraeducator-3 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

11/12/2014 Paraeducator-3 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

11/12/2014 Paraeducator-3 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

12/9/2014 IA-Physical Ed. 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

12/9/2014

Bilingual Communtiy 

Liaison 10 4 25 C $2,619 $15.11 $2,887 $16.66 13,095 14,435 $1.55 $134.00 $1,340

12/9/2014 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

12/9/2014 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

12/9/2014 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

12/9/2014 Gardener 12 5.6 24 C $2,556 $14.75 $2,818 $16.26 21,470 23,671 $1.51 $183.40 $2,201

2014-2015
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12/9/2014 IA-Classroom 10 3.5 18 E $2,318 $13.37 $2,684 $15.48 10,141 11,743 $2.11 $160.13 $1,601

1/22/2015 Admin Assistant 12 8 29 B $2,887 $16.66 $3,031 $17.49 34,644 36,372 $0.83 $144.00 $1,728

1/22/2015 Admin Assistant 10 8 29 C $2,887 $16.66 $3,182 $18.36 28,870 31,820 $1.70 $295.00 $2,950

1/22/2015

Community & Public 

Relations Officer 12 8 M62 D $7,795 $44.97 $9,023 $52.05 93,540 108,276 $7.08 $1,228.00 $14,736

1/22/2015 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

1/22/2015 Paraeducator 1 10 6 20 B $2,318 $13.37 $2,435 $14.05 17,385 18,263 $0.67 $87.75 $878

1/22/2015 Paraeducator-3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

1/22/2015

Techincal Theater 

Coordinator 12 8 42 F $4,819 $27.80 $5,061 $29.20 57,828 60,732 $1.40 $242.00 $2,904

1/22/2015 Health Off Spec 10 3.5 25 D $2,619 $15.11 $3,031 $17.49 11,458 13,261 $2.38 $180.25 $1,803

1/22/2015 IA-Classroom 10 3 18 E $2,318 $13.37 $2,684 $15.48 8,693 10,065 $2.11 $137.25 $1,373

1/22/2015 IA-Classroom 10 3 18 E $2,318 $13.37 $2,684 $15.48 8,693 10,065 $2.11 $137.25 $1,373

1/22/2015 IA-Classroom 10 3 18 D $2,318 $13.37 $2,556 $14.75 8,693 9,585 $1.37 $89.25 $893

1/22/2015 IA-Classroom 10 5 18 E $2,318 $13.37 $2,684 $15.48 14,488 16,775 $2.11 $228.75 $2,288

3/10/2015 Custodian 12 5 22 B $2,435 $14.05 $2,556 $14.75 18,263 19,170 $0.70 $75.63 $907

3/10/2015 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

3/10/2015 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

3/10/2015 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

3/10/2015 IA-Classroom 10 3 18 D $2,318 $13.37 $2,556 $14.75 8,693 9,585 $1.37 $89.25 $893

4/14/2015

Administrative 

Assistant 10 8 29 B $2,887 $16.66 $3,031 $17.49 28,870 30,310 $0.83 $144.00 $1,440

4/14/2015 Plant Supervisor 12 8 41 C $4,640 $26.77 $5,116 $29.51 55,680 61,392 $2.75 $476.00 $5,712

4/14/2015 Paraeducator 3 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

4/14/2015 Paraeducator 3 10 6 26 C $2,684 $15.48 $2,959 $17.07 20,130 22,193 $1.59 $206.25 $2,063

4/14/2015 Paraeducator 1 10 6 20 B $2,318 $13.37 $2,435 $14.05 17,385 18,263 $0.67 $87.75 $878

4/14/2015 Paraeducator 2 10 6 23 B $2,494 $14.39 $2,619 $15.11 18,705 19,643 $0.72 $93.75 $937

4/14/2015 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

4/14/2015 Paraeducator 1 10 6 20 D $2,318 $13.37 $2,684 $15.48 17,385 20,130 $2.11 $274.50 $2,745

5/12/2015 Paraeducator 3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

2014-2015
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5/12/2015 Paraeducator 3 10 6 26 D $2,684 $15.48 $3,106 $17.92 20,130 23,295 $2.43 $316.50 $3,165

5/12/2015

Administrative 

Assistant 12 8 29 B $2,887 $16.66 $3,031 $17.49 34,644 36,372 $0.83 $144.00 $1,728

6/9/2015 Pareducator-1 10 6 20 C $2,318 $13.37 $2,556 $14.75 17,385 19,170 $1.37 $178.50 $1,785

6/9/2015 IA-Music 10 2.5 20 D $2,318 $13.37 $2,684 $15.48 7,244 8,388 $2.11 $114.38 $1,144

6/9/2015

Swimming 

Instructor/Lifeguard 12 5 21 B $2,375 $13.70 $2,494 $14.39 17,813 18,705 $0.69 $74.38 $892

6/9/2015 Pareducator-1 10 6 20 C $2,318 $13.37 $2,556 $14.75 17,385 19,170 $1.37 $178.50 $1,785

6/9/2015

Senior Technology 

Support Assistant 12 8 43 F $4,702 $27.13 $5,184 $29.91 56,424 62,208 $2.78 $482.00 $5,784

$232,516

7/14/2015

Student Outreach 

Specialist 10 8 44 D $4,163 $24.02 $4,819 $27.80 41,630 48,190 $3.78 $656.00 $6,560

7/14/2015 IA-Classroom 10 3 18 C $2,326 $13.42 $2,443 $14.09 8,723 9,161 $0.67 $43.88 $439

8/11/2015

Director of Food 

Services 12 8 M55 D $6,558 $37.83 $7,591 $43.79 78,696 91,092 $5.96 $1,033.00 $12,396

8/11/2015

Director of Classified 

Personnel 12 8 M64 C $8,189 $47.24 $9,029 $52.09 98,268 108,348 $4.85 $840.00 $10,080

9/8/2015 Custodian 12 5 22 C $2,443 $14.09 $2,693 $15.54 18,323 20,198 $1.44 $156.25 $1,875

9/8/2015 IA-Music 10 6 20 B $2,326 $13.42 $2,443 $14.09 17,445 18,323 $0.67 $87.75 $878

9/8/2015 IA-Classroom 10 3.5 18 D $2,326 $13.42 $2,565 $14.80 10,176 11,222 $1.38 $104.56 $1,046

9/8/2015 IA-Classroom 10 2 18 C $2,326 $13.42 $2,443 $14.09 5,815 6,108 $0.67 $29.25 $293

9/8/2015 PAS 10 6 26 C $2,693 $15.54 $2,969 $17.13 20,198 22,268 $1.59 $207.00 $2,070

9/8/2015 PAS 10 3 26 C $2,693 $15.54 $2,969 $17.13 10,099 11,134 $1.59 $103.50 $1,035

9/8/2015 Occupational Therapist 10 8 61 C $6,322 $36.47 $6,971 $40.22 63,220 69,710 $3.74 $649.00 $6,490

9/8/2015 Paraeducator 3 10 6 26 C $2,693 $15.54 $2,969 $17.13 20,198 22,268 $1.59 $207.00 $2,070

9/8/2015 Paraeducator 3 10 6 26 D $2,693 $15.54 $3,117 $17.98 20,198 23,378 $2.45 $318.00 $3,180

9/8/2015 Paraeducator 3 10 6 26 C $2,693 $15.54 $2,969 $17.13 20,198 22,268 $1.59 $207.00 $2,070

2014-2015

2015-2016
2014-2015 TOTAL:



Advanced Step Placement Fiscal Impact Report

PC Meeting 

Approval 

Date Position MO HR

Salary 

Range

Adv 

Step

Step A 

Monthly 

Rate

Step A 

Hourly 

Rate

Adv Step 

Monthly 

Rate

Adv 

Step 

Hourly 

Rate

Annual 

Cost at 

Step 1

Annual 

Cost at 

Adv 

Step

Amount 

change 

by Hour

Amount  

change by 

Month

Annual 

Fiscal 

Impact 

10/13/2015

Audience Services 

Coordinator 12 4 38 C $3,608 $20.82 $3,979 $22.96 21,648 23,874 $2.14 $185.50 $2,226

10/13/2015 IA-Classroom 10 3 18 C $2,326 $13.42 $2,443 $14.09 8,723 9,161 $0.67 $43.88 $439

10/13/2015 IA-Classroom 10 3 18 D $2,326 $13.42 $2,565 $14.80 8,723 9,619 $1.38 $89.63 $896

10/13/2015 Paraeducator 3 10 6 26 C $2,693 $15.54 $2,969 $17.13 20,198 22,268 $1.59 $207.00 $2,070

10/13/2015 Campus Sec. Offcr. 10 4 25 C $2,628 $15.16 $2,897 $16.71 13,140 14,485 $1.55 $134.50 $1,345

10/13/2015 Health Off Spec 10 3.5 25 C $2,628 $15.16 $2,897 $16.71 11,498 12,674 $1.55 $117.69 $1,177

10/13/2015 Elem. Library Coord. 10 7 26 D $2,693 $15.54 $3,117 $17.98 23,564 27,274 $2.45 $371.00 $3,710

10/13/2015 Occupational Therapist 10 8 61 C $6,322 $36.47 $6,971 $40.22 63,220 69,710 $3.74 $649.00 $6,490

11/10/2015 CCA-3 10 3.5 19 D $2,383 $13.75 $2,628 $15.16 10,426 11,498 $1.41 $107.19 $1,072

11/10/2015 Custodian 12 5 22 C $2,443 $14.09 $2,693 $15.54 18,323 20,198 $1.44 $156.25 $1,875

11/10/2015 IA-Classroom 10 3 18 C $2,326 $13.42 $2,443 $14.09 8,723 9,161 $0.67 $43.88 $439

11/10/2015 HVAC Mechanic 12 8 37 D $3,521 $20.31 $4,076 $23.52 42,252 48,912 $3.20 $555.00 $6,660

11/10/2015

Technology Support 

Assistant 12 8 38 F $4,177 $24.10 $4,607 $26.58 50,124 55,284 $2.48 $430.00 $5,160

11/10/2015 Paraeducator 3 10 6 26 B $2,693 $15.54 $2,828 $16.32 20,198 21,210 $0.78 $101.25 $1,013

11/10/2015 Paraeducator 1 10 6 20 D $2,326 $13.42 $2,443 $14.09 17,445 18,323 $0.67 $87.75 $878

11/10/2015 Paraeducator 1 10 5 20 B $2,326 $13.42 $2,693 $15.54 14,538 16,831 $2.12 $229.38 $2,294

$88,223

$320,738

$388,454

$534,895

$648,624

2015-2016 TOTAL

CUMULATIVE 3-YEAR TOTAL (FROM 7/1/13)

CUMULATIVE 4-YEAR TOTAL (FROM 7/1/12)

CUMULATIVE 5-YEAR TOTAL (FROM 7/1/11)

CUMULATIVE 2-YEAR TOTAL (FROM 7/1/14)



 
1    Open Requisitions 10-2015 

Open Requisitions (as of 11/4/2015) 

Req 
Number 

Req Title Department 
Position 

Type 
FTE% 

Date 
From HR 

16-051 
ACCOUNTING 

TECHNICIAN 
FISCAL SERVICES Vac 100 9/1/15 

15-146 
ADMINISTRATIVE 

ASSISTANT 

EDUCATIONAL 

SERVICES 
New 100 2/18/15 

16-015 

BILINGUAL 

COMMUNITY LIAISON 

(SPANISH) 

STUDENT SERVICES New 37.5 7/15/15 

16-084 CAFETERIA WORKER I 
JOHN ADAMS MIDDLE 

SCHOOL 
Vac 37.5 10/23/15 

16-085 CAFETERIA WORKER I 
JOHN ADAMS MIDDLE 

SCHOOL 
Vac 43.75 10/23/15 

16-086 CAFETERIA WORKER I 
LINCOLN MIDDLE 

SCHOOL 
Vac 43.75 10/23/15 

16-088 CAFETERIA WORKER I 
SANTA MONICA HIGH 

SCHOOL 
New 37.5 10/20/15 

16-027 
CAMPUS SECURITY 

OFFICER 

SANTA MONICA HIGH 

SCHOOL 
New 50 8/5/15 

15-142 
CHILDREN'S CENTER 

ASSISTANT-1 

JOHN MUIR 

ELEMENTARY SCHOOL 
Vac 43.75 2/13/15 

14-181 
CHILDREN'S CENTER 

ASSISTANT-3 

CHILD DEVELOPMENT 

SERVICES 
Vac 43.75 5/27/14 

15-046 
CHILDREN'S CENTER 

ASSISTANT-3 

CHILD DEVELOPMENT 

SERVICES 
Vac 43.75 8/22/14 

16-020 
CHILDREN'S CENTER 

ASSISTANT-3 
CDS-PINE STREET Vac 43.75 7/29/15 

16-021 
CHILDREN'S CENTER 

ASSISTANT-3 

CDS-WEST 

WASHINGTON 
Vac 43.75 7/29/15 

16-022 
CHILDREN'S CENTER 

ASSISTANT-3 

CDS-WEST 

WASHINGTON 
Vac 43.75 7/29/15 

16-023 
CHILDREN'S CENTER 

ASSISTANT-3 

WILL ROGERS 

LEARNING ACADEMY 
Vac 43.75 7/29/15 



 
2    Open Requisitions 10-2015 

Req 
Number 

Req Title Department 
Position 

Type 
FTE% 

Date 
From HR 

16-013 CUSTODIAN 
CHILD DEVELOPMENT 

SERVICES 
New 100 7/10/15 

16-034 CUSTODIAN BUSINESS SERVICES Vac 37.5 8/12/15 

16-044 

EXECUTIVE DIRECTOR 

OF FACILITIES, 

MAINTENANCE, AND 

OPERATIONS 

BUSINESS SERVICES New 100 8/19/15 

16-071 
FACILITIES 

TECHNICIAN 
BUSINESS SERVICES Vac 100 9/30/15 

16-075 
HUMAN RESOURCES 

SPECIALIST 
HUMAN RESOURCES Vac 100 10/8/15 

16-007 

LEAD VEHICLE AND 

EQUIPMENT 

MECHANIC 

TRANSPORTATION Vac 100 7/13/15 

16-057 PARAEDUCATOR-1 
GRANT ELEMENTARY 

SCHOOL 
Vac 75 9/4/15 

16-059 PARAEDUCATOR-1 
SANTA MONICA HIGH 

SCHOOL 
New 80 9/9/15 

16-060 PARAEDUCATOR-1 
ROOSEVELT 

ELEMENTARY SCHOOL 
Vac 75 9/9/15 

16-078 PARAEDUCATOR-1 
WILL ROGERS 

LEARNING ACADEMY 
Vac 56.25 9/12/15 

16-083 PARAEDUCATOR-1 
JOHN MUIR 

ELEMENTARY SCHOOL 
Vac 56.25 10/5/15 

16-049 

SPEECH LANGUAGE 

PATHOLOGY 

ASSISTANT 

SPECIAL EDUCATION Vac 100 8/25/15 

15-169 
TECHNOLOGY 

SUPPORT ASSISTANT 

INFORMATION 

SERVICES 
New 100 4/28/15 

15-170 
TECHNOLOGY 

SUPPORT ASSISTANT 

INFORMATION 

SERVICES 
New 100 4/28/15 

 



 
1 Filled Requisitions 10-2015 

Filled Requisitions (10/1/2015 – 10/31/2015) 

Req 
Number 

Req Title Department 
Date of 

Accepted Job 
Offer 

16-076 CHILDREN’S CENTER ASSISTANT-2 
CHILD DEVELOPMENT 

SERVICES 
9/27/15 

16-038 CHILDREN’S CENTER ASSISTANT-3 
CHILD DEVELOPMENT 

SERVICES 
8/25/15 

16-001 CUSTODIAN 
M & O (Maintenance & 

Operations) 
10/7/15 

16-002 CUSTODIAN 
M & O (Maintenance & 

Operations) 
10/7/15 

16-003 CUSTODIAN 
M & O (Maintenance & 

Operations) 
10/7/15 

16-055 CUSTODIAN 
WEBSTER ELEMENTARY 

SCHOOL 
10/21/15 

16-056 CUSTODIAN LINCOLN MIDDLE SCHOOL 10/7/15 

16-062 CUSTODIAN 
M & O (Maintenance & 

Operations) 
10/8/15 

16-063 CUSTODIAN 
M & O (Maintenance & 

Operations) 
10/7/15 

16-064 CUSTODIAN 
M & O (Maintenance & 

Operations) 
10/7/15 

16-054 
INSTRUCTIONAL ASSISTANT-

CLASSROOM 

WILL ROGERS LEARNING 

ACADEMY 
10/5/15 

16-067 
INSTRUCTIONAL ASSISTANT-

CLASSROOM 

WILL ROGERS LEARNING 

ACADEMY 
10/1/15 

16-082 MAINTENANCE SUPERVISOR FACILITIES MAINTENANCE 10/13/15 

16-079 PARAEDUCATOR-1 
SMASH (ALTERNATIVE) 

SCHOOL 
10/30/15 

16-080 PARAEDUCATOR-1 
MCKINLEY ELEMENTARY 

SCHOOL 
10/30/15 

16-087 PARAEDUCATOR-1 
MCKINLEY ELEMENTARY 

SCHOOL 
10/30/15 



 
2 Filled Requisitions 10-2015 

Req 
Number 

Req Title Department 
Date of 

Accepted Job 
Offer 

16-074 PARAEDUCATOR-3 SPECIAL EDUCATION 10/21/15 

16-081 PARAEDUCATOR-3 SPECIAL EDUCATION 10/22/15 

16-018 SENIOR OFFICE SPECIALIST 
WEBSTER ELEMENTARY 

SCHOOL 
10/20/15 

 































































































SANTA MONICA – MALIBU UNIFIED SCHOOL DISTRICT 

PERSONNEL COMMISSION 

MEETING CALENDAR 

2015 – 2016 
 

Date Time Location Notes 
2015    

July 14, 2015 4:00 p.m. Board Room – District Office  

August 11, 2015 4:00 p.m. Board Room – District Office  

September 8, 2015 4:00 p.m. Board Room – District Office  

October 13, 2015 4:00 p.m. Board Room – District Office  

November 10, 2015 4:00 p.m. Board Room – District Office  

December 8, 2015 4:00 p.m. Board Room – District Office  

2016    

January 12, 2016 4:00 p.m. Board Room – District Office  

February 9, 2016 4:00 p.m. Board Room – District Office  

February 2016 Daily Conference TBD CSPCA 2016 Annual 

Conference 

March 8, 2016 4:00 p.m. Board Room – District Office  

April 12, 2016 4:00 p.m. Board Room – District Office 2016–17 Budget Discussion 

and Development,  

May 10, 2016 3:00 p.m. Board Room – District Office Classified Employees 

Appreciation Reception 

May 10, 2016 4:45 p.m. Board Room – District Office 2016-17 Budget Adoption 

June 14, 2016 4:00 p.m. Board Room – District Office  

 





 
 
 
 
 
 
 
 
 
 
 
 
 
 

VI. Personnel Commission Business: 
 

 
A. Future Items: 

 
Subject Action Steps Tentative 

Date 

Merit Rule 
Revisions 

-Second Reading and Approval of Changes to Merit 
Rules: Chapter III: Classification 
-First Reading of Changes to Merit Rules: 
Chapter IV: Application for Employment 
-Update on Committee’s progress regarding  
Advanced Step Placement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

December 
2015 

-Second Reading and Approval of Changes to Merit 
Rules: 
Chapter IV: Application for Employment 

January 2016 

 -First Reading of Changes to Merit Rules: 
Chapter XI: Vacation, Leaves of Absence and Holidays 

February 2016 

 



 

 

 

VII.  Next Regular Personnel Commission Meeting: 
   Tuesday, December 8, 2015 at 4:00 pm - District Office Board Room 

 
 



 

 

VIII. Public Comments for Closed Session Items Only: 
 

  

 

 

 

 

 

 

 



 

 

IX. Closed Session: 
 

  

 

 

 

 

 

 

 



 

 

X. Adjournment: 
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