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8. Next Meeting

| - ——

9. Adjournment
Meeting adjourned at 4:07 pm

Respectfully Submitted,
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Peter Rogosin Date
Secretary, Personnel Commission

Approved,

Timothy Carter Date
Chairperson, Personnel Commission
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14. Adjournment
The meeting was adjourned at 7:52 pm.

Respectfully Submitted,
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Peter Rogosin Date
Secretary, Personnel Commission

Approved,

Timothy Carter Date
Chairperson, Personnel Commission



UNOFFICIAL VERSION

Berkeley Unified School District
2020 Bonar Street, The Personnel Commission Office, Room 133
Berkeley, CA 94702

Personnel Commission Special Meeting Minutes
June 8, 2017 —12:30 pm

1. Callto Order
The meeting was called to order at 12:35 pm.

2. Roll Call & Establishment of Quorum
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None

4. Approval & Adoption of Agenda
Chairperson Carter mad a motion to approve the agenda,
Approved, 3-0

5. Closed Session (2 matters)
a) Public Employment - Government Code § 54957 (b)(1)
The Personnel Commission met in closed session to discuss the recruitment of Director, Classified Personnel and
provide direction to staff.
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Berkeley Unified School District
Merit System

Eligibility List for : Vehicle and Equipment Supervisor
(Promotional)

Written Examination: June 14, 2017
Oral Examination: June 14, 2017

List Established by Personnel Commission: July 13, 2017 to expire July 12, 2018

Promotional
1 Stephen Williams

(2R,

Peter Rogosin
Secretary, Personnel Commission

Timothy Carter
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Examinations Administered in the Month of June:

Classification Written Oral Performance

Nutrition Services Assistant 3
Clerical Assistant lil 20
Vehicle & Equipment Supervisor
Instructional Tech-Before and After School
School Bus Driver

Lead Maintenance Engineer
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New Hires/New Assignments/Promotions Processed in the Month of June:

Name- Employment Type- Classification-

Saidy Guillen New Assignment Instructional Assistant [I- SPED Bilingual
Tiffany Williams New Assignment Student Records Assistant

Marina Hernandez New-Hire Nutrition Services Assistant

Rebecca Merchant New-Hire Clerical Assistant lll

Sanna Murcia New-Hire Instructional Assistant, ECE

3

Location/Dept.

LeConte

Berkeley High
Oxford

Special Ed.
Franklin Preschool
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Erwin Asis New-Hire Custodian | Emerson
Jillissa Bostic New-Hire Instructional Assistant II- SPED lohn Muir
Elijah Hemphill New-Hire Instructional Tech- Before & After School King Middle School
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ATTACHMENT A

To: The Personnel Commission

From: Peter Rogosin, Interim Personnel Director

Date: July 13, 2107

Subject: Request for Advance Step Placement of Existing Employee

Recommendation

It is recommended that the Personnel Commission deny the request for advanced step
placement.

Basis for the Recommendation

The Personnel Commission received a request for advanced step placement of an existing
employee at time of promotion. The request noted that the employee was working in the
higher level classification on a “work-Out-Of-Class” basis and receiving a 5% differential for
doing so. Upon promotion, the employee was returned to his former class before computing
the step placement on promotion. In other words, the employee first lost the 5% differential
for working out of class and then was provided a 5% increase for coming off a list into a regular
assignment.
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ATTACHMENT A

Date: May 25, 2017

Berkley Unified School District

Berkeley, CA 94702

Att: Personnel Commissioners
From: Rodenck Carraway
17426 Via Melina

San Lorenzo, Ca 94580

In reference to : Advance Salary Placement

L, Roderick Carraway am requesting an Advance Salary Placement for my current

and have been placed in this current position as of April 3, 2017. I am requesting the Advance
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ATTACHMENT B

To: The Personnel Commission
From: Peter Rogosin, Interim Personnel Director
Date: July 13, 2017

Subkiagt: Fitahlishrognt. gfNey Macenfingd {rrnyat<Baunhlo Toghnigiin

Recommendation:
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class of Lead Accounts Payable Technician.

It is recommended that the class of Lead Accounts Pavable Technician be allocated to Ranee 47
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Background:

The Finance Department requested the establishment of a new classification performing lead



ATTACHMENT B

Berke'l BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION

PUBLIC SCHOOLS Human Resources Department

Berkelsy Unified School District

TITLE: Lead Accounts REPORTS TO: Assigned Supervisor

Payable Technician
DEPARTMENT/SCHOOL: Business Services CLASSIFICATION: Non-Administrative
Classified Technical
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ATTACHMENT B
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Basic understanding of accounts payable systems, policies and procedures.

Accounts payable principles and procedures in the public sector.

Principles of basic auditing.

Examination, verification and maintenance of accounts and accounting data.

Excel or equivalent spreadsheet software, specialized accounting software and the use of calculators to
perform mathematical computations.

ABILITY TO:

Apply specific procedures and established methods to the review of Accounts Payable batch records.
Investigate and resolve discrepancies, inaccuracies and incomplete data in batch records.

\erifv the antheoticity and arciracy o invoires

Effectively monitor the work of others and provide work direction.

Make accurate arithmetical computations.

Enter data into relevant categories

Use a computer and standard business and accounting software and calculators.
Communicate effectively to resolve accounts payable concerns and workforce issues.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school supplemented by college-level course in
accounting or related field and three years clerical accounting experience including two years involving payroll
processing

WORKING CONDITIONS:

ENVIRONMENT:
Office environment

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

Berke'le BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION

PUBLIC SCHOOLS Human Resources Department

Berkeley Unified School District

TITLE: Restorative Justice REPORTS TO: Assigned Supervisor

Coordinator
DEPARTMENT/SCHOOL: As Assigned CLASSIFICATION: Non-Administrative
Classified Technical
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ATTACHMENT C
WORKING CONDITIONS:

ENVIRONMENT:

Indoor work environment

Driving a vehicle to conduct work

Some evening and weekend work may be required.

Dexterity of hands and fingers to operate a computer keyboard
Hearing and speaking to exchange information

Seeing to read a variety of materials

Sitting or standing for extended periods of time

Bending at the waist or kneeling



AU R | )
QNN Oper Ao

mé- 5 0ufm:

ko orn o NBET

ULLLHISSIULIL USC LY.

‘ Date of Chairpersei Revie

~ AT
P .
Loy Bnekige] L WRleramrarenda Sotieeatie

o AJAL RANLIME 3
CECLIMU W)




ATTACHMENT E

To: The Personnel Commission
From: Peter Rogosin, Interim Personnel Director
Date: July 13, 2017

Subject: Special Report of Step Increases
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ATTACHMENT F

To: The Personnel Commission

From: Peter Rogosin, Interim Personnel Director

Date: July 13, 2017

Subject: Informative Report on Establishment of New Position

This report was prepared as an informative report on establishing new positions and creating and
anproving new classification descrintions. The California Education Code established the lesal

framework for the separation of responsibilities for single positions (a District responsibility) versus
classifications (a Personnel Commission responsibility) in order to maintain an efficient system of
personnel administration based on the merit system principles of demonstrated merit and equality of
treatment.

The duties and responsibilities performed by one individual are established by the Board of Trustees or
designee. Classification descriptions, including titles, salary range allocation, typical duties and
responsibilities, required certifications, minimum qualifications necessary to compete in the
examination process and other distinguishing characteristics of a class are presented to the Personnel

-

Pt o [t







