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OCEAN VIEW
SCHOOL DISTRICT

PERSONNEL COMMISSION

AGENDA

THURSDAY, DECEMBER 14, 2023

CLOSED SESSION
3:30 p.m.
HUMAN RESOURCES
CONFERENCE ROOM, BUILDING B

REGULAR MEETING
4:30 p.m.
BOARD ROOM, BUILDING A

Regular Personnel Commission meetings are accessible online and can be viewed via live-
streaming on Zoom and YouTube: https://www.ovsd.org/PersonnelCommissionMeeting

1. CLOSED SESSION
CALL TO ORDER

2. ROLL CALL

APPROVAL OF CLOSED SESSION MINUTES: The Personnel Commission will

TIME: p.m.

ACTION

receive the minutes of the last Closed Session meeting of November 9, 2023. Page 1

Moved:
Second:
Vote:

INFORMATION — DISCUSSION - ACTION ITEMS

THE PERSONNEL COMMISSION WILL MEET IN CLOSED SESSION TO DISCUSS:

A. Discussion of appointment of employees and employee termination, evaluation of
employee performance, complaints or charges against employee, and other personnel matters
pursuant to Government Code § 54957 and 54957.1.

1. Director, Classified Personnel evaluation

5. ADJOURNMENT

6. RECONVENE TO OPEN SESSION
CALL TO ORDER

7. PLEDGE OF ALLEGIANCE

8. ROLL CALL

TIME: p.m. ACTION
Moved:
Second:
Vote:

TIME: p.m.
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AGENDA FOR THE PERSONNEL COMMISSION MEETING — DECEMBER 14, 2023 - PAGE 2

9. ELECTION OF OFFICERS: In accordance with Merit System Rule 2.1.6, the
Personnel Commission shall elect one of its members as Chair and another as
Vice-Chair.

Chair: Nominee:

Elected:

Vice-Chair: Nominee:

Elected:

10. REPORT OUT OF CLOSED SESSION

ACTION

Moved:
Second:
Vote:

Moved:
Second:
Vote:

11. PUBLIC COMMENTS: Personnel Commission meetings will be held in-person and are open to the
public. Public comments must be made in-person in order to be heard by the Personnel Commission.

The Personnel Commission welcomes comments or concerns on any item within the jurisdiction of the
Personnel Commission. If you wish to address an item on the agenda, please indicate when, at this

point, or at the time the agenda item is discussed.

Speakers wishing to address the Personnel Commission after the first public comments will have an
opportunity during “Second Public Comments” later in the meeting. All public comments shall be

limited to three minutes per person.
12. APPROVAL OF REGULAR MINUTES: The Personnel Commission will receive

the minutes of the November 9, 2023, Regular Personnel Commission meeting for
approval.

COMMISSION BUSINESS

13. CONSENT CALENDAR: The Personnel Commission will receive the following
items on the Consent Calendar:

A. JOB DESCRIPTION REVIEWS/REVISIONS:

1. Director, Classified Personnel

B. RECRUITMENT AND TESTING:

ELIGIBILITY LIST(S): The Personnel Commission will receive the Director’s
recommendation to certify the following eligibility lists. (Eligibility lists provided
to Commissioners only.)

ACTION
Pages 2-5
Moved:
Second:
Vote:

ACTION
Page 6-12
Moved:
Second:
Vote:



AGENDA FOR THE PERSONNEL COMMISSION MEETING — DECEMBER 14, 2023 - PAGE 3
CONSENT CALENDAR CONTINUED:

2023-42 School Health Technician
2023-43 Instructional Assistant - ABA
2023-44 Universal Instructional Assistant
2023-45 ALC Attendant

2023-46 Universal Instructional Assistant

14. CLASSIFIED PERSONNEL ACTIVITY LISTS: The Personnel Commission will INFORMATION
receive for information the following Classified Personnel Activity List received by Pages 13-14
the Board of Trustees at the Ocean View School District, Regular Board Meeting of
November 14, 2023, (Exhibit A).

15. CLASSIFIED PERSONNEL RECRUITMENT LIST: The Personnel Commission INFORMATION
will receive for information the most current list and status updates of classified Pages 15-27
recruitments.

16. REMOVAL OF NAME FROM ELIGIBILITY LIST: The Personnel Commission will ACTION
receive the Director’'s recommendation to remove the name of a candidate from an Pages 28-29
eligibility list in accordance with Merit System Rule 6.1.8. (Confidential copy of Moved:
letter provided to Commissioners only.) Second:

Vote:

COMMUNICATIONS

17. SECOND PUBLIC COMMENTS: The Personnel Commission welcomes comments or concerns on
any item within the jurisdiction of the Personnel Commission. All public comments shall be limited to
three minutes per person.

18. COMMISSIONER REPORTS

19. DIRECTOR AND STAFF REPORTS

20. ADJOURNMENT TIME: p.m. ACTION
Moved:

Second:
Vote:

The Ocean View School District Personnel Commission meets on the second Thursday of each month at 4:30 p.m. unless otherwise noted.
Agenda notices are posted 72 hours in advance of each regular meeting on the bulletin board outside the Board Room and the full agenda is
posted on the District website.

Agenda items must be submitted in writing to the Director, Classified Personnel at mvellanoweth@ovsd.org no later than the end of the working
day seven days preceding the next Commission meeting. Iltems submitted less than a week before the scheduled meeting date may be
postponed to a later meeting in order to allow sufficient time for consideration and research of the issue.

Persons requiring accommodation in order to view the agenda or participate in the meeting may make the request for accommodation by
contacting the Personnel Commission Office at 714-847-2551, extension 1400, 1401, or mvellanoweth@ovsd.org or meifert@ovsd.org at least
48 hours in advance of the meeting. (Government Code 54954.2 (a)1).
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CALL TO ORDER

ROLL CALL

APPROVAL OF
MINUTES

INFORMATION/
ACTION ITEMS

ADJOURNMENT

OCEAN VIEW SCHOOL DISTRICT
MINUTES
Regular Closed Session Meeting of the Personnel Commission
November 9, 2023

The November 9, 2023, Regular Closed Session meeting of the Personnel Commission
was called to order at 2:57 p.m.

Commissioners Bidnick, Ewing, and Gooch were present. Director Vellanoweth was also
present.

Motion by Commissioner Bidnick to approve the minutes of the October 12, 2023, Regular
Closed Session Meeting.

Seconded by Commissioner Gooch, and carried with a 3:0 vote.
COMMISSION BUSINESS

The Personnel Commission met regarding:

A. Discussion of appointment of employees and employee termination, evaluation of
employee performance, complaints or charges against employee, and other
personnel matters pursuant to Government Code § 54957 and 54957.1.

1. Director, Classified Personnel evaluation
2. FCMAT Study

Motion by Commissioner Gooch to adjourn the November 9, 2023, Closed Session
Meeting at 4:25 p.m.

Seconded by Commissioner Bidnick, and carried with a 3:0 vote.

Michelle Vellanoweth
Director, Classified Personnel
Secretary to the Personnel Commission

Date
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CALL TO ORDER
PLEDGE OF
ALLEGIANCE
ROLL CALL
STAFF MEMBERS
PRESENT
REPORT OUT OF
CLOSED SESSION

FIRST PUBLIC
COMMENTS

APPROVAL OF
MINUTES

CONSENT
CALENDAR

OCEAN VIEW SCHOOL DISTRICT
Regular Personnel Commission Meeting Minutes
November 9, 2023
4:30 p.m.

Commissioner Ewing called the November 9, 2023, Regular Personnel Commission
Meeting to order at 4:30 p.m.

Commissioner Gooch led the pledge of allegiance.

Commissioners Bidnick, Ewing, and Gooch were present.

Michelle Vellanoweth, Director, Classified Personnel; Michelle Eifert, Personnel
Assistant; Betzabeth Vazquez, Personnel Analyst; Diana Flores, Personnel
Technician.

Commissioner Ewing stated that there was nothing to report out of closed session.
There were no comments from the public.

Motion by Commissioner Gooch to approve the minutes of the October 12, 2023,
Regular Personnel Commission meeting.

Seconded by Commissioner Bidnick and carried with a 3:0 vote.

The following job description reviews/revisions were received on the Consent
Calendar:

A. Job Description Reviews/Revisions:
There were no job description reviews or revisions submitted for approval.

The following recruitment and testing — eligibility lists were received on the Consent
Calendar:
B. Recruitment and Testing — Eligibility Lists:

» 2022-75 Parent Liaison Instructional Assistant Bilingual — Spanish (Correction)
* 2023-19 Campus Safety Supervisor (Correction)

» 2023-32 Noon Duty Supervisor

» 2023-33 Speech and Language Assistant

» 2023-34 School Office Manager

+ 2023-35 Parent Liaison Instructional Assistant Bilingual — Vietnamese
+ 2023-36 Instructional Assistant - ABA

» 2023-37 Instructional Assistant — Special Education

» 2023-38 Instructional Assistant — Severely Disabled

» 2023-39 Food Service Worker

» 2023-40 Custodian

» 2023-41 Universal Instructional Assistant

Motion by Commissioner Bidnick to approve the Consent Calendar.

Seconded by Commissioner Gooch, and carried with a 3:0 vote.

Page 2



MINUTES OF THE NOVEMBER 9, 2023 PERSONNEL COMMISSION MEETING - PAGE 2

CLASSIFIED
PERSONNEL
ACTIVITY LISTS

REACTIVATION OF
FORMER
CLASSIFICATION —
AUDIOVISUAL
TECHNICIAN

REACTIVATION OF
FORMER
CLASSIFICATION -
INFORMATION
TECHNOLOGY
SUPPORT
SPECIALIST

JOB DESCRIPTION
UPDATE AND
SALARY RANGE
REALLOCATION —
DATABASE
ANALYST

The Personnel Commission received for information only, the Classified Personnel
Activity Lists that were presented for approval at the Board of Trustees meetings of
October 10, and October 24, 2023.

With the upcoming retirement of Dale Jacobson, Director of Information Technology,
Rick Larson, and Assistant Superintendent, Administrative Services, Keith Farrow,
approached Director Vellanoweth with a proposal to reactivate the former job
classification of Audiovisual Technician. This position would primarily be responsible
for providing for the expanding and specialized need for audiovisual equipment and
support for Board and other meetings, conferences, presentations, events, and
trainings throughout the District.

Due to the comparable level of education and experience qualifications to that of
Computer Multimedia Technician, the lack of comparable classifications in other
districts to compare, and to internally align the salary with other classified positions
within Ocean View School District with similar skills and responsibilities, Director
Vellanoweth recommended that the salary of the reactivated classification be placed
at Salary Range 45 on the Classified Bargaining Unit Salary Schedule.

Motion by Commissioner Gooch to approve the Reactivation of Former Classification
— Audiovisual Technician and recommended salary placement at Salary Range 45 on
the Classified Bargaining Unit Salary schedule.

Seconded by Commissioner Bidnick, and carried with a 3:0 vote.

Director of Information Technology, Rick Larson, and Assistant Superintendent,
Administrative Services, Keith Farrow, approached Director Vellanoweth with a
proposal to reactivate the former job classification of Information Technology Support
Specialist. This position would serve to support and assist the Database Analyst with
project-oriented responsibilities, including mandated reporting timelines throughout the
year and user interfaces and data transfers between the student information system
and other applications. It would also provide for a career ladder in this specialized
area and sharing vital institutional knowledge within the Information Technology
department.

To internally align the salary of this position with other classified positions within the
Ocean View School District with similar levels of skill and responsibility, Director
Vellanoweth recommended that the salary of the reactivated classification be placed
at Salary Range 40 on the Classified Bargaining Unit Salary Schedule.

Motion by Commissioner Bidnick to approve the Reactivation of Former Classification
— Information Technology Support Specialist and recommended salary placement at
Salary Range 40 on the Classified Bargaining Unit Salary schedule.

Seconded by Commissioner Gooch, and carried with a 3:0 vote.

Director Vellanoweth received a request from Director of Information Technology, Rick
Larson, and Assistant Superintendent, Administrative Services, Keith Farrow, to
review the job description of the Database Analyst to ensure it was up to date. In
addition they requested a salary study be conducted to ensure that the pay for this
position was at an appropriate and competitive level.
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MINUTES OF THE NOVEMBER 9, 2023 PERSONNEL COMMISSION MEETING - PAGE 3

JOB DESCRIPTION
UPDATE AND
SALARY RANGE
REALLOCATION —
DATABASE
ANALYST
(CONTINUED)

ADVANCE STEP
PLACEMENT FOR
KARENINA
CRISPELL,
SPEECH AND
LANGUAGE
ASSISTANT

SECOND PUBLIC
COMMENTS

COMMISSIONER
REPORTS

DIRECTOR AND
STAFF REPORTS

Director Vellanoweth reviewed the Database Analyst job description and provided
suggested updates. She also gathered survey information from neighboring and
established survey districts with similar positions. Survey data indicated that Ocean
View’s salary was slightly below the mean and median of surveyed districts.

Therefore, Director Vellanoweth recommended that the Personnel Commission
approve the proposed updates to the job description and recommend to the Board of
Trustees that the salary of Database Analyst be reallocated from Salary Range 45 to
Salary Range 47 on the Classified Bargaining Unit Salary Schedule.

Motion by Commissioner Gooch to approve the Job Description Update and Salary
Range Reallocation — Database Analyst.

Seconded by Commissioner Bidnick, and carried with a 3:0 vote.

Candidate Karenina Crispell has been offered the position of Speech and Language
Assistant. A request for advance step placement has been received from Director of
Special Education, Chileen Spaulding. The request has the support of Interim
Assistant Superintendent, Felix Avila, and Director Vellanoweth, Classified Personnel.

The rationale for this request includes, but is not limited to, the candidate’s 15 years of
experience as a Speech Pathology Assistant, including within a public school setting,
advanced education in communicative disorders, fluency in Spanish, experience with
medically fragile students and behaviors associated with autism, and demonstrated
difficulty in attracting qualified candidates.

Director Vellanoweth recommended that the request for advance step placement to
step 5 on the Classified Bargaining Unit Salary Schedule be approved in accord with
Merit System Rule 7.2.1.3.A.3.

Motion by Commissioner Bidnick to approve the Advance Step Placement for
Karenina Crispell, Speech and Language Assistant.

Seconded by Commissioner Gooch, and carried with a 3:0 vote.

There were no comments from the public.

Commissioner Bidnick shared that he had the pleasure of attending the Veteran’s Day
Recognition on November 8 at Lake View school. He also thanked Dale Jacobson and
congratulated him on his upcoming retirement.

Commissioner Gooch followed up Commissioner Bidnick’'s comments about Veteran’s
Day. Having served in the military, he is always cognizant of the fact that not enough
is done to honor the dedication and effort of those who keep us safe.

Commissioner Ewing announced the next meeting of the Personnel Commission was
scheduled for December 14, 2023. He wished everyone a happy Thanksgiving.

Director Vellanoweth confirmed the next meeting of the Personnel Commission is
scheduled for December 14, 2023. Director Vellanoweth provided some recruitment
updates. An eligibility list for Universal Instructional Assistant was finalized late last
week and approved this evening. This list has twenty candidates who are awaiting
final interviews scheduled for next Monday.
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MINUTES OF THE NOVEMBER 9, 2023 PERSONNEL COMMISSION MEETING - PAGE 4

DIRECTOR AND
STAFF REPORTS
(CONTINUED)

ADJOURNMENT

While they wait for their final interviews, they were offered the opportunity to begin on-
boarding as substitutes. This way if they are offered permanent positions, they will be
ahead of the game and already in the process or completed with the on-boarding
process.

Director Vellanoweth thanked Assistant Superintendent, Educational Services,
Julianne Hoefer, and Child Development Programs Coordinator, Sue Broderson for
their commitment to have Mrs. Broderson regularly serve as the administrator for
Universal Instructional Assistant final interviews. This will help to expedite the
scheduling of these interviews. She also thanked Kari Grace, Sandra Cerda, and
Raissa Soyangco of the Child Development Department who serve as dedicated oral
exam raters for Universal Instructional Assistant. Ms. Hoefer also committed to
relocating some scheduled trainings that were previously in the Board Room to ensure
that our department has adequate space to conduct written exams, and to securing
administrator raters for oral exams for other positions.

We were able to utilize our previous eligibility list for School Office Clerk to fill a
vacancy at Mesa View. There are still two vacancies at Marine View and Vista View
due to promotions. A new recruitment had been opened in anticipation of these
vacancies and we are on track to have job offers extended just before Winter Break.

Two Groundskeeper positions were offered. One will be starting on Monday. All Food
Service positions have been filled. School Health Technician interviews were today.
We have filled two vacancies for Parent Liaison Instructional Assistant Bilingual for
Vietnamese. These positions are one level higher than Instructional Assistant
Bilingual, not only working in the classroom but serving as parent support and
supporting the school offices. One was a promotion from Instructional Assistant
Bilingual and the other was a substitute who has now become permanent. Another
Spanish candidate accepted a position, so all Parent Liaison Instructional Assistant
Bilingual positions are filled.

Nominations for Classified School Employee of the Year are now being accepted.
Nominations are due by December 5.

Director Vellanoweth thanked all veterans, including Commissioner Gooch who is
present in the room, and those who work at Ocean View School District, for their
service.

Commissioner Ewing asked for a motion to adjourn.
Motion to adjourn by Commissioner Gooch.

Motion seconded by Commissioner Bidnick, and carried with a 3:0 vote, at 4:49 p.m.

Michelle Vellanoweth, Director, Classified Personnel
Secretary to the Personnel Commission

Date
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners
FROM: Michelle Vellanoweth

Director, Classified Personnel
DATE: December 14, 2023

SUBJECT: Agenda ltem No. 13.A.1: Job Description Revision—=Director, Classified Personnel

Background Information

The Personnel Commission Rules provide for a periodic review of the content of classification
specifications, to ensure they adequately and accurately represent duties being performed by
incumbents, and that the requisite skills, knowledge and abilities required are appropriate. The
Director, Classified Personnel job description was last reviewed and updated in October 2015.

Due to the upcoming retirement of the incumbent of the class, it was thought prudent to review and
update the current job description. The incumbent reviewed the job description and proposed draft
revisions which were prepared and provided to the supervisor who was asked to review the proposed
changes as well as provide feedback on identifying essential duties.

Based upon the information provided by the incumbent and supervisor, modifications are proposed to
the Director, Classified Personnel job description. In addition, standard formatting changes and
updates are proposed in order to maintain consistency with the current job description format. The
incumbent and supervisor have reviewed and recommend the final draft which is attached.

It is therefore requested that the Personnel Commission review, discuss and adopt the proposed
revisions to the Director, Classified Personnel job description.

Attachment: Proposed revised job description for Director, Classified Personnel, dated December
14, 2023

Recommendation
The Director recommends that the Personnel Commission review, discuss and adopt the proposed
revisions to the Director, Classified Personnel job description.
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OCEAN VIEW SCHOOL DISTRICT
N

N Personnel Commission
‘

Committed to ensuring a dynamic and collaborative learning community that prepares students for lifelong success!

Director of Classified Personnel

JOB SUMMARY::

Under general and policy direction of the Personnel Commission, the Director has responsibility for
the planning, organization, review and administration of a comprehensive Merit System Personnel
Program for classified employees. Oversees the administration of professional and technical
personnel duties and procedures relating to recruitment, examinations, position control,
classification, salary range placement recommendations, employee relations, development and
administration of Merit Rules and department procedures, and oversees the maintenance of classified
employee personnel records.

CLASS CHARACTERISTICS:

This single incumbent management position, pursuant to Education Codes 45240 - 45460, serves as
the Director of the District’s Merit System classified personnel operations. Reporting directly to the
Personnel Commission, the incumbent is the administrative head of the Classified Personnel
Department. The incumbent provides expertise on a wide variety of classified personnel matters
including: recruitment, testing, classification, compensation, legal/legislative analysis, and Merit
Rule development and administration. In labor relations matters, such as negotiations and employee
discipline, the Director is to be neutral, serving as a Merit System resource to both management and
the classified employee union.

REPRESENTATIVE DUTIES {E-denotes-an-essential-function-of-thejob-)

The omission of specific statements of duties does not exclude them from the position if the work is
similar, related or a logical assignment of this classification.

Essential Duties:

»—Serve as an executive officer of the Personnel Commission to administer the personnel
program of the Classified Merit System of the District, perform a variety of duties related to
the planning, organization and direction of the Personnel Commission; &

e Assure that employment functions comply with Equal Employment Opportunity (EEO)
guidelines, the Education Code, District rules and regulations, and other relatable State and
Federal mandates; keep current and up-to-date with any changes in employment law; E

e Direct and guide personnel commission staff in the timely establishment of necessary
eligibility lists in accordance with Merit System procedures and ensure that effective and
efficient recruitment efforts are utilized; E

e Direct and/or develop job related competitive examinations including written, oral and
performance-based tests for the selection and appointment of classified personnel; E
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e Work in conjunction with District administration to ensure that the selection, promotion and
retention of employees is based upon merit principles; E

e Maintain an effective classification plan reflecting equitable job relationships based upon
systematic evaluation of duties and responsibilities; direct the development of new
classifications for Commission adoption as needed and required by the Merit System; E

e Direct and/or develop and conduct a variety of surveys to determine compensation and
benefits paid to classified jobs in the relevant labor market and prepare recommendations for
the Personnel Commission to act upon and recommend appropriate relationships to the Board
of Trustees; E

e Prepare recommendations to the Personnel Commission for revising and/or developing new
Merit System Rules and regulations to ensure the efficiency of the classified service; E

e Develop well defined agendas, in conformance with provisions of the Brown Act for all
Personnel Commission meetings; £

e Attend all Personnel Commission meetings; act as a secretary to the Commission, guide the
Personnel Commission in their deliberative process, and ensure the keeping of accurate
minutes for each meeting of the Commission; E

e Serve asaresource for district administration, union groups, and employees regarding Merit
System Rules and regulations and other personnel related issues; &

e Prepare an annual budget for the Commission’s approval, along with appropriate back up
information and recommendations; monitor and administer the Commission’s annual budget;
E

e Provide direction to and assume responsibility for the Commission staff including training,
supervision and timely evaluation of staff members. E

Other Duties:
——In conjunction with District administration, plan appropriate, in-service training programs for
classified employees and evaluate the effectiveness of those programs.

SUPERVISION:

Receives general and policy direction from, and is responsible to, the Personnel Commission;

Direct supervision is exercised over employees of the Personnel Commission.

MINIMUM QUALIFICATIONS:

Knowledge of:

o Principles and practices of personnel administration including position classification, salary
administration, recruitment, examination and selection;

o Merit System rules and provisions of the Education Code related to personnel practices and
procedures in school districts;

o Recruitment methods and various selection techniques including: construction and

administration of written, oral and performance exams, interviewing techniques, affirmative
action, Americans with Disabilities Act (ADA), and Equal Employment Opportunity

Director of Classified Personnel Page |2
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Commission (EEOC)/BFEH and California Civil Rights Department (CRD) provisions;
Methods and techniques used in job analysis and position classification;

Salary compensation and benefits administration practices used in the public sector;
Principles of public administration, management and organization;

Principles and practices of employee training and supervision;

Modern office methods, procedures, terms, and equipment, including a working knowledge
of the use of personal computers, word processing, spreadsheet, database, email and internet
computer applications;

Public presentation methods and use of related software and/or equipment.

Ability to:

Interpret and apply a wide variety of rules and regulations relating to the operation of the
Merit System under the State Education Code;

Provide advice and counsel to maintain positive employee relations and ensure that employee
concerns are handled in a fair and consistent manner;

Foster and enhance recognition of the Personnel Commission office as an independent,
neutral resource to classified employees, employee representatives, supervisors and District
administration;

Manage, supervise, motivate, direct and train the Commission staff;

Provide clear, concise and readily understandable presentations to the Personnel
Commission, the District administration, employee representatives, staff and classified
employees;

Effectively advise the Personnel Commission on personnel activity, disciplinary hearings,
procedures and problems;

Maintain confidentiality in all personnel matters;

Interpret, apply and explain rules, regulations, policies and procedures;

Write and maintain updated policies, regulations, and contract language clearly and
concisely;

Analyze situations accurately and adopt appropriate course of action;

Direct and ensure the maintenance of a variety of reports and files related to assigned
personnel activities;

Plan, organize and prioritize work of self and others to meet schedules and time lines;
Communicate effectively, in writing, orally, in person or on the telephone.

Operate various office equipment, including data and word processing equipment and
software programs;

Establish and maintain effective interpersonal relationships using tact, patience, courtesy and
respect_in a manner that reflects positively on the Personnel Commission and the District.

EMPLOYMENT STANDARDS:

Education:

Any combination of education, training and experience which demonstrates the ability to perform the
duties of the position. A typical qualifying entrance background would include:

Director of Classified Personnel Page |3
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e Graduation from an accredited college or university with a B.A. or B.S. degree in public
administration, industrial psychology, labor relations, public personnel management, or other
closely related field.

Experience:

e Three (3) years of recent administrative or supervisory experience in the area of personnel
management including recruitment, testing, classification and compensation.

e Experience in a Merit System or Civil Service System and recruitment, testing, classification
and compensation is highly desirable.

LICENSES REQUIRED:

Possession of a valid and appropriate California Driver License.

PHYSICAL DEMANDS, WORKING ENVIRONMENT AND HAZARDS:

The physical demands described here are representative of those that must be met by employees to

successfully perform the essential functions of this class. Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions.

Physical Demands:

Performs primarily sedentary administrative work in a typical office environment, frequently sits,
stands, and walks, with mobility sufficient to visit various job sites; occasionally stoops, bends, and
reaches over head; repetitively uses fingers on both hands simultaneously; safely lift, carry, and/or
push up to 25 pounds; speak clearly and is able to understand normal voice conversation in order to
communicate effectively, exchange information, make presentations before groups, and use a
telephone; visual acuity sufficient to read, review, analyze, extract and interpret various educational
research journals, treatises, legal opinions and legislative analysis, and effectively use a personal
compulter.

Working Environment:

Works indoors and has direct contact with district employees, administrators, elected/appointed
officials and the public, occasionally in difficult interpersonal situations; works with high volume
and tight deadlines, without guidance from supervisor(s); attendance at night meetings may be
necessary.

SALARY RANGE

Range M71
Classified Management Salary Schedule

Past Revisions: 11/8/99, 10/14/04, 9/13/07, 2/16/12, 10/13/15
I - . I S Ffoctive:

Proposed revisions to Personnel Commission 12/14/23

Director of Classified Personnel Page |4
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Eifert
Personnel Assistant

DATE: December 14, 2023

SUBJECT: Agenda Item No. 13B.: ELIGIBILITY LISTS

Background Information

The following eligibility lists are being forwarded for approval. These lists are confidential within the
meaning of Education Code Section 45274 and Government Code Section 6254(g) along with other
examination records and data. The information below is being shared to provide the District administration
and staff with data on classified recruitment and testing statistics. (Confidential eligibility lists provided to
Commissioners only.)

2023-42 School Health Technician
2023-43 Instructional Assistant - ABA
2023-44 Universal Instructional Assistant
2023-45 ALC Attendant

2023-46 Universal Instructional Assistant

Recommendation

The Director of Classified Personnel recommends the Personnel Commission approve the following
Classified Personnel Eligibility Lists: 2023-42 through 2023-46.
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Eligibility Lists

Page 2
List No. Classification Recruitment and Testing Statistics No. of No. of New/ List Type
Ranks | Merged Eligibles
2023-42 | School Health Technician No. of Applicants 16 7 7 Open,
Screened Out 6 Promotional,
Written Exam Test Date 10/24/2023 & Merge
No Show/ Withdrew 5
Did Not Qualify 1
Oral Exam Test Date 11/02/2023
No Show/ Withdrew 0
Did Not Qualify 0
2023-43 | Instructional Assistant - ABA No. of Applicants 5 5 5 Open,
Screened Out 0 Promotional,
Written Exam Test Dates N/A & Merge
No Show/ Withdrew 0
Did Not Qualify 0
Oral Exam Test Date 11/7/2023
No Show/ Withdrew 1
Did Not Qualify 0
2023-44 | Universal Instructional Assistant No. of Applicants 43 2 20 Open &
Screened Out 0 Promotional
Written Exam Test Date 11/08/2023
No Show/ Withdrew 20
Did Not Qualify 3
Oral Exam Test Date N/A
No Show/ Withdrew N/A
Did Not Qualify N/A
2023-45 | ALC Attendant No. of Applicants 4 3 3 Open,
Screened Out 0 Promotional,
Written Exam Test Date 8/16/2023 & Merge
10/18/2023
11/8/2023
No Show/ Withdrew 2
Did Not Qualify 0
Oral Exam Test Dates N/A
No Show/ Withdrew N/A
Did Not Qualify N/A
2023-46 | Universal Instructional Assistant No. of Applicants 13 2 16 Open,
Screened Out 0 Promotional,
Written Exam Test Date 11/15/2023 & Merge
11/22/2023
No Show/ Withdrew 4
Did Not Qualify 2
Oral Exam Test Date N/A
No Show/ Withdrew N/A
Did Not Qualify N/A
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners
FROM: Michelle Eifert
Personnel Assistant
DATE: December 14, 2023
SUBJECT: Agenda Item No. 14: CLASSIFIED PERSONNEL ACTIVITY LIST(S)

Background Information

The Board of Trustees received the following Classified Personnel Activity List for approval at the
regular Board Meeting of November 14, 2023, (Exhibit A).

These lists are provided for the Personnel Commissioners to review classified employee activity
recently processed by Classified Personnel staff.

Recommendation

The Director of Classified Personnel recommends that the Personnel Commission receive the
Classified Personnel Activity List of November 14, 2023.
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Eifert
Personnel Assistant

DATE: December 14, 2023

SUBJECT Agenda Item No. 15: CLASSIFIED PERSONNEL RECRUITMENTS LIST

Background Information

The following is a list of classified personnel recruitments that are currently in progress. This list is
provided to the Personnel Commissioners, District administration, and staff, to communicate and
share the status of current classified vacancies throughout the recruitment and hiring process.

Recommendation

The Director of Classified Personnel recommends that the Personnel Commission receive the
Classified Personnel Recruitments List for information.
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OCEAN VIEW SCHOOL DISTRICT
PERSONNEL COMMISSION

Memo

TO: Personnel Commissioners

FROM: Michelle Vellanoweth
Director, Classified Personnel

DATE: December 14, 2023

SUBJECT: Agenda ltem No. 16: Removal of Name from Eligibility List

Background Information

Personnel Commission Rule 6.1.8 allows for the name of an eligible to be removed from
an eligibility list for a variety of reasons (See complete Rule 6.1.8 attached).

Recently it was recommended by the Director, Classified Personnel that the following
eligible be removed from an eligibility list for reasons outlined in Rule 6.1.8. This eligible
is:

EdJoin Applicant ID #: 6874506
Eligibility List: 2023-41 Universal Instructional Assistant

The attached letter (Commissioners only) outlines the reasons for the Director’s
recommendation to remove the above named eligible from the respective eligibility list.
This letter, sent to the eligible via regular and certified mail, notified them of the eligibility
list they were being removed from, and the reason for removal in accord with Personnel
Rule 6.1.8. They were also provided a copy of Rule 6.1.8 and given the opportunity to
protest the action of removal of their name.

Attachment:
Letter to eligible (Commissioners only)
e Applicant ID # 6874506, dated November 27, 2023

Recommendation:

The Director, Classified Personnel recommends that EdJoin Applicant #6874506 be
removed from Eligibility List 2023-41 in accordance with Personnel Commission Rule
6.1.8.
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Merit System Rules and Regulations for the Classified Service
Ocean View School District Personnel Commission

6.1.8

Removal of Names from Eligibility List

The name of an eligible may be removed from an eligibility list for any of the following
reasons:

A.

B.

Written request by the eligible for removal

Failure to respond within three days to an inquiry regarding availability for interview
or employment.

. Termination of employment.

. Failure to appear for an interview after certification.

Fraud or misrepresentation in certifying qualifications.

Three waivers of certifications during the life of the eligibility list, except that
waivers relating to limited term employment shall not be counted.

. After accepting an employment offer having been properly certified as an eligible

for appointment, and subsequently refuses the offer.

. For any other good cause that may occur during the processing of the eligible's

candidacy for employment, e.g., failure of a required pre-placement health
screening or drug testing, conviction of specified crimes, failure to disclose prior
convictions, etc.

Failure to appear for duty at the time agreed upon after accepting appointment.

Failure to provide satisfactory service as an Ocean View School District substitute
employee.

Any cause listed in Merit Rules section 4.1.3 Rejection of Applicants.

(Revised 01/16/03)
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