Ocean View School District
Personnel Commission
Office

Applying for
Classified Jobs

The following will explain to you how
hiring is done in our District. After you
read this, if you have any questions,
please inquire in the Personnel
Commission Office.

Equal Employment Opportunity
The Ocean View School District is committed to equal
opportunity and access for all individuals in education in
accordance with law. District programs, activities,
practices and employment shall be free from
discrimination or sexual harassment based on race, color,
ancestry, national origin, ethnic group identification, age,
religion, marital or parental status, physical or mental
disability, sex, sexual orientation, gender, gender identity
or expression, or genetic information; the perception of
one or more of such characteristics, or association with a
person or group with one or more of these actual or
perceived characteristics.

What is Classified Employment
What is Classified Employment?
Classified employment in a school
district includes positions of a non-teaching
nature. Some areas in which classified
employees work are:












Accounting and Purchasing
Transportation
Clerical and Secretarial
Instructional
Custodial
Maintenance
Food Services
Gardening
Information Services
Special Programs

Recruitment
 When

our District has a job to advertise,
the Classified Personnel Office sends
announcements to be posted in public
places, including sites and departments
within our school district. Sometimes we
place ads in the local media.
 Employees in our District usually know
about these jobs and tell their friends and
acquaintances about them.

Where Can I Go To See What
Positions Are Available?
 Check

our office lobby for job posting(s)
for our current openings

or
 visit

our online application database,
Edjoin.org.

How Can I Apply for a Job?
Applicants must submit an application using our online
application database- Edjoin.org
There are two ways you can access edjoin.org


Visit our district website by typing
www.ovsd.org, and look for this icon

Or


Go directly to Edjoin’s website by typing
www.edjoin.org. Once you are on the home page of
edjoin, type Ocean View School District in the search
bar located on the top right corner.

How Can I Apply for a Job?
 Please

note that you will be required to
create a username and a password in
order to apply.

 Should

you need assistance, please
contact the Edjoin Job Seeker Help Desk
at 888-900-8945.

What if the job I am interested
in is not currently open?
If you are interested in a job for which we currently have no
openings, you may fill out an Interest Card. Interest Cards
are now online.
Please follow the next steps to access the Interest Cards:
 Go to www.ovsd.org
 Click on Departments
 Click on Human Resources and Personnel Commission
 Scroll down to the middle of the page
 Click on the link titled “Classified Interest Cards”
When an opening occurs in the job classification for which
you have completed an interest card, you will be notified
via the email you provided with a copy of the posting and
instructions to apply.

Examination Process
We fill positions by giving examinations. Our examination
processes are job related. Our District is an Equal Opportunity
Employer. Reasonable accommodations may be provided
upon request.
We may ask you to do one or more of the following:


Complete a supplemental questionnaire, on which you are
asked to describe your duties related to your job history, your
course work in school, or other experiences you have had that
would help you do well on the job.



Take a written exam, which asks you questions about the
knowledge and abilities required for the job.



Take a performance test, which allows you to demonstrate skills
that will be needed on the job. (example: typing, driving,
operating machinery, using tools, etc.)

Examination Process
The examinations we give
are not intelligence tests.
They measure the
knowledge, skills, and
abilities that are needed on
the job. The questions on
the examinations are not
“trick” questions.

Retesting Policy
If you do not pass the examination, we invite
you to fill out our online interest cards so that we
may notify you of the next testing. You may
also apply for any other job for which you are
qualified.
If you have taken an examination and have
some questions about it or our retesting policy,
please speak with one of our Personnel Office
staff immediately.

Eligibility List


A list of names of all candidates who have been
successful in passing all of the “merit system”
testing requirements for a job classification is
referred to as an Eligibility List. If a candidate
passes all of the testing requirements with the
highest total score, his/her name would be in the
first rank of scores on the Eligibility List.



Eligibility Lists are usually kept for one year, or until
there are fewer than three ranks remaining on
the list, at which time the recruitment and
examination process may begin again. As long
as the job classification exists and/or there is a
need to fill a vacant position, an Eligibility List is
created.

Veterans Credit
Veterans are given credit for service in the
U.S. Armed Forces in accordance with
California Education Code Section 45296,
for any entry level positions. If you are
eligible for this credit and pass all portions of
the examination, points will be added to
your final examination score. In order to
receive this credit, you must provide proof
of service.

Final Selection Interview
When a job opening occurs, names on the
Eligibility List are provided to the hiring
supervisor for interview in the order of the
candidate’s ranking on the Eligibility List.
The supervisor then makes a selection and
recommends a candidate for final
appointment to the job. Candidates not
selected will remain on the Eligibility List for
future consideration.

Employment Information


If you are selected for appointment to the
job, the California Education Code states that
you must be fingerprinted and have Mantoux
TB skin test or chest x-ray to indicate that you
do not have tuberculosis.



You will be required to provide proof of your
legal right to work in the United States in
accordance with the Immigration Reform and
Control Act of 1986. You may be asked to
swear allegiance to the Constitutions of both
the State and the United States.

Employment Information
 New

employees usually start at Step 1 on
the salary schedule for their job
classification. With satisfactory job
performance, salary increases are given
annually until the employee has reached
Step 5 of the salary schedule. After 9
years of satisfactory service with our
District, employees become eligible for
longevity increases.

Employment Information


All new employees must successfully
complete a probationary period which
means that a new employee is not
“permanent” until he/she has worked at least
6 months and the supervisor has certified that
the employee’s work has been “satisfactory”.
Even after an employee becomes
permanent, the supervisor annually evaluates
the employee’s work, reporting areas of
strength and weakness on the job.

Employment Information
 The

California Education Code prohibits
school districts from hiring people who are
convicted users of illegal narcotics or
other controlled substances or those who
are registered sex offenders. In addition,
recent convictions for certain felonies
may bar an applicant from certain
examinations.

We thank you for your interest in
employment with Ocean View
School District.

Proudly serving the communities of Huntington Beach, Westminster,
Fountain Valley, and Midway City from preschool to eighth grade.

