LONG BEACH UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION
4400 Ladoga Avenue
Lakewood, CA 90713

REGULAR MEETING AGENDA

Regular Meeting 8:15 a.m.

Building B, Room 29

March 15, 2018 ADDENDUM

PAGE NO.
I.  GENERAL COMMUNICATION FUNCTIONS
1. Call to order — Linda Vaughan
2. Renewal of Pledge of Allegiance to the Flag of the United States of America
3. Roall
4. APPROVE Minutes of the Regular Meeting of March 1, 2018 1-3
5. RECEIVE correspondence and refer it to proper order of Business or to the
Executive Officer, Personnel Commission for processing
6. HEAR public on items not listed on the agenda
7. HEAR report from the Executive Officer
Il. CONSENT AGENDA
1. RATIFY job announcement bulletin for Child Nutrition Specialist 4-5
2. RATIFY job announcement bulletin for HVAC Technician 6-7
3. RATIFY job announcement bulletin for Nutrition Services Supervisor | 8-9
4. RATIFY job announcement bulletin for Nutrition Services Supervisor II 10-11
5. RATIFY job announcement bulletin for Nutrition Services Supervisor Il 12-13
6. RATIFY job announcement bulletin for Nutrition Services Worker 14-15
7. RATIFY job announcement bulletin for Office Assistant; Office Assistant- 16-17
Bilingual Spanish

8. RATIFY job announcement bulletin for School Safety Officer 18-19
9. RATIFY job announcement bulletin for Senior Office Assistant: Senior Office 20-21

Assistant-Bilingual Spanish



10. RATIFY job announcement bulletin for Senior Office Assistant-Schools;
Senior Office Assistant-Bilingual Spanish

11. APPROVE the certification of Intermediate Office Assistant 18-0049-0673
eligibility list established March 9, 2018

12. APPROVE the certification of Intermediate Office Assistant-BL Spanish 18-
0050-5050 eligibility list established March 9, 2018

13. APPROVE the certification of Intermediate Office Assistant-Schools 18-0051-
3354 eligibility list established March 9, 2018

14. APPROVE the certification of Intermediate Office Assistant-Schools BL
Spanish 18-0052-5052 eligibility list established March 9, 2018

lll.  OLD BUSINESS
IV.  NEW BUSINESS

1. APPROVE the following:
Adopt the revised class specification of Plant Supervisor-High School

2. APPROVE the following:
Adopt the revised class specification of Custodian

3. DISCUSS the establishment of minimum entrance qualifications
V. OTHER ITEMS
VI.  NEXT REGULAR MEETING
March 29, 2018 at 8:15 a.m. in Building B, Room 29
Vil. CLOSED SESSION

1. Public employee performance evaluation ~ Executive Officer, Personnel
Commission and Classified Employment )

Vill. ~ ADJOURNMENT

22-23
24
24
24

24

25-29

- 30-34

Pursuant to Government Code 54957.5, a copy of all documents related to any item on this agenda that have been submitted

to the Commission may be obtained from the Commission office, 4400 Ladoga Avenue, Lakewood, CA 90713.

Persons requiring accommodation in order to view the agenda or participate in the meeting may make the request for
accommodation to the Executive Officer, Personnel Commission at 562-435-5708 at least 24 hours in advance of the meeting.

(Government Code 54954.2 (a) 1.
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LONG BEACH UNIFIED SCHOOL DISTRICT

PERSONNEL COMMISSION
4400 Ladoga Avenue
Lakewood, CA 90713
MINUTES
Regular Meeting March 1, 2018

The Regular Meeting of the Personnel Commission of the Long Beach Unified
School District was called to order by Linda Vaughan, Chairperson, on Thursday,
March 1, 2018 at 8:15 a.m. in Building B, Room 29 of the Personnel Commission
Office, 4400 Ladoga Avenue, Lakewood, California.

The Pledge of Allegiance to the Flag of the United States of America was led by
Linda Vaughan.

A quorum of the Personnel Commission was in attendance as established by roll
call:

Present: Linda Vaughan
Terence Ulaszewski
Stacey Lewis

Kenneth Kato, Executive Officer; Maria Braunstein, Personnel Analyst; Susan
Leaming, Personnel Analyst; Shristie Nair, Personnel Analyst; Lissa Kukahiko,
Senior Administrative Secretary; and Susan Brister, Human Resources
Technician.

Valeeta Pharr, CSEA Chapter 2 President; and Juan Garcia, Instructional
Assistant-Computer Resources. .

A motion was made by Mr. Ulaszewski, seconded by Ms. Vaughan, and the motion
carried to approve the minutes of the Regular Meeting of February 15, 2018.

Roll-Call Vote Ayes = Noes Abstained

Stacey Lewis X
Terence Ulaszewski X
Linda Vaughan X
None
None

Kenneth Kato, Executive Officer, reported presenting on the New Employee
Orientation Program to other Personnel Commissioner Directors in the Southern
California area at a lunch meeting. Mr. Kato informed the Commission of the
positive recognition received by the other agencies.

Mr. Kato informed the Commission he presented to aspiring school principals
regarding the Personnel Commission and the Merit System on Friday, March 2,
2018.



CONSENT AGENDA

OLD BUSINESS
NEW BUSINESS
OTHER ITEMS

Maria Braunstein, Personnel Analyst, reported on 32 recruitments in various
stages of the process. Ms. Braunstein reported working with Debbie Broadway,
Assistant Principal, Long Beach School for Adults in regards to Regional
Occupational Programs (ROP) community training for Custodial occupations.

Mr. Kato updated the Commission on the Extended School Year (ESY)/Summer
applications. Mr. Kato informed the Commission the computer lab was open for
applicants to utilize the computers and have assistance when applying.

Mr. Kato reported on the conversion of classified seniority to date of hire project.
As of today, over one thousand employees have accepted their seniority records,

32 employees have appealed, and 1/3 of employees have not viewed their
records.

Following discussion, a motion was made by Mr. Ulaszewski, seconded by Ms.
Lewis, and the motion carried with a unanimous vote of those present to approve
Consent Agenda items 1-6.
1. RATIFY job announcement bulletin for Computer Support Technician
2. RATIFY job announcement bulletin for Landscape Irrigation Worker

3. RATIFY job announcement bulletin for Plant Utilities Operator

4. APPROVE the certification of Associate Educational Research Analyst
18-0060-3368 eligibility list established March 1, 2018

5.  APPROVE the certification of Campus Security Officer (Substitutes)
18-0058-5011 eligibility list established February 27, 2018

6. APPROVE the certification of Instructional Aide-Special 18-0061-0448
eligibility list established February 27, 2018

Roll-Call Vote Ayes Noes Abstained
Stacey Lewis X
Terence Ulaszewski X
Linda Vaughan X
None
None

Juan Garcia, Instructional Assistant-Computer Resources, notified the
Commission of prospective employee trainings and updates being made to
employee handbooks.

Valeeta Pharr, CSEA Chapter 2 President, notified the Commission of a $30,000
grant for custodial training. Ms. Pharr notified the Commission of the new CSEA
Office location at 3844 Atlantic Boulevard. Ms. Pharr thanked Mr. Kato and the
Personnel Commission for their support of converting classified seniority to date
of hire.



NEXT REGULAR
MEETING

CLOSED SESSION
OPEN SESSION

ADJOURNMENT

Juan Garcia discussed concerns regarding minimum qualifications when
recruiting and creating job classifications.

Commissioner Lewis requested to agendize a discussion on minimum entrance
qualifications.

Ms. Pharr suggested working with subject matter experts and employees when
creating the job classifications.

The next Regular Meeting of the Personnel Commission is scheduled for
Thursday, March 15, 2018 at 8:15 a.m. in Building B, Room 29 of the Personnel
Commission Office, 4400 Ladoga Avenue, Lakewood, California.

The Personnel Commission retired into closed session at 8:33 a.m.

The Personnel Commission returned to open session at 8:38 a.m. No reportable
actions were taken.

The Regular Meeting of the Personnel Commission was declared adjourned at
8:43 a.m. with the consent of the members.



ABOUT OUR'DISTRICT

The Long Beach Unified School District has earned a reputation as one of
America's finest schoo! systems, winning many awards as a national and
international model of excelience. The Global Education Study by the nonprofit
Battelle for Kids organization lists LBUSD among five of the world’s highest
performing school systems. LBUSD also is one of the world's top 20 school
systems — and one of the top three in the U.S. -- in terms of sustained and
significant improvements, according to a report described as the most
comprehensive analysis of global school system reform ever assembled. The
study was conducted by McKinsey & Company, a trusted advisor and counselor
to many of the most influential businesses and institutions in the world. McKinsey
serves more than 70 percent of Fortune magazine's most admired companies.
The school district was named a national winner of the Broad Prize for Urban
Education, recognizing America's best urban school system for increasing
student achievement. LBUSD also is a five-time finalist for the prize.

Established in 1885 with fewer than a dozen students meeting in a borrowed tent,

LBUSD now educates about 79,000 students in 85 public schools in the cities of

Long Beach, Lakewood, Signal Hill, and Avalon on Catalina Island. With a team of

more than 12,000 full-time and part-time employees, the school district is the

largest employer in Long Beach. The third largest school district in California,

*LBUSD serves one of the most diverse large cities in the United States, and
dozens of languages are spoken by local students.

The school district has won widespread recognition for establishing high standards
of dress, behavior and achievement. Its successes have been featured on Good
Morning America, NBC's Today Show, CBS's This Morning, CNN Headline News
and in Newsweek, Time, U.S. News and World Report, Parade, USA Today,
Sports lliustrated and other national news media.

These are the hallmarks of one of Americas finest school systems. A total
commitment to continuous improvement is what makes the Long Beach Unified
School District a hational leader in preparing young men and women for success.

Long Beach, “The International City” and home of the Queen Mary and the
Aquarium of the Pacific, is a modem, progressive city with an approximate
population of 460,000. Long Beach is the 2nd largest city in Los Angeles County
and 5th largest in California. It enjoys an invariable and moderate climate with
nearly 345 days of sunshine every year and an average temperature of 74
degrees Fahrenheit. The city's prime location offers easy access to several major
freeways, airports, surf and sea activities, and numerous recreational and cultural
sites through the Southern Califomia area. Long Beach is a short distance from
Disneyland, Universal Studios Hollywood and everything Southern California has
to offer!
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An Exciting Career
Opportunity Awaits You at

LONG BEACH UNIFIED
SCHOOL DISTRICT

CHILD NUTRITION SPECIALIST

$33.88 — $39.78 Hourly




JOIN.OURWINNING TEAM

Come join the top Urban School District in the Nation, Long Beach Unified
Schoo! District. We are seeking a knowledgeable, collaborative, and
visionary leader to fill the position of Child Nutrition Specialist. Under general
supervision, plan, coordinate and implement District-wide nutrition education
promotional programs and activities; develop and provide nutrition education
training opportunities for District staff and parents; participate in developing
District menus and recipes; serve as a technical resource to District staff,
parents and others regarding nutrition and health; perform related duties as
assigned.

For full details regarding the position, go to our website, select Class
Specifications; choose Nutrition Services, then Child Nutrition Specialist.

The current vacancy is a 10 months flex, 100% FTE (8 hours per day). The
current vacancy is located at Head Start.

THE IDEAL CANDIDATE

Successful candidates will have a Bachelor's degree in institutional food
management, nutrition, dietetics or a related field.

Additionally, candidates will have one year of experience in institutional food
« service production involving menu planning and nutritional analysis.

Any other combination of training and experience that could likely provide the
desired skills, knowiedge or abilities may be considered.

SPECIAL REQUIREMENTS
Incumbents must possess and maintain status as a Registered Dietitian in

accordance with the Academy of Nutrition and Dietetics (formerly American
Dietetic Association) standards.

Valid California Class C driver’s license and use of a personal automobile.
May be required to travel from one school location to another.

Positions assigned to the Nutrition Services Branch must obtain a valid Food
Safety Manager certificate issued by an authorized agency within completion
of probationary period and maintain certification throughout employment in
this classification.

SALARY AND:BENEFITS

The hourly salary for Child Nutrition Specialist is $33.88 to $39.78, with
excellent benefits and retirement package with access to IRS Codes 403(b)
or 457(b) savings opportunities.

OUR:QUALIFYING:PROCES
This examination process will consist initially of a “paper screening” of the
applicant's training, background, and experience. Candidates whose
background, skills, and expertise most closely match that which we are
seeking, will be invited to continue in the selection process. This process
may be comprised of one or any combination of the following: supplemental
application; written examination(s); qualifications appraisal oral examination;
performance examination; or technical oral examination, scored on a job-
related basis. Only the most highly qualified candidates will be invited to
continue in the examination process. Successful candidates who pass all
parts of the examination process will be placed on the eligibility list in order of
their relative merit as determined by these competitive examinations.

HOW TO APPLY
All applications must be submitted online via the Personnel Commission’s

website at: http://www.Ibschools.net/Departments/Personnel Commission/
The Personnel Commission has computer kiosks for your use, and staff will
be available to offer assistance needed with completing your online
application Monday-Thursday, 8:00 a.m. - 4:00 p.m.

A resume will not substitute for the required forms. Completed forms must
be received no later than:

4:30 p.m., Friday, March 16, 2018

This agency provides reasonable accommodations to applicants with
disabilities. If you need a reasonable accommodation for any part of the
application and hiring process, please notify the Personnel Commission. The
decision on granting reasonable accommodation will be on a case-by-case
basis.

Long Beach Unified School District
Personnel Commission Office
4400 Ladoga Avenue
Lakewood, CA 90713
(562) 435-5708

http://www.Ibschools.net/Departments/Personnel_Commission/
WE ARE AN EQUAL OPPORTUNITY TITLE VI/MERIT SYSTEM EMPLOYER




e, GLASSIFIED EMPLOYMENT
&= 44) OPPORTUNITY

HUAC TECHNICIAN

FINAL FILING DATE:
4:30 p.m., Tuesday, March 20, 2018

10B INFORMATION:

Permanent 12 month & 10 month flex calendar positions. Positions are
100% FTE (8 hours per day). Current vacancies are located at
Maintenance.

JOB SUNMMARY:

Under general supervision, perform skilled journey-level work in the
installation, repair and maintenance of heating, ventilation, refrigeration and
air conditioning equipment systems; perform related duties as assigned.

MINIMUM QUALIFICATIONS
EDUCATION AND TRAINING:

Graduation from high school and completion of a recognized four-year
apprenticeship program, degree or certificate program in the HVAC trade.

OR
EXPERIENCE:

Four-years experience installing, repairing and maintaining heating,
ventilation, refrigeration, and air conditioning equipment systems.

Any other combination of training and experience that could likely provide
the desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Valid California Class C driver's license. (2) An applicant for this class
will be required to obtain, at his/her own expense, and submit his’her motor
vehicle driving record at the time of appointment. The record must meet and
be maintained at the district's safe driving record standard. Failure to meet
this requirement will result in the disqualification and/or rejection of the
eligible regardless of any other standing. (3) May be required to travel from
one school location to another. (4) Incumbents in this classification must
possess and maintain a valid Refrigerant Transition and Recovery Usage
Certificate (Universal). (5) Accepting employment in a position in this
classification requires the individual to either; join the union and pay union
dues or to pay the union an agency fee.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reascnable
accommodation will be on a case-by-case basis.

SALARY RANGE HOURLY:

START. $31.04
6 MONTHS: $32.75
1% YEARS: $34.55
2 %2 YEARS: $36.46
3 ¥2 YEARS: $38.46

APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to
complete all application materials. Supplemental
questions are required for most jobs. If you need
assistance completing your online application,
please contact the Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a
‘paper screening” of the applicant's training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited
to continue in the selection process. This
process may be comprised of one or any
combination of the following: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates will be invited to
continue in the examination process.
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMNISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VIIIMERIT SYSTEM EMPLOYER

Dual Exam 18-0069-5103 OL

LBUSD employees, please see reverse side for
important information.
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Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4.3.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you may be
eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:

R/
L X4

®.
4

4.3.F.

It is the responsibility of the promotional candidate to submit appropriate documentation
at the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost
Time Report, which is a payroll report that can be printed by your site payroll clerk. Only
the three most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or
seminars must have been taken and successfully completed within the last two years from
the closing date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive
shall be added to the composite score of each promotional candidate competing in a promotional
or dual certification examination. The attendance incentive shall be one point for each year of
service in which the promotional candidate has had four (4) occurrences or less of sick leave used
for each fiscal year up to a maximum of three (3) total points. Only the three most recent fiscal
years can be used to earn attendance incentive points. An occurrence in this instance shall be
defined as one full assignment day or days taken consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual certification examination. The
professional growth incentive shall be one point for each year within a two year period in which
the applicant has successfully completed classes, training or seminars which would enhance
his/her knowledge, skills and abilities in the promotional classification. A maximum of two (2)
professional growth incentive points can be earned. Classes, training or seminars must have
been taken and successfully completed within the last two years from the closing date of the
recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate
may earn is a total of five (5) points. Promotional candidates are responsible for providing proof
of their attendance and/or completion of classes, training and seminars at the time of application
but in no event no later than the application deadline. In circumstances in which there are multiple
instances of sick leave use for FMLA,CFRA and IA, the matter will be considered on a cases by
case basis by the administrator of the Personnel Commission.



GLASSIFIED EMPLOYMENT
OPPORTUNITY

NUTRITION SERVICES SUPERVISOR |

FINAL FILING DATE:
4:30 p.m., Friday, March 9, 2018

JOB INFORMATION:

Eligibility list is being created to fill future vacancies as they occur.

0B SUNMARY:

Under general supervision, plan, organize and participate in the preparation
and serving of hot and cold menu items to students and staff at an
elementary, small specialized secondary school site or a K-8 site with single
line service; maintain the kitchen and serving area in a safe, clean and
orderly condition; order, receive and store food and supplies; train and
evaluate the performance of assigned staff, perform related duties as
assigned.

MINIMUM QUALIFICATIONS
EDUCATION AND TRAINING:

Graduation from high school or equivalent. Completion of, or enrollment in,
the Long Beach Unified School District Nutrition Services Supervisory class
is desirable.

EXPERIENCE: ‘

Two years of quantity food preparation and service experience including
one year in lead capacity or one year as a Senior Nutrition Services Worker.
Supervisory experience is desirable.

Any other combination of training and experience that could likely provide
the desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

Incumbents must obtain a valid Food Safety Manager certificate issued by
an authorized agency within completion of probationary period and maintain
certification throughout employment in this classification.

Some positions in this classification may require possession of a valid
California Class C driver’s license and the use of a personal automobile.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If
you need a reasonable accommodation for any part of the application and hiring
process, please nolify the agency. The decision on granting reasonable
accommodation will be on a case-by-case basis.

SALARY RANGE HOURLY:
START: $20.23
6 MONTHS:  $21.35
1%YEARS: $22.52
2%YEARS: $23.75
APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure fo
complete all application materials. Supplemental
questions are required for most jobs. If you need
assistance completing your online application,
please contact the Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a
“paper screening” of the applicant's training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited
to continue in the selection process. This
process may be comprised of one or any
combination of the foliowing: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates will be invited to
continue in the examination process.
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMNMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.Ibschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VIIIMERIT SYSTEM EMPLOYER

Dual Exam 18-0077-5064 AM

LBUSD employees, please see reverse side for
important information.



Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4.3.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you may be

eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:

R/
°o

2
0.0

4.3.F.

It is the responsibility of the promotional candidate to submit appropriate documentation
at the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost
Time Report, which is a payroll report that can be printed by your site payroll clerk. Only
the three most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or
seminars must have been taken and successfully completed within the last two years from
the closing date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive
shall be added to the composite score of each promotional candidate competing in a promotional
or dual certification examination. The attendance incentive shall be one point for each year of
service in which the promotional candidate has had four (4) occurrences or less of sick leave used
for each fiscal year up to a maximum of three (3) total points. Only the three most recent fiscal
years can be used to earn attendance incentive points. An occurrence in this instance shall be
defined as one full assignment day or days taken consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual certification examination. The
professional growth incentive shall be one point for each year within a two year period in which
the applicant has successfully completed classes, training or seminars which would enhance
his/her knowledge, skills and abilities in the promotional classification. A maximum of two (2)
professional growth incentive points can be eamed. Classes, training or seminars must have
been taken and successfully completed within the last two years from the closing date of the
recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate
may earn is a total of five (5) points. Promotional candidates are responsible for providing proof
of their attendance and/or completion of classes, training and seminars at the time of application
but in no event no later than the application deadline. In circumstances in which there are multiple
instances of sick leave use for FMLA,CFRA and IA, the matter will be considered on a cases by
case basis by the administrator of the Personnel Commission.



GLASSIFIED EMPLOYMENT
OPPORTUNITY

NUTRITION SERVICES SUPERVISOR II

FINAL FILING DATE:
4:30 p.m., Friday, March 9, 2018

JOB INFORMATION:

Eligibility list is being created to fill future vacancies as they occur.

108 SUMMARY: :

Under general supervision, plan, organize and participate in the preparation
and serving of hot and cold menu items to students and staff at a middle,
K-8, larger specialized secondary school site or Avalon school site; maintain
the kitchen and serving areas in a safe, clean and orderly condition; order,
receive and store food and supplies; train and evaluate the performance of
assigned staff; perform related duties as assigned.

MINIMUN QUALIFICATIONS
EBUCATION AND TRAINING:

Graduation from high school or equivalent. Completion of, or enroliment in,
the Long Beach Unified School District Nutrition Services Supervisory class
is desirable.

EXPERIENCE:
Three years of quantity food preparation and service experience including
one year in a supervisory capacity or one year as a Nutrition Services
Supervisor .

Any.other combination of training and experience that could likely provide
the desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

Incumbents must obtain a valid Food Safety Manager certificate issued by
an authorized agency within completion of probationary period and maintain
certification throughout employment in this classification.

Some positions in this classification may require possession of a valid
California Class C driver’s license and the use of a personal automobile.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reasonable
accommodation will be on a case-by-case basis.

10

SALARY RANGE HOURLY:
START: $22.56
6 MONTHS:  $23.79
1%YEARS:  $25.10
2%YEARS: $26.48
APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to
complete all application materials. Supplemental
questions are required for most jobs. If you need
assistance completing your online application,
please contact the Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a
“paper screening” of the applicant's training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited
to continue in the selection process. This
process may be comprised of one or any
combination of the following: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates will be invited to
continue in the examination process.
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL CONMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 90713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VIIIMERIT SYSTEM EMPLOYER

Dual Exam 18-0078-5065 AM

LBUSD employees, please see reverse side for
important information.



Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4.3.F Attendance and/or Professional Growth Incentive. [n addition to seniority points, you may be

eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:

L4

4.3.F.

It is the responsibility of the promotional candidate to submit appropriate documentation
at the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost
Time Report, which is a payroll report that can be printed by your site payroll clerk. Only
the three most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or
seminars must have been taken and successfully completed within the last two years from
the closing date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive
shall be added to the composite score of each promotional candidate competing in a promotional
or dual certification examination. The attendance incentive shall be one point for each year of
service in which the promotional candidate has had four (4) occurrences or less of sick leave used
for each fiscal year up to @ maximum of three (3) total points. Only the three most recent fiscal
years can be used to eam aftendance incentive points. An occurrence in this instance shall be
defined as one full assignment day or days taken consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual ceriification examination. The
professional growth incentive shall be one point for each year within a two year period in which
the applicant has successfully completed classes, training or seminars which would enhance
his/her knowledge, skills and abilities in the promotional classification. A maximum of two (2
professional growth incentive points can be eamned. Classes, training or seminars must have
been taken and successfully completed within the last two years from the closing date of the
recruitment. ‘

The maximum attendance and/or professional growth incentive points a promotional candidate
may earn is a total of five (5) points. Promotional candidates are responsible for providing proof
of their aftendance and/or completion of classes, training and seminars at the time of application
but in no event no later than the application deadline. In circumstances in which there are multiple
instances of sick leave use for FMLA,CFRA and IA, the matter will be considered on a cases by
case basis by the administrator of the Personnel Commission.
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e CLASSIFIED EMPLOYMENT
& 44) OPPORTUNITY

NUTRITION SERVICES SUPERVISOR Ili

FINAL FILING DATE:
4:30 p.m., Friday, March 9, 2018

JOB INFORMATION:

Eligibility list is being created to fill future vacancies as they occur.

JOB SUMMARY:

Under general supervision, plan, organize and participate in the preparation
and serving of hot and cold menu items to students and staff at an assigned
comprehensive high school site; maintain the kitchen and serving areas in
a safe, clean and orderly condition; order, receive and store food and
supplies; train and evaluate the performance of assigned staff; perform
related duties as assigned.

MININOM QUALIFICATIONS
EDUCATION AND TRAINING:

Graduation from high school or equivalent. Completion of, or enroliment in,
the Long Beach Unified School District Nutrition Services Supervisory class
is desirable.

EXPERIENCE:

Four years of quantity food preparation and service experience including
one year in a supervisory capacity or one year as a Nutrition Services
Supervisor |l

Any other combination of training and experience that could likely provide
the desired skills, knowledge or abilities may be considered.

SPECIAL REQUIRERIENTS:

Incumbents must obtain a valid Food Safety Manager certificate issued by
an authorized agency within completion of probationary period and maintain
certification throughout employment in this classification.

Some positions in this classification may require possession of a valid
California Class C driver's license and the use of a personal automobile.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reasonable
accommodation will be on a case-by-case basis.

SALARY RANGE HOURLY:
START: $25.14
8 MONTHS:  $26.52
1%YEARS:  $27.98
2%YEARS: $29.52
APPLICATION:

All applications must be submitted oniine via the
Personnel Commission website. Be sure to
complete all application materials. Supplemental
questions are required for most jobs. If you need -
assistance completing your online application,
please contact the Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a
“paper screening” of the applicant’s training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited
to continue in the selection process. This
process may be comprised of one or any
combination of the following: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates will be invited to
continue in the examination process.
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.Ibschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VI/MERIT SYSTEM EMPLOYER

Dual Exam 18-0079-5066 AM

LBUSD employees, please see reverse side for
important information.



Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and

Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule

4.3.F Aftendance and/or Professional Growth Incentive. In addition to seniority points, you may be
ligible to increase your final passing score on examinations by a maximum of 5 points. _

€ligible 1o ncrease your final passing score on examinations by a maximum of 5 points

Guidelines:
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4.3.F.

It Is the responsibility of the promotional candidate to submit appropriate documentation
at the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost
Time Report, which is a payroll report that can be printed by your site payroll clerk. Only
the three most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or
seminars must have been taken and successfully completed within the last two years from
the closing date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An atfendance incentive
shell be added to the composite score of each promotional candidate competing in a promotional
or dual certification examination. The attendance incentive shall be one point for each year of
service in which the promotional candidate has had four (4) occurrences or less of sick leave used
for each fiscal year up to @ maximum of three (3) total points. Only the three most recent fiscal
years can be used to earn aftendance incentive points. An occurrence in this instance shall be
defined as one full assignment day or days taken consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate compeling in a promotional examination or dual certification examination. The
professional growth incentive shall be one point for each year within a two year period in which
the applicant has successfully completed classes, training or seminars which would enhance
his/her knowledge, skills and abllities in the promotional classification. A maximum of two (2
professional growth incentive points can be eamed. Classes, training or seminars must have -
been taken and successfully completed within the last two years from the closing date of the
recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate
may earn is a total of five (5} points. Promotional candidates are responsible for providing proof
of their attendance and/or completion of classes, training and seminars at the time of application
but in no event no later than the application deadline. In circumstances in which there are muitiple
instances of sick leave use for FMLA,CFRA and IA, the matter will be considered on a cases by
case basis by the administrator of the Personnel Commission.
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GLASSIFIED EMPLOYMENT
OPPORTUNITY

NUTRITION SERVIGES WORKER

FINAL FILING DATE:

Open Continuous
SUBSTITUTE SALARY: $14.14

JOB INFORMATION:

Positions in this class generally range from 2-3 hours per day, during midday
hours and hired as substitutes.

The Eligible List of successful candidates may also be used to fill future
vacancies as they occur

10B SUMMARY:

Under close supervision, assist in quantity preparation, packaging and
serving of hot and cold menu items at an assigned school site or the central
kitchen; assist in maintaining nutrition service facilities and equipment in a
clean and sanitary condition; perform related duties as assigned.

Required job knowledge include: standard kitchen utensils and equipment;
general kitchen sanitation and safety practices; basic food preparation
methods including washing, cutting and assembling food items; basic math
and cashiering skills; basic record-keeping techniques; and more.

Required job abilities include: assist in maintaining nutrition service
equipment and areas in a clean and sanitary condition; operate standard
kitchen utensils and equipment; wash, cut, mix and assemble ingredients
and food items; and more.

For full details regarding the position, go to our website, select Class
Specifications; choose Nutrition Services, then Nutrition Services Worker.

MINIMUR QUALIFIGATIONS

EDUCATION AND TRAINING:
Completion of the eighth grade.

Sufficient experience to demonstrate the knowledge and abilities listed
above.

Any other combination of training and/or experience that could likely provide
the desired skills, knowledge or abilities may be considered.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, all applicants who have prior convictions will be required to
provide a certified copy of all relevant records including, but not limited to, conviction
reports, probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If
you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reasonable
accommodation will be on a case-by-case basis.

14

SALARY RANGE HOURLY:

START: $14.14
6 MONTHS:  $14.92
1%YEARS: $15.73
2% YEARS: $16.60
3%YEARS: $17.52
SPEGIAL REQUIREMENTS:

(1) Valid Food Handler's certificate is desirable.
(2) Accepting employment in a permanent (non-
substitute) position in this classification requires
the individual to either join the union and pay
union dues or to pay the union an agency fee.

APPLICATION:

Candidates are strongly encouraged to submit
applications online via the Personnel Commission
website. Commission staff is available if
assistance is needed in completing your online
application. Application must be made on official
application and supplemental application forms
obtained from the Personnel Commission.

SELECTION PROCEDURE:

This examination process will consist initially of a
‘paper screening” of the applicant's training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited
to continue in the selection process. This
process may be comprised of one or any
combination of the following: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates will be invited to
continue in the examination process.
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 90713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VI/MERIT SYSTEM EMPLOYER

Open Continuous 18-0082-5068 AM

LBUSD employees, please see reverse side for

im t information.
\E §(~ )



Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4.3.F Attendance and/or Professional Growth Incentive, In addition to seniority points, you may be

eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:
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4.3.F.

It is the responsibility of the promotional candidate to submit appropriate documentation
at the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost
Time Report, which is a payroll report that can be printed by your site payroll clerk. Only
the three most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or
seminars must have been taken and successfully completed within the last two years from
the closing date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An altendance incentive
shall be added to the composite score of each promotional candidate competing in a promotional
or dugl certification examination. The attendance incentive shall be one point for each year of
service in which the promotional candidate has had four (4) occurrences or less of sick leave used
for each fiscal year up to a maximum of three (3) total points. Only the three most recent fiscal
years can be used to earn attendance incentive points. An occurrence in this instance shall be
defined as one full assignment day or days taken consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional
candidate competing in a promotional examination or dual certification examination. The
professional growth incentive shall be one point for each year within a two year period in which
the applicant has successfully completed classes, training or seminars which would enhance
his/her knowledge, skills and abilities in the promotional classification. A maximum of two (2)
professional growth incentive points can be earned. Classes, training or seminars must have
been taken and successfully completed within the last two years from the closing date of the
recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate
may eam Is a total of five (5} points. Promotional candidates are responsibie for providing proof
of their attendance and/or completion of classes, training and seminars at the time of application
but in no event no later than the application deadline. In circumstances in which there are muitiple
instances of sick leave use for FMLA,CFRA and IA, the matter will be considered on a cases by
case basis by the administrator of the Personnel Commission.
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GLASSIFIED EMPLOYMENT
OPPORTUNITY

OFFIGE ASSISTANT
OFFICE ASSISTANT - BILINGUAL SPANISH

FINAL FILING DATE:

4:30 p.m., Friday, March 16, 2018
Applications will only be accepted March 5 - March 16, 2018.

10B INFORMATION:
There is a permanent 100% FTE (8 hours per day) 10 month flex position

located at the Child Development Office, for Office Assistant BL Spanish. The
eligibility list for Office Assistant is being created to fill future vacancies as they :

occur.

JOB SUMMARY:

Under the direction of an assigned supervisor, perform receptionist and routine :
clerical duties in support of an assigned office; perform related duties as :

assigned.
MINIMUM QUALIFICATIONS
EDUCATION AND TRAINING:

Graduation from high school.

EXPERIENCE:

Sufficient training and experience to demonstrate the knowledge and abilities i

listed on the class specification.

Any other combination of training and/or experience that could likely provide [8

the desired skills, knowledge or abilities may be considered

SPEGIAL REQUIREMENTS:

(1) Positions in the Office Assistant — Bilingual Spanish classification require '

the ability to communicate effectively, both orally and in writing, in Spanish.

Applicants must successfully pass the District's bilingual/biliterate test. (2) |§
Some positions in this classification may require the use of a personal [

automobile and possession of a valid Califonia driver's license. (3) This
classification requires that incumbents be skilled in typing/ keyboarding at a
minimum of 35 words per minute. A typing test will not be given. Incumbents
must certify in writing that they have such skills at the time of appointment to
this class. Demonstrated proficiency will be expected during the probationary
period for the class. (4) Accepting employment in a position in this
classification requires the individual to either join the union and pay union dues
or pay the union an agency fee.

Note: Before being considered for employment, once an applicant meets the minimum
qualifications, all applicants who have prior convictions will be required to provide a
certified copy of all relevant records including, but not limited to, conviction reports,
probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If you
need a reasonable accommodation for any part of the application and hiring process,

please notify the agency. The decision on granting reasonable accommodation will be |

on a case-by-case basis.
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SALARY RANGE HOURLY:

START: $16.19
6 MONTHS: $17.09
1% YEARS: $18.02
2 %2 YEARS: $19.01
3 %2 YEARS: $20.06

APPLIGATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to
complete all application materials. Supplemental
questions are required for most jobs. If you need
assistance completing your online application,
please contact the Personnel Commission office.

SELECTION FROCEDURE:

This examination process will consist initially of a
“paper screening” of the applicant’s training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited
to continue in the selection process. This
process may be comprised of one or any
combination of the following: supplemental
application; written examination(s); qualifications
appraisal oral examination; performance
examination; or technical oral examination,
scored on a job-related basis. Only the most
highly qualified candidates will be invited to
continue in the examination process.
Successful candidates who pass all parts of the
examination process will be placed on the
eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 90713
Office: (562) 435-5708
24 hour job hotline:(662) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VI/MERIT SYSTEM EMPLOYER

Open Exam 18-0085-5158 AS
18-0084-3359

LBUSD employees, please see reverse side for
important information.

~




Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4 3.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you may be
eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:

N7
o

4.3.F

It is the responsibility of the promotional candidate to submit appropriate documentation at
the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost Time
Report, which is a payroll report that can be printed by your site payroll clerk. Only the three
most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or seminars
must have been taken and successfully completed within the last two years from the closing
date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive shall be
added to the composite score of each promotional candidate competing in a promotional or dual
certification examination. The attendance incentive shall be one point for each year of service in which the
promotional candidate has had four (4) occurrences or less of sick leave used for each fiscal year up to a
maximum of three (3) total points. Only the three most recent fiscal years can be used to earn attendance
incentive points. An occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional candidate
competing in a promotional examination or dual certification examination. The professional growth
incentive shall be one point for each year within a two year period in which the applicant has successfully
completed classes, training or seminars which would enhance his/her knowledge, skills and abilities in the
promotional classification. A maximum of two (2) professional growth incentive points can be earned.
Classes, training or seminars must have been taken and successfully completed within the last two years
Jfrom the closing date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate may earn
is a total of five (5) points. Promotional candidates are responsible for providing proof of their attendance
and/or completion of classes, training and seminars at the time of application but in no event no later than
the application deadline. In circumstances in which there are multiple instances of sick leave use for
FMLA,CFRA and IA, the martter will be considered on a cases by case basis by the administrator of the
Personnel Commission.
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GLASSIFIED EMPLOYMENT
4%) OPPORTUNITY

SCHOOL SAFETY OFFICER

FINAL FILING DATE:

Open Continuous

JOB INFORMATION:
Permanent 12 month position. Position is 100% FTE. The current vacancy is located
at School Safety.

JOB SUMMARY:

Under general supervision, patrol District sites and adjacent areas to protect
students, staff, equipment and property from criminal activity; respond to security
alarms and calls for assistance at District sites; report criminal activity; perform
related duties as assigned.

MINIMUM QUALIFICATIONS
EDUCATION AND TRAINING:

Equivalent to graduation from high school.

Graduation from or enroliment in a Police Officers Standard and Training (P.0.5.T.)
basic academy is required. Successful completion within one year from the date of
appointment to the position is required.

Associate of Arts degree, or equivalent (60 units), with a major in administration of
justice, business, or public administration is desirable.

Must provide proof of graduation from or current enrollment in a Police Officers
Standard and Training (P.0.S.T.). A copy must be attached to your application.
*Note: If you have had a three year or longer break in service, you are required by
P.0.S.T. to complete the P.0.S.T. Requalification Course. Proof of completion of
requalification must be attached to your application.

EXPERIENGE:
Security work in an institution or public agency providing protection and enforcement of
rules and regulations is desirable. Previous experience working with adolescents is
highly desirable.

OR
One year as a Campus Security Officer, School Safety/Security Specialist or Gang
intervention Specialist in the Long Beach Unified School District. Any other combination
of training and/or experience that could likely provide the desired skills, knowledge or
abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Prior to employment in this classification, successful candidates must pass a
physical examination, comprehensive background investigation and psychological
evaluation. (2) Possession of a valid California Class C Driver's License is required
at the time of appointment. (3) An applicant for this class will be required to obtain,
at his/her own expense, and submit his/her motor vehicle driving record at time of
appointment. The record must meet and be maintained at the district's safe driving
record standard. Failure to meet this requirement will result in the disqualification
and/or rejection of the eligible regardless of any other standing. (4) Incumbents must
qualify periodically with a District approved firearm at a specified police or sheriff's
range. (5) Incumbents will be required to work adjustable work schedules that will
include evenings, weekend assignments and graveyard shifts. (6) May be required
to travel from one school location to another. (7) Accepting employment in a position
in this classification requires the individual to either join the union and pay union
dues or to pay the union an agency fee.

Note: Before being considered for employment, once an applicant meets the
minimum qualifications, he/she will be requested to disclose information about
felony and/or misdemeanor convictions.

This agency provides reasonable accommodations to applicants with disabilities.
If you need a reasonable accommodation for any part of the application and hiring
process, please notify the agency. The decision on granting reasonable

accommodation will be on a case-by-case basis. 8

SALARY RANGE HOURLY:
START: $28.62
6 MONTHS: $30.19
1% YEARS: $31.86
2% YEARS: $33.61
3% YEARS: $35.46

PHYSICAL DENIANDS:

Visual field and depth and color. Hearing and speaking
to exchange information in person and on the
telephone. Seeing to read, prepare and proofread
documents and perform assigned duties. Sitting and
standing for extended periods of time. Dexterity of
hands and fingers to perform duties including driving
a vehicle and using standard security equipment.
Lifting objects weighing up to 50 pounds. Agility and
strength to make apprehensions and to protect self
from attack.

APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to complete all
application materials. Supplemental questions are
required for most jobs. If you need assistance
completing your online application, please contact the
Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a

“paper screening” of the applicant's training,

background, and experience. Candidates whose
background, skills, and expertise most closely match
that which we are seeking, will be invited to continue
in the selection process. This process may be
comprised of one or any combination of the following:
supplemental application; written examination(s);
qualifications appraisal oral examination; performance
examination; or technical oral examination, scored on
a job-related basis. Only the most highly qualified
candidates will be invited to continue in the
examination process. Successful candidates who
pass all parts of the examination process will be
placed on the eligibility list in order of their relative
merit as determined by these competitive
examinations. The eligibility list for this classification
will remain in effect for a period of 6 months.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 8071 3
Office: (562) 435-5708
24 hour job hotline: (560-2) 491-JOBS
www.Ibschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VII/MERIT SYSTEM EMPLOYER

Dual Continuous Exam OL/MB

LBUSD employees, please see reverse side for
important information.
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Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4.3.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you may be

eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:

®,
L %4

43.F

It is the responsibility of the promotional candidate to submit appropriate documentation at
the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost Time
Report, which is a payroll report that can be printed by your site payroll clerk. Only the three
most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or seminars
must have been taken and successfully completed within the last two years from the closing
date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive shall be
added to the composite score of each promotional candidate competing in a promotional or dual
certification examination. The attendance incentive shall be one point for each year of service in which the
promotional candidate has had four (4) occurrences or less of sick leave used for each fiscal year up to a
maximum of three (3) total points. Only the three most recent fiscal years can be used to earn attendance
incentive points. An occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional candidate
competing in a promotional examination or dual certification examination. The professional growth
incentive shall be one point for each year within a two year period in which the applicant has successfully
completed classes, training or seminars which would enhance his/her knowledge, skills and abilities in the
promotional classification. A maximum of two (2) professional growth incentive points can be earned.
Classes, training or seminars must have been taken and successfully completed within the last two years
Jrom the closing date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate may earn
is a total of five (5) points. Promotional candidates are responsible for providing proof of their attendance
and/or completion of classes, training and seminars at the time of application but in no event no later than
the application deadline. In circumstances in which there are multiple instances of sick leave use for
FMLA,CFRA and 14, the matter will be considered on a cases by case basis by the administrator of the
Personnel Commission.
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=, [ CLASSIFIED PROMOTIONAL
4) EMPLOYMENT OPPORTUNITY

SENIOR OFFICE ASSISTANT
SENIOR OFFICE ASSISTANT- BILINGUAL SPANISH

FINAL FILING DATE:
4:30 p.m., Friday, March 16, 2018

REQUIRENENTS T0 APPLY:

Current LBUSD classified employees who have permanent status, whose most
recent overall service rating is “Satisfactory”, who meet the education and
experience requirements; AND former LBUSD classified employees whose names
are on a current reemployment list as a result of layoff or reduction, who meet the
education and experience requirements.

JOB INFORMATION:

Permanent 10 month flex position. Position is 100% FTE (8 hours per day). The
current vacancy is located at Head Start (SOA Bilingual Spanish ONLY?!).

school
district

Eligibility list is also being created to fill future vacancies as they occur.

JOB SUMMIARY:

Under the direction of an assigned supervisor, perform complex and varied clerical
support duties involving frequent and responsible public contacts requiring an
understanding of a process or functional area at an assigned District office or
program; greet and assist visitors; assist in assuring smooth and efficient office
operations; perform related duties as assigned.

MINIMUM QUALIFICATIONS
EDUCATION AND TRAINING:

Graduation from high school.

Either two years of clerical experience involving public contact or one year of
experience at the level of Intermediate Office Assistant.

Any other combination of training and/or experience that could likely provide
the desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Some positions in this classification may require the ability to communicate
effectively, both orally and in writing, in a language other than English. Selective
certification in accordance with the Education Code may be effected to meet this
requirement. (2) Some positions in this classification may require the use of a
personal automobile and possession of a valid California driver’s license. (3) This
classification requires that incumbents be skilled in typing/keyboarding at a
minimum of 35 words per minute. A typing test will not be given. Incumbents must
certify in writing that they have such skills at the time of appointment to this class.
Demonstrated proficiency will be expected during the probationary period for the
class. (4) Accepting employment in a position in this classification requires the
individual to either join the union and pay union dues or to pay the union an agency
fee.

Note: Before being considered for employment, once an applicant meets the minimum :
qualifications, all applicants who have prior convictions will be required to provide a

certified copy of all relevant records including, but not limited to, conviction reports,
probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If you [}
need a reasonable accommodation for any part of the application and hiring process, |j
please notify the agency. The decision on granting reasonable accommodation will be

on a case-by-case basis.

SALARY RANGE HOURLY:

START. $20.67
6 MONTHS: $21.80
1% YEARS: $23.01
2 %2 YEARS: $24.27
3% YEARS: $25.60

APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to complete
all application materials. Supplemental questions are
required for most jobs. If you need assistance
completing your online application, please contact the
Personnel Commission office.

SELEGTION PROCEDURE:

This examination process will consist initially of a
“paper screening” of the applicant’s training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited tc
continue in the selection process. This process
may be comprised of one or any combination of the
following: supplemental application;  written
examination(s); qualifications appraisal oral
examination; performance  examination; o1
technical oral examination, scored on a job-related
basis. Only the most highly qualified candidates
will be invited to continue in the examination
process. Successful candidates who pass all
parts of the examination process will be placed on
the eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 90713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VII/MERIT SYSTEM EMPLOYER

Promotional Exam 18-0086-0677 SF
Promotional Exam 18-0087-5089 SF

LBUSD employees, please see reverse side for
important information.



Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
4.3.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you may be

eligible to increase your final passing score on examinations by a maximum of 5 points.

Guidelines:

K/
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4.3.F

It is the responsibility of the promotional candidate to submit appropriate documentation at
the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost Time
Report, which is a payroll report that can be printed by your site payroll clerk. Only the three
most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or seminars
must have been taken and successfully completed within the last two years from the closing
date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive shall be
added to the composite score of each promotional candidate competing in a promotional or dual
certification examination. The attendance incentive shall be one point for each year of service in which the
promotional candidate has had four (4) occurrences or less of sick leave used for each fiscal year up to a
maximum of three (3) total points. Only the three most recent fiscal years can be used to earn attendance
incentive points. An occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional candidate
competing in a promotional examination or dual certification examination. The professional growth
incentive shall be one point for each year within a two year period in which the applicant has successfully
completed classes, training or seminars which would enhance his/her knowledge, skills and abilities in the
promotional classification. A maximum of two (2) professional growth incentive points can be earned.
Classes, training or seminars must have been taken and successfully completed within the last two years
Jfrom the closing date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate may earn
is a total of five (5) points. Promotional candidates are responsible for providing proof of their attendance
and/or completion of classes, training and seminars at the time of application but in no event no later than
the application deadline. In circumstances in which there are multiple instances of sick leave use for
FMILA,CFRA and I4, the matter will be considered on a cases by case basis by the administrator of the
Personnel Commission.
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==, [ CLASSIFIED PROMOTIONAL
2 47) EMPLOYMENT OPPORTUNITY

SENIOR OFFIGE ASSISTANT - SCHOOLS
SENIOR OFFICE ASSISTANT - SCHOOLS
BILINGUAL SPANISH

FINAL FILING DATE
4:30 p.m., Friday, March 16, 2018

REQUIRENENTS TO APPLY:

Current LBUSD classified employees who have permanent status, whose most
recent overall service rating is “Satisfactory”, who meet the education and
experience requirements; AND former LBUSD classified employees whose
names are on a current reemployment list as a resuilt of layoff or reduction, who
meet the education and experience requirements.

Eligibility list is being created to fill future vacancies as they occur.

10B SUMMARY:

Under the direction of an assigned supervisor, perform complex and varied clerical
support duties involving frequent and responsible public contacts requiring an
understanding of a process or functional area at a school site; greet and assist
visitors; assist in assuring smooth and efficient office operations; perform related
duties as assigned.

Graduation from high school.

Either two years of clerical experience involving public contact or one year of
experience at the level of Intermediate Office Assistant - Schools.

Any other combination of training and/or experience that could likely provide the
desired skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS:

(1) Some positions in this classification may require the ability to communicate
effectively, both orally and in writing, in a language other than English. Selective
certification in accordance with the Education Code may be effected to meet this
requirement. (2) Some positions in this classification may require the use of a
personal automobile and possession of a valid California driver’s license. (3) This
classification requires that incumbents be skilled in typing/keyboarding at a
minimum of 35 words per minute. A typing test will not be given. Incumbents
must certify in writing that they have such skills at the time of appointment to this
class. Demcenstrated proficiency will be expected during the probationary period
for the class. (4) Accepting employment in a position in this classification requires
the individual to either join the union and pay union dues or to pay the union an
agency fee.

Note: Before being considered for employment, once an applicant meets the minimum !
qualifications, all applicants who have prior convictions will be required to provide a {3

certified copy of all relevant records including, but not limited to, conviction reports,
probation reports, and other related court records.

This agency provides reasonable accommodations to applicants with disabilities. If you [
need a reasonable accommodation for any part of the application and hiring process, |§
please notify the agency. The decision on granting reasonable accommodation will be g

on a case-bv-case basis. 22

SALARY RANGE HOURLY:

START: $20.67
6 MONTHS: $21.80
1% YEARS: $23.01
2 %2 YEARS: $24.27
3 %2 YEARS: $25.60

APPLICATION:

All applications must be submitted online via the
Personnel Commission website. Be sure to complete
all application materials. Supplemental questions are
required for most jobs. If you need assistance
completing your online application, please contact
the Personnel Commission office.

SELECTION PROCEDURE:

This examination process will consist initially of a
“paper screening” of the applicant's training,
background, and experience. Candidates whose
background, skills, and expertise most closely
match that which we are seeking, will be invited to
continue in the selection process. This process
may be comprised of one or any combination of the
following: supplemental application; written
examination(s); qualifications appraisal oral
examination; performance examination; or
technical oral examination, scored on a job-related
basis. Only the most highly qualified candidates
will be invited to continue in the examination
process. Successful candidates who pass all
parts of the examination process will be placed on
the eligibility list in order of their relative merit as
determined by these competitive examinations.

PERSONNEL COMMISSION
Long Beach Unified School District
4400 Ladoga Avenue, Lakewood, CA 80713
Office: (562) 435-5708
24 hour job hotline:(562) 491-JOBS
www.lbschools.net/Departments/
Personnel_Commission/

WE ARE AN EQUAL OPPORTUNITY TITLE
VII/MERIT SYSTEM EMPLOYER

Promotional Exam 18-0088-3363 SF
Promotional Exam 18-0089-5091 SF

LBUSD employees, please see reverse side for
important information.
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Attendance / Professional Growth Incentive approved by the Personnel Commission effective March 1,

2013

On February 14, 2013 the Personnel Commission approved the revision of Chapter IV of the Rules and
Regulations of the Classified Service. One of the major changes to the chapter was the addition of Rule
43.F Attendance and/or Professional Growth Incentive. In addition to seniority points, you may be

eligible to increase your final passing score on examinations by a maximum of S points.

Guidelines:

7
0.0

\/
°

43K

It is the responsibility of the promotional candidate to submit appropriate documentation at
the time of application but in no event no later than the application deadline.

Attendance Incentive documentation: The Personnel Commission will accept the Lost Time
Report, which is a payroll report that can be printed by your site payroll clerk. Only the three
most recent fiscal years can be used to earn attendance incentive points.

Professional Growth Incentive documentation: Transcripts, final grade reports, certificates
of completion, and other such documentation will be accepted. Classes, training or seminars
must have been taken and successfully completed within the last two years from the closing
date of the recruitment.

ATTENDANCE AND/OR PROFESSIONAL GROWTH INCENTIVE. An attendance incentive shall be
added to the composite score of each promotional candidate competing in a promotional or dual
certification examination. The attendance incentive shall be one point for each year of service in which the
promotional candidate has had four (4) occurrences or less of sick leave used for each fiscal year up to a
maximum of three (3) total points. Only the three most recent fiscal years can be used to earn attendance
incentive points. An occurrence in this instance shall be defined as one full assignment day or days taken
consecutively as sick leave.

A professional growth incentive shall be added to the composite score of each promotional candidate
competing in a promotional examination or dual certification examination. The professional growth
incentive shall be one point for each year within a two year period in which the applicant has successfully
completed classes, training or seminars which would enhance his/her knowledge, skills and abilities in the
promotional classification. A maximum of two (2) professional growth incentive points can be earned.
Classes, training or seminars must have been taken and successfully completed within the last two years
Jrom the closing date of the recruitment.

The maximum attendance and/or professional growth incentive points a promotional candidate may earn
is a total of five (5) points. Promotional candidates are responsible for providing proof of their attendance
and/or completion of classes, training and seminars at the time of application but in no event no later than
the application deadline. In circumstances in which there are multiple instances of sick leave use for
FMILA,CFRA and IA, the matter will be considered on a cases by case basis by the administrator of the
Personnel Commission.
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Personnel Commission
LONG BEACH UNIFIED SCHOOL DISTRICT

SUBJECT:  Eligibility Lists PAGE: 24

Date: March 15, 2018 Reason for
Consideration: Approval

Intermediate Office Assistant Dual 18-0049-0673

List Valid: 03/09/18-03/09/19

Total applications received: 210 Total invited to exam: 172

No. Passed: 60 No. Failed: 47 No. Withdrew: 65  No. Screened Out: 38
Intermediate Office Assistant-BL Spanish Dual 18-0050-5050

List Valid: 03/09/18-03/09/19

Total applications received: 74 Total invited to exam: 63

No. Passed: 18 No. Failed: 24 No. Withdrew: 21 No. Screened Out: 11
Intermediate Office Assistant-Schools Dual 18-0051-3354

List Valid: 03/09/18-03/09/19

Total applications received: 164 Total invited to exam; 130

No. Passed: 49 No. Failed: 30 No. Withdrew: 51 No. Screened Out: 34
Intermediate Office Assistant-Schools BL Dual 18-0052-5052
Spanish

List Valid: 03/09/18-03/09/19

Total applications received: 58 Total invited to exam: 43

No. Passed: 15 No. Failed: 15 No. Withdrew: 13 No. Screened Out: 15

CERTIFIED TO BE CORRECT: Kenneth Kato DATE: March 8, 2018
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PERSONNEL COMMISSION
MLONGBEACH

UNIFIED SCHOOL DISTRICT

March 1, 2018

TO: Personnel Commission
FROM: Executive Officer, Personnel Commission and Classified Employment
SUBJECT.: Revision of a Classification

Backaround and Findings

The Employee Relations Director requested the Plant Supervisor — High School class
specification be updated to clarify which classifications are directly supervised by the Plant
Supervisors. Specifically, the Distinguishing Characteristics section was updated to reflect title
changes, the addition of Custodial Crew Supervisor staffing at the comprehensive high
schools, and removal of classifications that are directly supervised by the site Principal.

The Employee Relations Director has reviewed and approved the proposed revisions.

Attached is a copy of the revised specification showing proposed deletions annotated with
strikethroughs and additions underlined.

Recommendations
Staff recommends the Personnel Commission:

1. Adopt the revised class specification of Plant Supervisor — High School

Prepared by: Approved and Recommended:
Susan Leaming Kenneth Kato.

Personnel Analyst Executive Officer
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g:ng PERSONNEL COMMISSION
each

unified
school Class Code: 5029

district Salary Range: 26 (S1)

PLANT SUPERVISOR - HIGH SCHOOL
JOB SUMMARY

Under general supervision, plan, supervise and participate in custodial, grounds and
general maintenance activities at an assigned comprehensive high school site; assure
campus buildings and adjacent grounds areas are maintained in a clean, orderly and
secure condition; train, schedule and supervise the performance of assigned personnel;
perform related duties as assigned.

EXAMPLES OF DUTIES

The classification specification does not describe all duties performed by all incumbents within the class.
This summary provides examples of typical tasks performed in this classification.

o Prepare cleaning schedules; inspect completed work for accuracy and compliance
with instructions and established standards; interview and select employees;
recommend employee disciplinary actions as appropriate. E

o Inspect campus grounds and buildings, take meter readings and check for potential
safety hazards and maintenance needs; inspect roof tops, rain gutters and
downspouts for obstructions; inspect site for fire safety and report wear or damage
to appropriate department or personnel. E

e Supervise and participate in cleaning classrooms, cafeterias, kitchens, auditoriums,
offices and other facilities as assigned; empty waste receptacles; spot mop spills;
remove gum, debris and graffiti as needed; oversee the clean up of assigned
campus after recesses and lunch breaks. E

e Oversee and participate in the cleaning and disinfecting of drinking fountains and
restroom facilities including sinks, toilets and urinals; fill dispensers with towels,
soap, toilet paper and other items; clean mirrors and tile. E

e Lock and unlock doors and gates as appropriate; maintain security of assigned
areas according to established guidelines; report burglaries, violent students or
visitors to appropriate school administrators and the District School Safety Branch;
set alarms as appropriate. E

o Participate in and direct the cleaning and sweeping of campus buildings and
grounds; pick up paper and other debris from school grounds, walkways and areas
adjacent to school facilities; wash windows and walls. E

e Operate custodial equipment such as vacuums, mops, small hand and power tools,
buffer/scrubber machines and other equipment as assigned; operate a computer
and software and other office equipment as assigned. E

e Assure proper posting for pesticide application notices according to established
procedures and regulations. E
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Plant Supervisor- High School — Continued Page 2

o Replace light bulbs and tubes, clean chalkboards and erasers and empty pencil
sharpeners; clean tables, chairs, walls, windows, blinds and floors. E

e Move and arrange furniture and equipment; dust and polish furniture and woodwork;
perform minor repairs to furniture and equipment as needed. E

e Prepare classrooms, multi-purpose rooms and other facilities or areas for special
events or meetings as assigned; set-up and assemble chairs, tables and other
furniture and equipment for special events and activities; clean up furniture,
equipment and debris following these events. E

e Confer with administrators, teachers, other departments and outside agencies
regarding custodial and maintenance needs of school buildings, grounds and
facilities. E

e Prepare and maintain a variety of records and reports related to personnel, safety
and assigned activities. E

e Remain on call and coordinate response for emergency custodial needs as
assigned. E

o Perform emergency shut off for major utility services; operate emergency generators
as necessary. E

e Monitor inventory levels of custodial supplies, materials and equipment; order,
receive and maintain inventory of supplies, materials and equipment; monitor school
emergency containers to assure proper water, food and supply inventory. E

e Assist and provide information to outside contractors as needed; inspect and spot
check the work of outside contractors. E

o Attend meetings with contractors regarding reconstruction, irrigation projects,
addition of portable classrooms and other related meetings. E

= Evaluate the performance of assigned personnel and prepare required evaluation
reports; adjust employee grievances. E

e Coordinate and participate in the thorough cleaning and restoration of campus
facilities during vacation periods. E

Note: At the end of some of the duty statements there is an italicized “E” which identifies essential duties
required of the classification. This is strictly for use in compliance with the Americans with Disabilities Act.

DISTINGUISHING CHARACTERISTICS

Incumbents in this classification supervise a plant facility in excess of 300,000 square
feet and coordinate, supervise, and/or give daily direction to the work of a large and
diverse technical staff, including such classes as Custodians, Pool
AttendantsOperators, Locker Room Attendants, and; Custodial Crew Supervisors-Plant

Uhhhes—OpeFa%er—eF—&MGmg—Mam%enanee-JNeﬂeers as assigned. In addition, an

incumbent may have responsibility to carry out liaison with Maintenance Branch
activities involving significant repairs or construction work. The plant faciliies may
include a swimming pool, auditoriums, stadium, tennis courts, or gymnasium.

EMPLOYMENT STANDARDS

Knowledge of:
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Plant Supervisor- High School — Continued Page 3

Proper methods, techniques, materials, tools and equipment used in modern custodial
work.

Modern cleaning methods including basic methods of cleaning floors, blackboards,
carpets, furniture, walls and fixtures.

Principles and practices of supervision and training.

Proper methods of storing equipment, materials and supplies.

Requirements of maintaining District buildings in a safe, clean, secure and orderly
condition.

Laws, codes, regulations, policies and procedures related to custodial activities.
Appropriate safety and sanitary precautions and procedures, including earthquake
evacuation procedures

Oral and written communication skills.

Interpersonal skills using tact, patience and courtesy.

Record-keeping and report preparation techniques.

Proper lifting techniques.

Operation of office equipment including a computer.

Ability to:

Plan, supervise and participate in custodial activities at an assigned high school.
Assure campus buildings and adjacent grounds areas are maintained in a clean, orderly
and secure condition.

Train, schedule, supervise and evaluate the performance of assigned personnel.
Use cleaning materials and equipment in a safe and efficient manner.

Operate a variety of custodial equipment.

Estimate and order required custodial supplies and equipment.

Maintain tools and equipment in clean working order.

Move and arrange furniture and equipment.

Observe and report safety hazards and need for maintenance and repair.

Perform minor non-technical repairs.

Observe safety and sanitary precautions and procedures.

Plan and organize work.

Prioritize and schedule work.

Meet schedules and time lines.

Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.

Operate a computer and assigned office equipment.

Education and Training:

Graduation from high school.

Experience:

Four years of custodial experience including two years of experience in a supervisory
capacity or two years of experience as a Plant Supervisor Il or Plant Supervisor —
Headquarters in the Long Beach Unified School District.
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Plant Supervisor- High School - Continued Page 4

Any other combination of training and/or experience that could likely provide the desired
skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS
Valid California Class C driver’s license.

Applicants for this classification will be required to obtain and submit, at his/her own
expense, his/her current motor vehicle driving record at the time of appointment. The
record must meet and be maintained at the District’'s safe driving standard. Failure to
meet this requirement will result in the disqualification and/or rejection of the applicant
regardless of any other standing.

WORKING ENVIRONMENT

Indoor and outdoor work environment.
Regular exposure to fumes, dust and odors.
Exposure to cleaning agents and chemicals.
Working on ladders.

PHYSICAL DEMANDS

Dexterity of hands and fingers to operate a variety of custodial equipment.

Walking or standing for extended periods of time.

Seeing to perform custodial duties.

Lifting, carrying, pushing or pulling moderately heavy objects (15 to 38 pounds) as
assigned by the position.

Bending at the waist, kneeling or crouching.

Reaching overhead, above the shoulders and horizontally.

Climbing ladders and working from heights to replace light bulbs.

AMERICANS WITH DISABILITIES ACT

Persons with certain disabilities may be capable of performing the essential duties of
this class with or without reasonable accommodation, depending on the nature of the
disability.

APPOINTMENT

In accordance with Education Code Section 45301, an employee appointed to this class
must serve a probationary period of six (6) months during which time an employee must
demonstrate at least an overall satisfactory performance. Failure to do so shall result in
the employee’s termination.

PCA 10/24/2002

Revised: 11/2/2006
Revised:
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PERSONNEL COMMISSION
JM;LONGBEACH

UNIFIED SCHOOL DISTRICT

March 8, 2018

TO: Personnel Commission
FROM: Executive Officer, Personnel Commission and Classified Employment
SUBJECT: Revision of a Classification

Background and Findings

The Director, Principal Liaison/Operations requested a modification to the experience section
of the Custodian class specification. Specifically, the Director requested that enrollment in or
completion of the Building Maintenance/Custodial Services class offered at the Long Beach
School for Adults may substitute for the required completion of eighth grade and six months of
custodial experience.

This class was previously accepted as a substitution for the required experience, but the class
was discontinued in 2012. Recent receipt of grant monies has allowed the School for Adults to
offer the class again starting in April 2018.

The Director, Principal Liaison/Operations has reviewed and approved the proposed revisions.

Attached is a copy of the revised specification showing proposed deletions annotated with
strikethroughs and additions underlined.

Recommendations
Staff recommends the Personnel Commission:

1. Adopt the revised class specification of Custodian

Prepared by: Approved and Recommended:
‘ K
Susan Leaming Kenneth Kato

Personnel Analyst Executive Officer
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Igng PERSONNEL COMMISSION
each

unified
school Class Code: 0139
district Salary Range: 14 (C1)

CUSTODIAN

JOB SUMMARY

Under close supervision, perform routine custodial activities at assigned school site(s)
or other assigned District facilities; assist in the maintenance of buildings and adjacent
grounds areas to assure a clean, orderly and secure condition; serve on a small crew to
perform routine and/or periodic deep cleaning of District facilities; perform related duties -
as assigned.

EXAMPLES OF DUTIES

The classification specification does not describe all duties performed by all incumbents within the class.
This summary provides examples of typical tasks performed in this classification.

Sweep, scrub, mop, wax and polish floors; vacuum rugs and carpets in classrooms,
offices, workshops and other work areas; spot clean and shampoo carpets. E

Clean classrooms, restrooms, cafeterias, kitchens, lounges, offices and other
facilities as assigned; empty waste receptacles; spot mop spills; remove gum, debris
and graffiti as needed. E

Clean and disinfect drinking fountains and restroom facilities including sinks, toilets
and urinals; fill dispensers with towels, soap, toilet paper and other items; clean
mirrors and tile; unclog drains and toilets. E

Assist with picking up paper and other debris from school grounds, walkways and
areas adjacent to school facilities; inspect roof tops and rain gutters as assigned;
sweep concrete surfaces adjacent to school building; water landscaped areas as
assigned. E

Replace light bulbs and tubes, clean chalkboards and erasers and empty pencil
sharpeners; clean tables, chairs, walls, windows, blinds and floors. E

Lock and unlock doors and gates as appropriate; maintain security of assigned
areas according to established guidelines; turn boilers and heaters on and off as
necessary; set alarms as appropriate. E

Operate custodial equipment such as vacuums, mops, small hand and power tools,
buffer/scrubber machines and other equipment as assigned. E

Report safety, sanitary and fire hazards to appropriate authority; report need for
maintenance repairs to appropriate authority. £

Perform emergency shut off of major utility services; operate emergency generators
as necessary. E

Prepare classrooms, multi-purpose rooms and other facilities or areas for special
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Custodian - Continued Page 2

events or meetings as assigned; set-up and assemble chairs, tables and other
furniture and equipment for special events and activities; clean up furniture,
equipment and debris following these events. E

e Move and arrange furniture and equipment; dust and polish furniture and woodwork;
perform minor repairs to furniture and equipment as needed. E

e Participate in the thorough cleaning and restoration of campus facilities during
vacation periods. E

¢ Remain on call for emergency custodial needs as assigned.

Note: At the end of some of the duty statements there is an italicized “E” which identifies essential duties
required of the classification. This is strictly for use in compliance with the Americans with Disabilities Act.

DISTINGUISHING CHARACTERISTICS

Custodians work most assignments at night. Positions working in boys' or men's locker
or shower rooms may be filled only by male employees; those in girls' or women's
locker or shower rooms may be filled only by female employees.

EMPLOYMENT STANDARDS

Knowledge of:

Proper methods, techniques, materials, tools and equipment used in modern custodial
work.

Modern cleaning methods including basic methods of cleaning floors, blackboards,
carpets, furniture, walls and fixtures.

Proper methods of storing equipment, materials and supplies.

Requirements of maintaining District buildings in a safe, clean, secure and orderly
condition.

Appropriate safety and sanitary precautions and procedures.

Proper lifting techniques.

Ability to:

Perform routine custodial activities at assigned school site(s) or other assigned District
facilities.

Maintain District buildings and adjacent grounds in a clean, orderly and secure
condition.

Use cleaning materials and equipment in a safe and efficient manner.

Operate a variety of custodial equipment.

Maintain tools and equipment in clean working order.

Move and arrange furniture and equipment.

Observe and report safety hazards and need for maintenance and repair.

Perform minor non-technical repairs.
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Custodian —~ Continued Page 3

Understand and follow oral and written directions.
Observe health and safety regulations.
Meet schedules and time lines.

Education and Training:
Completion of the eighth grade.

Experience:

Six months of recent full-time paid janitorial or custodial experience,
OR

Proof of enroliment in or successful completion of the Building Maintenance/Custodial
Services class offered by the Long Beach School for Adults shall substitute for the
required education, training and experience.

Any other combination of training and/or experience that could likely provide the desired
skills, knowledge or abilities may be considered.

SPECIAL REQUIREMENTS

Positions assigned to a cleaning crew at the Operations or Nutrition Services Branches
require the use of a personal automobile and possession of a valid California Class C
driver's license.

Incumbents working on the Kitchen/Bathroom cleaning crew may be assigned to a
weekend schedule.

WORKING ENVIRONMENT

Indoor and outdoor work environment.
Regular exposure to fumes, dust and odors.
Exposure to cleaning agents and chemicals.
Working on ladders.

PHYSICAL DEMANDS

Dexterity of hands and fingers to operate a variety of custedial equipment.

Walking or standing for extended periods of time.

Seeing to perform custodial duties.

Lifting, carrying, moderately heavy objects (15 to 38 pounds).

-and—pPushing and pulling heavy objects (50-100 pounds or more) with the use of
dollies or other equipment as assigned by the position.

Bending at the waist, kneeling or crouching.
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Custodian - Continued Page 4

Reaching overhead, above the shoulders and horizontally.
Climbing ladders and working from heights to replace light bulbs.

AMERICANS WITH DISABILITIES ACT

Persons with certain disabilities may be capable of performing the essential duties of
this class with or without reasonable accommodation, depending on the nature of the
disability.

APPOINTMENT

In accordance with Education Code Section 45301, an employee appointed to this class
must serve a probationary period of six (6) months during which time an employee must
demonstrate at least an overall satisfactory performance. Failure to do so shall result in
the employee’s termination.

Revised: 10/24/2002
Revised: 4/17/2008
Revised: 9/10/2009
Revised: 7/10/2014
Revised: 6/08/2017
Revised:
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