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San Lorenzo Unified School District
Regular Meeting of the Personnel Commission
Wednesday, August 14, 2019 at 4:30 p.m.
The Board Room
15510 Usher Street
San Lorenzo, CA 94580
In accordance with Government Code § 54957.5 (b) (1), writings relating to a Personnel Commission meeting
agenda item that are distributed to at least a majority of Commissioners less than 72 hours before a noticed
meeting, and that are public records not otherwise exempt from disclosure, will be available for inspection at the
District administrative offices, 15510 Usher Street, San Lorenzo, CA 94580 during normal business hours. In
addition, such writings and documents may be posted on the Personnel Commission’s website at
www.slzusd.org
1.

Call to Order

2.

Flag Salute

3.

Commissioner Roll Call
Marvin Kingdon, Chair
Diana Souza, Vice-Chair
Justin Hutchison, Member

present
present
present

absent
absent
absent

4.

Approve the Meeting Agenda of August 14, 2019

ACTION

5.

Approve the Meeting Minutes for the Following:
• June 12, 2019

ACTION

6.

Approve the Following Eligibility Lists:
• Accounting Technician (Promotional)
• Accounting Technician (Open)
• Administrative Assistant (Promotional)
• Administrative Assistant (Open)
• Computer Media Specialist (Dual Certified)
• Director of Business, Fiscal and Accounting (Open)
• Groundskeeper (Promotional)
• Human Resources Technician (Promotional)
• Human Resources Technician (Open)
• High School Cafeteria Supervisor (Dual Certified)
• Library Media Technician (Dual Certified)
• Paraeducator, Special Education (Open)
• Paraeducator, Special Education PH/SH (Open)

ACTION

7.

Information Items
The following job announcements are presented for information only.
• Administrative Assistant
• Cafeteria Delivery Driver
• Career Center Specialist
• Computer Media Specialist
• Construction Manager
• Library Media Technician

INFORMATION
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•
•
•
•
•
•
•
•

Office Assistant
Paraeducator, Special Education
Paraeducator, Special Education – PH/SH
School Administrative Assistant
School Community Liaison
School Office Assistant (Substitute)
School Lunch Helper I
School Lunch Helper II

8.

Discussion Item
DISCUSSION
The following item is presented for information and discussion only. No action is required.
• Expiring Term of Personnel Commissioner

9.

Conference Item
DISCUSSION & ACTION
The following items are presented for discussion and action.
• Assistant Superintendent – Business Services: Request to Approve the Job Description
• Transportation Dispatcher: Request to Approve the Job Description and Request to Approve
Recommendation of Salary

10.

Commissioner’s Report

INFORMATION

11.

Director’s Report

INFORMATION

12.

Public Comment
Persons may comment at this time on items not listed on the agenda. The Commissioners
will hear such comments but may not discuss nor act upon them unless and until the items
appear on a posted agenda.
Adjournment
Next Regular Personnel Commission Meeting
Wednesday, September 11, 2019 at 4:30 p.m.
District Office Board Room
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SAN LORENZO UNIFIED SCHOOL DISTRICT
Personnel Commission
Minutes for the Regular Meeting of
June 12, 2019
CALL TO ORDER

Commissioner Kingdon called the meeting to order at 4:30 p.m.

FLAG SALUTE

Commissioner Kingdon led the flag salute.

ROLL CALL

APPROVE AGENDA

Commissioners Kingdon and Souza were present.
A motion to approve the June 12, 2019 Meeting Agenda was made by
Commissioner Souza and seconded by Commissioner Kingdon.
Comments: None
Ayes: Kingdon, Souza

APPROVE MINUTES

A motion to approve the May 8, 2019 Personnel Commission Meeting Minutes
was made by Commissioner Souza and seconded by Commissioner Kingdon.
Comments: None
Ayes: Kingdon, Souza

APPROVE ELIGIBILITY
LISTS

A motion to approve the following eligibility lists was made by Commissioner
Souza and seconded by Commissioner Souza
•
•
•
•
•
•
•
•

Buyer (Promotional)
Buyer (Open Competitive)
Construction Manager (Dual Certified)
Maintenance Craftsperson – Mechanic (Open Competitive)
Maintenance Craftsperson – Painter (Promotional)
Maintenance Craftsperson – Painter (Open Competitive)
Warehouse Worker (Promotional)
Warehouse Worker (Open Competitive)

Comments: None
Ayes: Kingdon, Souza
INFORMATION ITEMS

The following recruitment announcements were provided for information only:
•
•
•
•

Accounting Technician
Director of Business – Fiscal and Accounting
Human Resources Technician
High School Cafeteria Supervisor

Comments: Neva Rowden, CSEA, commented.
June 12, 2019 PC MINUTES
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DISCUSSION ITEM

Director Perez presented the following items for information, discussion and/or
action.
•Request for Reclassification Review Form
Comments: Commissioner Souza suggested clarifying the process. Ms. Rowden
commented on gradual accretion of duties.
•Health & Wellness Coordinator – Request to Approve Job Description and
Recommended Compensation
A motion to approve the Health & Wellness Coordinator Job Description and
Recommended Compensation was made by Commissioner Souza and
seconded by Commissioner Kingdon.
Comments: None
Ayes: Kingdon, Souza

COMMISSIONER’S
REPORT

Commissioner Souza reported that she received an email regarding registration
for the CSPCA Annual Conference 2020 in San Francisco.

DIRECTOR’S REPORT

Director Perez reported that the Merit Rule revisions are 2/3 complete. He feels
that the Committee is making good progress. Director Perez also reported that
the Board of Education approved the Personnel Commission 2019-2020 Fiscal
Year budget as currently presented. He explained that the budget was
increased from the previously approved amount to account for unforeseen
increases in statutory benefits and retirement for Personnel Commission staff.

PUBLIC COMMENT

None

ADJOURNMENT

Commissioner Kingdon adjourned the meeting at 5:57 p.m.

NEXT REGULAR
MEETING

The next regular Personnel Commission Meeting will be held on Wednesday,
August 14, 2019 in the San Lorenzo District Office Board Room.

June 12, 2019 PC MINUTES
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SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
two separate eligibility lists for:

ADMINISTRATIVE ASSISTANT
(Annual; 37.5 Hours/Week)

SALARY: $3,956.00 - $4,819.00 Monthly
OPENING DATE: 07/23/19
CLOSING DATE: 07/31/19 04:00 PM
BASIC FUNCTION:
Under general Administrative supervision, perform a variety of complex secretarial and administrative
assistant duties to relieve the administrator of administrative and clerical detail; plan, coordinate and
organize office activities and coordinate flow of communications and information for the administrator;
prepare and maintain a variety of manual and automated records and reports related to assigned
activities.

ESSENTIAL FUNCTIONS:
ESSENTIAL DUTIES:
Perform a variety of complex secretarial and administrative assistant duties to relieve the administrator of
administrative and clerical detail; plan, coordinate and organize office activities and assist in the
coordination and flow of communications and information; assure smooth and efficient office operations;
assure related functions comply with established laws, rules, regulations, policies and procedures.
Serve as primary secretary to the assigned administrator; perform public relations and communication
services for the administrator; receive, screen and route telephone calls; take, retrieve and relay
messages as needed; schedule and arrange appointments, conferences and other events.
Receive visitors, including administrators, staff, parents and the public; provide information or direct to
appropriate personnel; exercise independent judgment in resolving a variety of issues; refer difficult
issues to the administrator as needed; provide technical information and assistance related to program or
operations and related laws, rules, regulations, policies and procedures.
Compile information and prepare and maintain a variety of records, logs and reports related to programs,
students, attendance, staff, projects and assigned duties; establish and maintain filing systems; revise,
verify, proofread and edit a variety of documents.
Input a variety of data into an assigned computer system; establish and maintain automated records and
files; initiate queries, develop spreadsheets, manipulate data and generate various computerized lists and
reports as requested; assure accuracy of input and output data.
Compose, independently or from oral instructions, note or rough draft, a variety of materials such as
inter-office communications, forms, letters, memoranda, bulletins, agenda items, labels, fliers,
requisitions, handbooks, newsletters, brochures, certificates, contracts and other materials; format
materials to meet program and office needs.
Research, compile and verify a variety of data and information; compute statistical information for
various federal, state and local reports as necessary; identify and resolve a variety of financial and
statistical discrepancies; assure mandated reports are completed and submitted to appropriate agency
according to established time lines.
Distribute, collect, process and evaluate a variety of forms and applications related to assigned functions;
duplicate and distribute materials as needed; assist with the preparation, processing and maintenance of
grant information, records and related materials as assigned.
Coordinate, schedule and attend a variety of meetings, workshops and special events; prepare and send
out notices of meetings; compile and prepare agenda items and other required information for meetings,

workshops and other events; set up equipment and supplies for meetings and other events as needed;
take, transcribe and distribute minutes as directed.
Train and provide guidance to designated clerical personnel as assigned by the position; assign and
review the work of others.
Perform a variety of clerical accounting duties as assigned; monitor funds for income and expenditures;
calculate, prepare and revise accounting and budgetary data; balance and reconcile assigned accounts
and budgets; assist with budget development and preparation; maintain financial and statistical records
and files.
Perform special projects and prepare various forms and reports on behalf of the assigned administrator;
conduct research and process documents in specialized areas; attend to administrative details on special
matters as assigned.
Communicate with personnel and various outside agencies to exchange information, request and provide
materials, coordinate activities and resolve issues or concerns.
Operate a variety of modern office equipment and assigned software; arrange for equipment repairs as
required.
Maintain appointment and activity schedules and calendars; coordinate travel arrangements and hotel
reservations as necessary; process and follow up on reimbursement claims; reserve facilities and
equipment for meetings and other events as needed.
Monitor inventory levels of office and designated supplies; order, receive and maintain appropriate levels
of inventory as required; prepare, process and code purchase orders and invoices as assigned; arrange
for billings and payments as directed.
Receive, open, sort, screen and distribute incoming e-mail and mail; compose replies independently or
from oral direction; prepare and distribute informational packets and bulk mailings.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Organizational operations, policies and objectives.
Policies and objectives of assigned programs and activities.
Applicable laws, codes, regulations, policies and procedures.
Record-keeping and filing techniques.
Business letter and report writing, editing and proofreading.
Telephone techniques and etiquette.
Methods, procedures and terminology used in clerical accounting work.
Modern office practices, procedures and equipment.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Interpersonal skills using tact, patience and courtesy.
Operation of a computer and assigned software.
Oral and written communication skills.
Record retrieval and storage systems.
Basic public relations techniques.
Mathematic calculations.
ABILITY TO:
Perform a variety of complex secretarial and administrative assistant duties to relieve the administrator of
administrative and clerical detail.
Plan, coordinate and organize office activities and coordinate flow of communications and information for
the administrator.
Assure smooth and efficient office operations.
Interpret, apply and explain laws, codes, rules, regulations, policies and procedures.
Compile and prepare comprehensive reports concerning a broad spectrum of subject matter.
Compose effective correspondence independently.
Perform a variety of clerical accounting duties in support of assigned department or program.
Type or input data at an acceptable rate of speed.
Answer telephones and greet the public courteously.
Complete work with many interruptions.
Maintain a variety of records, logs and files.

Utilize a computer to input data, maintain automated records and generate computerized reports.
Establish and maintain cooperative and effective working relationships with others.
Meet schedules and time lines.
Work independently with little direction.
Communicate effectively both orally and in writing.
Determine appropriate action within clearly defined guidelines.
Add, subtract, multiply and divide with speed and accuracy.

EDUCATION & EXPERIENCE REQUIREMENTS:
EDUCATION AND EXPERIENCE:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
four years increasingly responsible secretarial or administrative assistant experience involving public
contact.
WORKING CONDITIONS:
ENVIRONMENT:
Office environment.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Sitting or standing for extended periods of time.
Bending the waist, kneeling or crouching and lifting.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
If your application is accepted to advance in this recruitment, the exam and interview dates
are as follows:
Exam #1: August 8, 2019
Exam #2: August 14, 2019
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-Up
dates will be offered.
Other Important information: The duration of the eligibility list is one (1) year unless extended by the
Personnel Commission. The eligibility list from this recruitment will be used for full-time, part-time and
limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum
salary is reached after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified list in which internal employees of the San Lorenzo Unified School District
are awarded seniority points to their final passing score before placement on the eligibility list, or 2) two
separate eligibility lists consisting of candidates on a promotional only list and an open list. In the latter
case, candidates on the promotional list are referred to the hiring authority before candidates on the
open. However, where less than three ranks exist on the promotional list, the open list will be utilized to
complete a total of three ranks.
APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Announcement #20-022
ADMINISTRATIVE ASSISTANT (PROMOTIONAL & OPEN)
HK

ADMINISTRATIVE ASSISTANT (Promotional & Open) Supplemental Questionnaire
* 1. ACKNOWLEDGEMENT: I certify that all my statements in this supplemental application are true and
complete, and that if I have made any false statements, I may be disqualified or dismissed.
Yes

No

* 2. Check your level of proficiency with MS Excel
No knowledge/ability to use this software proficiently in work related applications
Limited ability to use this software proficiently in work-related applications
Proficient in using this software in work related applications
* 3. Check your level of proficiency with MS Word
No knowledge/ability to use this software proficiently in work related applications
Limited ability to use this software proficiently in work-related applications
Proficient in using this software in work related applications
* 4. Candidates for this position require 4 years of secretarial experience involving public interaction.
Please list the employers where your obtained this experience.
* Required Question

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
a separate eligibility lists for:

CAFETERIA DELIVERY DRIVER
(Promotional & Open Competitive)

SALARY: $17.64 - $21.65 Hourly
OPENING DATE: 07/18/19
CLOSING DATE: 08/08/19 04:00 PM
BASIC FUNCTION:
Definition
Under general supervision, operate a truck in the delivery of lunches to district schools; and to do related
work as required

ESSENTIAL FUNCTIONS:
Examples of Duties:
Drives a light truck, making deliveries to schools and school cafeterias;
Loads and unloads truck;
Keeps count of lunches and other foodstuffs to be delivered on truck and actually delivered;
Fills vending machines at various schools;
Sells food to students at lunchtime;
Loads thermal bags for pre-school lunch program;
Performs other duties of School Lunch Helper
Knowledge of:
Operation of light truck;
Safe driving practices and traffic laws;
Basic mathematics;
Sanitation principles applicable to food transport and service.
Ability to:
Drive a light truck safely;
Follow oral and written instructions;
Operate machines found
in school cafeterias;
Keep all necessary records;
Receive cash and make change accurately and quickly;
Maintain cordial working relations with co-workers, children, school staff and public.

EDUCATION & EXPERIENCE REQUIREMENTS:
Six months experience at the School Lunch Helper I level or work experience equivalent to six months of
recent commercial driving experience.
Education:
Equivalent to completion of twelfth grade or informal education sufficient to insure ability to perform job
duties.
Other Requirements:
Possession of a valid California driver's license is a continuous requirement.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
If your applications is accepted to advance in this recruitment, the exam and interview dates are as
follows:
Written Exam: August 15, 2019
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No- Make- Up
dates will be offered.
Other Important Information: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. The eligibility list from this recruitment will be used for full-time, part-time
and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 1/2 years of employment.
Recruitment that list Promotional and Open Competitive opportunities may result in one fo the following:
1) a dual certified list in which internal employees of the San Lorenzo Unified School District are awarded
seniority points to their final passing score before placement on the eligibility list, or 2) two separate
eligibility list consisting of candidates on a promotional only list and an open list. In the latter case,
candidates on the promotional list are referred to the hiring authority before candidates on the open.
However, where less than three ranks exist on the promotional list, the open list will be utilized to
complete a total of three ranks.
APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #20-011
CAFETERIA DELIVERY DRIVER (PROMOTIONAL & OPEN
COMPETITIVE)
MS

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish two
separate eligibility lists for:

CAREER CENTER SPECIALIST
(School Year; Full-Time)

SALARY: $19.01 - $23.16 Hourly
OPENING DATE: 07/31/19
CLOSING DATE: 08/21/19 04:00 PM
BASIC FUNCTION:
Under the supervision of the Principal, the Career Center Specialist will provide technical support to students
within a high school setting; will provide information and assistance to students concerning assigned career
resource programs including Regional Occupation Programs (ROP), Work Based Learning, Small Learning
Communities (SLCs) and career center activities utilizing career resources; and, will perform a variety of clerical
functions.

ESSENTIAL FUNCTIONS:
Organize, update, and display materials in the Career Center about colleges and careers, including ROP
courses/assignment and Small Learning Communities; research educational and/or career opportunities and
provide students with information.
Conduct career center orientation for students and staff and provide information regarding occupational
programs, the Career Centers' services, and other post high school opportunities.
Administer career assessment tests to new and out of district students and help them evaluate their career
options, interests, abilities, progress, expectations, and goals.
Work with teachers, counselors, and other district personnel in a variety of activities and events promoting
college and career development, including, but not limited to career exploration visits, speaker presentations,
workshops, internships, college visits, college night, etc.
Plan and implement informational meetings and events (in partnership with other staff at the school) about
financial aid, college materials, applications, online registration, scholarship, test deadlines, internships, etc.
Meets with students to ensure that they are aware of this information and works with counselors to ensure that
deadlines are met by students.
Perform related clerical functions (input student data, maintain database of student participation in
college/career opportunities, copying, faxing, answering phones, etc.) to support teachers and/or administrators
in providing records/materials when required by district.
Prepare a variety of records and reports related to student information, career center programs, job openings,
student employment and assigned activities and maintain files and/or convey information related to program
activities as requested.
Perform other related duties, as assigned, to ensure the efficient and effective functioning of the career center
at their high school site.
SKILLS to satisfactorily perform the functions of the job: operating standard office equipment using pertinent
software applications, and preparing and maintaining accurate records.
KNOWLEDGE to perform basic math; read a variety of manuals; write documents following prescribed formats,
and/or present information to others; and understand complex, multi-step written and oral
instructions. Additionally, specific knowledge to satisfactorily perform the functions of the job including:

business telephone etiquette, concepts of grammar and punctuation, and public speaking techniques.
ABILITY to schedule activities, meetings, and/or events; gather and/or collate data, and use job-related
equipment. Flexibility to work with others in a wide variety of circumstances; ability to work with a diversity of
individuals and/or groups; work with a variety of data; and utilize specific, job-related software and equipment.
RESPONSIBILITIES include working under limited supervision at times; leading, guiding, and/or coordinating
others. Utilization of resources from other work units is often required to perform the job's functions.

EDUCATION & EXPERIENCE REQUIREMENTS:
EDUCATION/EXPERIENCES High School diploma (Post High School Education Desirable) and two years of job
related experiences in public relations-type activities with increasing levels of responsibility.
OTHER REQUIREMENTS: Possession of a valid California Driver's license.
Essential duties require the following physical skills and work environment:
Ability to work in a standard office environment within a high school campus.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of responses on
a 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.
Applicants invited to advance in this recruitment, the exam and interview dates are currently as follows:
Written Examination - August 29, 2019
Oral Board Interview - September 5, 2019
Exam Location will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up dates
will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by the
Personnel Commission. Eligibility lists established from this recruitment will be used for full-time,
part-time and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is reached
after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or 2) two
separate eligibility lists consisting of candidates on a promotional only list and an open list. In the latter case,
candidates on the promotional list are referred to the hiring authority before candidates on the open. However,
when less than three ranks exist on the promotional list, the open list will be utilized to complete a total of three
ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #20-024
CAREER CENTER SPECIALIST (PROMOTIONAL & OPEN COMPETITIVE)
HK

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
a dual certification eligibility list for:

COMPUTER MEDIA SPECIALIST
(10 Month; Part-Time)

SALARY: $21.52 - $26.22 Hourly
OPENING DATE: 06/12/19
CLOSING DATE: 07/03/19 04:00 PM
BASIC FUNCTION:
Under the direction of assigned administrator, perform a variety of duties involved in the operation and
basic troubleshooting and maintenance of instructional computer devices and laboratory at an assigned
school site; provide training and assistance to students concerning the operation of instructional
computer devices and related peripheral equipment.

ESSENTIAL FUNCTIONS:
Oversee computer laboratory operations at an assigned school site; prepare for various lab projects;
confer with teachers to coordinate lessons and support classroom work.
Provide reinforcement of instruction to individuals or groups of students in the use of computers, software
and related peripheral equipment; observe and assist students and staff; answer questions and perform
demonstrations as necessary; lead group discussions.
Prepare and monitor equipment for student and staff; install software and monitor for correct
performance; install and troubleshoot instructional devices; maintain laptop and device carts.
Assist in maintaining order among the students in the computer lab.
Perform a variety of classroom related clerical duties including compiling and maintaining records and
files.
Operate, troubleshoot, perform general maintenance, and maintain a variety of instructional computer
devices and peripheral equipment; refer major maintenance and repair needs to appropriate personnel;
maintain equipment inventory and retire old equipment according to established procedures.
Provide assistance to teachers, administrators and students in various computerized testing activities as
assigned; assist with resolving technical issues during testing activities.
Schedule computer lab activities and usage; schedule classes for special presentations as requested by
teachers.
Maintain routine records related to assigned activities.
Assist in assessing programs and materials to meet the needs of the children; collect, assemble, and
distribute learning materials, supplies, equipment, and other resource materials; recommend instructional
material and aids as necessary.
Operate a variety of standard office equipment.
Provide routine first aid to injured students according to established procedures as needed.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Operation, adjustment and minor maintenance of computers, software applications and peripheral
equipment.
Operation and troubleshooting of audio-visual equipment.
Basic instructional techniques.
Computer devices used in an instructional environment.
Safe practices in computer lab activities.
Requirements of maintaining a computer lab in a safe, clean and orderly condition.
Oral and written communication skills.
Interpersonal skills using tact, patience and courtesy.
Basic record-keeping techniques.
ABILITY TO:
Provide reinforcement of instruction and assistance to students in a computer lab.
Operate and demonstrate the use of a variety of computer devices, software applications and peripheral
equipment.
Troubleshoot and repair minor computer problems.
Provide training and assistance to students and staff concerning the operation of computers and related
peripheral equipment.
Establish and maintain effective working relationships with others.
Communicate effectively both orally and in writing.
Observe health and safety regulations.
Work independently with little direction.
Maintain routine records.
Administer basic first aid and CPR as needed.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
one (1) year of experience in computer operations including some experience working with students in an
organized setting.
LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR certificates issued by an authorized agency.
WORKING CONDITIONS:
ENVIRONMENT:
Computer lab environment.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard and peripheral equipment.
Sitting or standing for extended periods of time.
Bending at the waist, kneeling or crouching to assist students and to install computers and peripheral
equipment.
Lifting, carrying, pushing or pulling moderately heavy objects as assigned by position.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
Applicants invited to advance in this recruitment, the exam and interview dates are currently as
follows:
Written Examination - July 11, 2019
Oral Board Interview - July 17, 2019
Exam Location will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up
dates will be offered.

OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. Eligibility lists established from this recruitment will be used for fulltime, part-time and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or
2) two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the
latter case, candidates on the promotional list are referred to the hiring authority before candidates on
the open. However, when less than three ranks exist on the promotional list, the open list will be utilized
to complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #19-181
COMPUTER MEDIA SPECIALIST (PROMOTIONAL & OPEN)
HK

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
a dual certification eligibility list for:

CONSTRUCTION MANAGER
(Annual; Full-Time)

SALARY: $104,388.00 - $128,096.00 Annually
OPENING DATE: 07/18/19
CLOSING DATE: 08/08/19 04:00 PM
BASIC FUNCTION:
Serves under administrative direction of the Director of Facilities and is responsible for the oversight of
new school construction as well as the alteration, relocation and modernization of existing buildings and
structures. Responsible for overseeing the work of contractors, making sure the product that is being
built matches the design of the architects and engineers, keeping the project on pace with the schedule
and budget. Experience is needed to run weekly and/or daily meetings to update the District on project
status in regards to schedule and budget.

ESSENTIAL FUNCTIONS:
Coordinate major school facility construction projects with architects and contractors; represent
construction projects to District management over the course of completion.
Writing, monitoring, and negotiating change orders over the course of each project. Approve requests for
progress payments from contractors and architects. Attend and provide expertise to meetings with
architects, school administrators, staff, and community regarding new construction and modernization of
existing structures; meet with regulatory agencies on State and local levels as necessary. Provide for
proper inspection and assure timely completion of all projects; resolve issues and conflicts.
Develop data and provide background for recommendations of short and long-range master facility plans.
Provide technical expertise regarding assigned functions; formulate and develop policies and procedures
related to facilities. Communicate and coordinate with the Director of Facilities as well as maintenance
and operations supervisors regarding routine maintenance and repairs of facilities and grounds. Perform
related duties as assigned.
Communicate with administrators, District personnel and contractors to coordinate activities, resolve
conflicts, exchange information, develop, prepare and implement the budget for this function. Analyze
and review financial data related to function and project budget, report on same. Interface with
appropriate District Committees.

KNOWLEDGE OF:
Architectural and Construction management methods and techniques
Operation of a computer terminal and data entry techniques.
Research methods and report writing techniques.
Laws, rules and regulations related to assigned activities.
Applicable sections of the State Education Code and other applicable laws.
Terms, procedures and practices used in the planning, design, construction,
rehabilitation, remodeling, maintenance and operations of school buildings and facilities.
Ability To:
Prepare and deliver comprehensive narrative and financial reports.
Plan, organize and administer duties involved in the facility process.
Work independently with little direction.
Coordinate major construction projects.
Meet schedules and time lines.
Communicate effectively both orally and in writing.
Establish and maintain cooperative and effective working relationships.

Maintain records and prepare reports.
Prioritize and schedule work.
Analyze situations accurately and adopt an effective course of action.
Plan and organize work.
Interpret, apply and explain rules, regulations, policies and procedures.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination equivalent to: Bachelor's Degree in engineering, architecture, public administration or
related discipline and a minimum of five years of progressively responsible experience in construction
industry as inspector of record or lead construction project manager for projects in excess of $10 million
or equal experience.
OTHER REQUIREMENTS:
Valid California driver's license.
QAULIFICATIONS:
Knowledge of: Principles, practices, procedures, rules, codes, regulations, techniques and strategies of
District and the assigned position, including working with CDE, OPSC, DGS, DSA, and local agencies;
principles and techniques of providing successful conflict management skills; school construction within
the State of California; construction principals, functions, and activities; effectively work with individuals
and groups; architectural/engineering design procedures; industry standards and costs; computerized
scheduling programs; effective project management skills; risk management; interpersonal skills utilizing
tact, patience, and courtesy; proficient business equipment, computer technology and software skills.
WORKING CONDITIONS:
Active Office and construction site environment.
Climbing on ladders and scaffolding, walking, bending, stooping and reaching to inspect work; speaking
to exchange information and make presentations; driving a vehicle to conduct work.
Hazards: Reviewing projects during demolition; working at heights.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
Applicants invited to advance in this recruitment, the exam and interview dates are currently as
follows:
Technical Oral Board Interview - August 16, 2019
Exam Location will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up
dates will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. Eligibility lists established from this recruitment will be used for fulltime, part-time and limited term positions.
New employees to the district are placed on step E of the salary schedule. The maximum salary is
reached after 5 years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or
2) two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the
latter case, candidates on the promotional list are referred to the hiring authority before candidates on
the open. However, when less than three ranks exist on the promotional list, the open list will be utilized
to complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org

Recruitment #20-010
CONSTRUCTION MANAGER (PROMOTIONAL & OPEN COMPETITIVE)
HK

15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

CONSTRUCTION MANAGER (Promotional & Open Competitive) Supplemental Questionnaire
* 1. The minimum qualifications for the position of Construction Manager are as follows: Any combination
equivalent to a Bachelor's Degree in engineering, architecture, public administration or related
discipline and a minimum of five years of progressively responsible experience in the construction
industry as a construction project manager and/or inspector of record for projects in excess of $10
million or equal experience. You may attach an 'Addendum to the Supplemental Questions' to this
application if your answer exceeds the space provided.
* 2. Do you have a bachelor's degree?
Yes

No

* 3. If you have a bachelor's degree, in what major is your bachelor's degree?
* 4. If you DO NOT have a bachelor's degree, we allow candidates to substitute experience for education.
Please list the number of years' of progressively responsible experience you have in the construction
industry as a lead construction project manager and/or inspector of record.
* 5. Please list the 5 largest projects and the value of each including construction and soft costs for which
you were the construction manager and/or inspector of record.
* 6. Please explain how your education and /or experience and training applies to construction project
management. Please indicate any experience you have working in construction management in a
public K-12 education setting.
* 7. Describe your experience and approach to interacting with various levels of personnel as they relate
to construction management. Include in your response your interactions with construction craftsmen,
superintendents, public members, public authorities such as the DSA, etc., and maintenance staff
such as custodians and laborers. Did you handle hiring, evaluating and discipline situations? Explain.
(You may attach an 'Addendum to the Supplemental Questions' to this application if your answer
exceeds the space provided.)
* Required Question

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
a dual certification eligibility list for:

LIBRARY MEDIA TECHNICIAN
(School Year; Part-Time)

SALARY: $22.05 - $26.88 Hourly
OPENING DATE: 06/12/19
CLOSING DATE: 07/03/19 04:00 PM
BASIC FUNCTION:
Under the direction of an assigned administrator, perform a variety of technical library duties in the
acquisition, circulation, maintenance and distribution of books and instructional materials; assist students
and teachers in the selection, location and use of library materials and equipment.

ESSENTIAL FUNCTIONS:
Perform a variety of technical library duties in the acquisition, circulation, maintenance and distribution of
books and instructional materials.
Prepare for activities of scheduled classes; assist students and teachers in the selection, location and use
of library materials, resources and equipment; respond to inquiries and provide information to students
and teachers; assist students in researching print and software materials for classroom use; prepare
computers for use by students.
Circulate library materials; check library materials in and out to students and staff using an assigned
computerized system; shelve returned books and materials; calculate and collect student late and
damaged book fees and prepare notices as required; mend and repair damaged books according to
established procedures.
Advise students in proper methods of utilizing the library and reference materials including the online
catalog; monitor and maintain acceptable student behavior in the library.
Input, catalog process and receive library materials and equipment orders; prepare materials for
introduction into the library materials collection; prepare labels; stamp and affix identification and barcode labels to materials; catalog and input related information into assigned computer system.
Communicate with students, personnel and various outside agencies to exchange information and resolve
issues or concerns related to library activities, inventory, instructional materials and assigned duties.
Monitor inventory levels of library supplies and materials; prepare purchase requisitions and submit for
approval; contact vendors to exchange information and resolve issues or concerns related to orders.
Input a variety of data into assigned computer systems; establish and maintain automated catalogs,
records and files; initiate queries, manipulate data and generate a variety of computerized lists and
reports; assure accuracy and completeness of input and output data.
Open and close the library according to established procedures; maintain library in a clean and orderly
condition; provide lunch and after school access for students.
Prepare displays and bulletin boards to support curriculum, seasonal themes, current events, and school
and District-wide activities.
Operate a variety of office and library equipment including a copier, scanners, cutting board, computer
and assigned software.
Maintain current knowledge of age-appropriate literature and make recommendations regarding the

selection of new library materials.
Perform various clerical duties related to assigned activities such as compiling and duplicating materials,
preparing lists and correspondence, answering telephone calls and e-mails, and processing forms and
applications.
Create and discard temporary patron library cards for new students according to established procedures.
Shift the collection to accommodate return of books and new books added during the year.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Functions, operations and maintenance of school libraries.
Library practices, procedures, reference materials, resources and terminology.
Operation of a computer and data entry and retrieval techniques.
Library cataloging and classification.
Filing, indexing and inventory procedures.
Record-keeping and report preparation techniques.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Oral and written communication skills.
Interpersonal skills using tact, patience and courtesy.
Modern office practices, procedures and equipment.
Basic math.
ABILITY TO:
Perform a variety of technical library duties in the selection, acquisition, circulation, maintenance and
distribution of books and instructional materials.
Assist students and teachers in the selection, location and use of library materials and equipment.
Learn curriculum, reading levels and appropriate reference materials.
Maintain library in a neat and orderly condition.
Monitor and maintain acceptable student behavior in the library.
Process and shelve library materials.
Operation of a computer and assigned software.
Maintain records and prepare reports.
Communicate effectively both orally and in writing.
Establish and maintain cooperative and effective working relationships with others.
Type or input data at an acceptable rate of speed.
Interpret, apply and explain rules, regulations, policies and procedures.
Complete work with many interruptions.
Make routine math calculations.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent
supplemented with training in library science and one year of experience working in library services or
with students in an formal educational setting.
WORKING CONDITIONS:
ENVIRONMENT:
School library environment.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Sitting or standing for extended periods of time.
Lifting, carrying, pushing and pulling moderately heavy objects.
Bending at the waist, kneeling or crouching to shelve and retrieve books.
Reaching overhead, above the shoulders and horizontally to shelve and retrieve books.
Climbing stepladders to shelve and retrieve materials.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
Applicants invited to advance in this recruitment, the exam and interview dates are currently as
follows:
Written Examination - July 11, 2019
Oral Board Interview - July 17, 2019
Exam Location will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar ccordingly. No Make-up
dates will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. Eligibility lists established from this recruitment will be used for fulltime, part-time and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or
2) two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the
latter case, candidates on the promotional list are referred to the hiring authority before candidates on
the open. However, when less than three ranks exist on the promotional list, the open list will be utilized
to complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #19-180
LIBRARY MEDIA TECHNICIAN (PROMOTIONAL & OPEN)
HK

SAN LORENZO UNIFIED SCHOOL DISTRICT
Announces an Open Competitive Recruitment to establish an eligibility lists for:

OFFICE ASSISTANT
(ANNUAL/11 MONTH; FULL-TIME/PART-TIME)

SALARY: $19.49 - $23.75 Hourly
OPENING DATE: 07/10/19
CLOSING DATE: 07/21/19 06:00 PM
BASIC FUNCTION:
Under the direction of an assigned supervisor, perform a variety of general clerical duties in support of an
assigned office, department or program; answer phones and greet and assist visitors of the office

ESSENTIAL FUNCTIONS:
Perform a variety of general clerical duties in support of an assigned office including typing, filing,
duplicating, checking records and distributing materials.
Type letters, lists, memoranda, bulletins, reports, requisitions, flyers, forms or other materials from
detailed or rough copy; compose routine correspondence; proofread completed typing assignment and
shredding confidential documents.
Serve as receptionist, answering telephone calls and directing calls to appropriate personnel; take and
relay messages as appropriate, schedule appointment.
Receive, greet and direct visitors; respond to inquiries and provide a variety of general information or
refer to appropriate personnel.
Maintain financial and attendance records; review documents for clerical and mathematical accuracy,
completeness, and compliance with established procedures; sort and file documents and records
according to predetermined classifications.
Input data into an assigned computer system; maintain automated records; generate computerized lists
and reports as requested.
Prepare and maintain logs, files and records; review and verify accuracy and completeness of various
documents; prepare routine reports as directed; verify and process forms and applications as needed.
Receive, sort and distribute mail, fax correspondence; respond to e-mail as directed.
Review and monitor purchase orders and invoices; maintain records of expenditures. Monitor inventory
of materials, supplies and equipment; examine the conditional of inventory.
Operate a variety of office equipment including a copier, fax machine, computer and assigned software.
Communicate with personnel and outside agencies to exchange information and resolve issues or
concerns.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Modern office practices, procedures and equipment.
Telephone techniques and etiquette.
Basic record-keeping and filing techniques.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Operation of a computer and assigned software.
Oral and written communication skills.
Interpersonal skills using tact, patience and courtesy.
ABILITY TO:
Perform a variety of general clerical duties in support of an assigned office or program.
Answer telephones and greet the public courteously.
Learn department or program objectives, policies, procedures and goals.
Type or input data with accuracy.
Operate a variety of office equipment including a computer and assigned software.
Understand and follow oral and written directions.
Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.
Complete work with many interruptions.
Receive, sort and distribute mail.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
one year general clerical experience.
WORKING CONDITIONS:
ENVIRONMENT:
Office environment.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Sitting or standing for extended periods of time.
Bending at the waist, kneeling or crouching to file materials.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
Applicants invited to advance in this recruitment, the exam and interview dates are currently as
follows:
Written Examination - July 29, 2019
Oral Board Interview – August 2, 2019
Exam Location will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up
dates will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. Eligibility lists established from this recruitment will be used for fulltime, part-time and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 ½ years of employment.

Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or
2) two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the
latter case, candidates on the promotional list are referred to the hiring authority before candidates on
the open. However, when less than three ranks exist on the promotional list, the open list will be utilized
to complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org

Recruitment #20-003
OFFICE ASSISTANT (PROMOTIONAL & OPEN COMPETITIVE)
HK

15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

OFFICE ASSISTANT (Promotional & Open Competitive) Supplemental Questionnaire
1. Please describe your bookkeeping and filing experience.
* 2. How many years of clerical experience do you possess?
Less than 1 year
1 - 2 years
2 or more years
* 3. Please list the employers where you obtained your clerical experience.
4. Please provide details of your customer service experience.
5. Please list the office equipment you know how to operate.
* Required Question

SAN LORENZO UNIFIED SCHOOL DISTRICT
invites applications for the position of:

PARAEDUCATOR - SPECIAL EDUCATIONPH/SH

SALARY:

$21.00 - $25.58 Hourly

OPENING DATE:

08/01/19

CLOSING DATE:

Continuous

BASIC FUNCTION:
Under the direction of an assigned administrator, perform a variety of instructional support duties
involved in providing instructional assistance to individuals and small groups of special education
students with moderate to severe disabilities; assist in providing learning activities and meeting the
special needs of assigned students in areas related to feeding, toileting, positioning, hygiene, motor
skill, sensory and physical therapy functions; monitor health conditions; perform a variety of clerical
duties as assigned.

ESSENTIAL FUNCTIONS:
Assist with the development, preparation, and reinforcement of learning materials and in the
performance of other instructional activities for assigned physically/severely handicapped special
education program; assist assigned teacher with the implementation of Individual Education Plans
(IEPs); provide input into the development of individual educational goals and objectives as assigned.
Assist students with independent living skills and personal hygiene, brushing teeth and grooming as
required; assist students with eating activities; toilet students and change diapers and soiled clothing
as required.
Monitor and assist students with activities to develop small muscle and eye-hand coordination; assist
children in learning gross motor skills; assist children in learning fine motor skills such as reaching,
grabbing, folding and cutting.
Assist children in the use of various orthopedic devices, classroom computers, adaptive equipment,
and electronic communication devices.
Confer with teachers and specialists concerning programs and materials to meet student needs; notify
teacher of any special problems or information concerning students; adapt and modify lessons or
materials to meet the individual needs of the students.
Assist staff with the preparation of instructional and testing materials; administer and score tests;
assist in the preparation of graphic and written teaching materials.
Assist individual or small groups of students with academic, social skills and the achievement of IEP
goals; reinforce instruction to individuals or small groups in a variety of subjects; develop creative
methods and techniques for working with students within the suggested framework of the teacher;
review plans with the teacher to ensure correct teaching techniques are being utilized for each student.
Assist in evaluating student progress in a wide variety of skills; correct papers; report progress
regarding student performance and behavior to the teacher; assist staff in administering assessment
tests as assigned by the position.
Observe and manage behavior and safety of students according to approved procedures; assist in

maintaining order among the students in the classroom and on the school grounds and
field/community trips; accompany students going from one location to another; accompany students to
and from the bus.
Record information, compile data and maintain records, files, and assemble packets and materials for
students.
Provide support to the teacher by setting up work areas, displays, and exhibits, operating audiovisual
equipment and educational training equipment, distributing and collecting papers and supplies,
preparing bulletin board materials, and decorating the classroom; assist in maintaining a neat, orderly,
and attractive learning environment.
Assist in assessing programs and materials to meet the needs of the children; collect, assemble, and
distribute learning materials, supplies, equipment, and other resource materials; order instructional
material and aids as necessary.
Operate a variety of standard office equipment including a telephone, copier, computer and assigned
software.
Perform feeding and positioning techniques as prescribed and under the direction of teacher, nurse,
specialist or doctor; provide routine first aid to injured students according to established procedures as
needed; monitor students for seizures and other health conditions as assigned.
OTHER DUTIES:
Perform related duties as assigned.
May provide specialized medical services in accordance with Collective Bargaining Agreement.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Problems and concerns of students with special education needs.
Child guidance principles and practices related to children with special education needs.
Basic subjects taught in schools.
Correct English usage, spelling, grammar, and punctuation.
Modern instructional equipment, practices and techniques.
Basic record keeping procedures.
General methods of education and tutoring.
General needs, learning styles, and behavior of students.
Child development theory and principles.
Techniques to motivate students and manage student behavior.
Safe work practices.
Basic first aid and CPR techniques.
ABILITY TO:
Reinforce instruction to individual or small groups of orthopedically and severely handicapped special
education students as directed by the teacher.
Assist in the preparation of instructional materials and implementation of individual education plans.
Assist with the instructional and related activities of the assigned learning environment.
Support the assigned teacher's style of classroom management.
Supervise students according to approved policies and procedures.
Operate modern instructional equipment including computer equipment.
Learn the procedures and functions necessary to perform assigned duties.
Learn instructional terminology, program philosophies, concepts, materials, methods, and procedures.
Learn child guidance principles and practices.
Interact effectively and sensitively with individuals from diverse backgrounds.
Perform clerical duties including filing and duplicating.
Maintain accurate records.
Maintain confidentiality of student and school information.
Demonstrate an understanding, patient, and receptive attitude toward children.
Understand and follow oral and written instructions.
Communicate effectively both orally and in writing.
Administer basic first aid and CPR as needed.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
one year experience working with children with special education needs in an educational environment.
LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR certificates issued by an authorized agency.
Must meet requirements specified under the Federal Accountability mandates.
WORKING CONDITIONS:
ENVIRONMENT:
Classroom environment. Indoor/outdoor
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate standard office and classroom equipment.
Sitting or standing for extended periods of time.
Bending at the waist, kneeling or crouching to assist students.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
Other Important information: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. The eligibility list from this recruitment will be used for full-time, part-time
and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified list in which internal employees of the San Lorenzo Unified School District
are awarded seniority points to their final passing score before placement on the eligibility list, or 2)
two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the
latter case, candidates on the promotional list are referred to the hiring authority before candidates on
the open. However, where less than three ranks exist on the promotional list, the open list will be
utilized to complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Position #20-026
PARAEDUCATOR - SPECIAL EDUCATION-PH/SH
SR

SAN LORENZO UNIFIED SCHOOL DISTRICT
invites applications for the position of:

PARAEDUCATOR SPECIAL EDUCATION

SALARY:

$19.49 - $23.75 Hourly

OPENING DATE:

08/01/19

CLOSING DATE:

Continuous

BASIC FUNCTION:
Under the direction of an assigned administrator, perform a variety of instructional support duties
involved in providing instructional assistance to individuals and small groups of special education
students with mild to moderate disabilities; perform a variety of clerical duties as assigned.

ESSENTIAL FUNCTIONS:
Assist with the development, preparation, and reinforcement of learning materials and in the
performance of other instructional activities for assigned special education program; assist assigned
teacher with the implementation of Individual Education Plans (IEPs); provide input into the
development of individual educational goals and objectives as assigned.
Accompany students to regular education classrooms; adapt and modify lessons or materials to meet
the individual needs of the students.
Confer with teachers concerning programs and materials to meet student needs; notify teacher of any
special problems or information concerning students.
Assist staff with the preparation of instructional and testing materials; administer and score tests;
assist in the preparation of graphic and written teaching materials; assist in the ordering of
instructional materials and aids as necessary.
Assist individual or small groups of students with academic, social skills and the achievement of IEP
goals; reinforce instruction to individuals or small groups in a variety of subjects; develop creative
methods and techniques for working with students within the suggested framework of the teacher;
review plans with the teacher to ensure correct teaching techniques are being utilized for each student.
Assist in evaluating student progress in a wide variety of skills; correct papers; report progress
regarding student performance and behavior to the teacher; assist staff in administering assessment
tests as assigned by the position.
Observe and manage behavior and safety of students according to approved procedures; assist in
maintaining order among the students in the classroom and on the school grounds; field/community
trips; accompany students going from one location to another; escort students to the restroom;
accompany student to and from the bus.
Record information, data compiling and maintaining records and files, on student performance.
Provide support to the teacher by setting up work areas, displays, and exhibits, operating audiovisual
equipment and educational training equipment, distributing and collecting papers and supplies,
preparing bulletin board materials, and decorating the classroom; assist in maintaining a neat, orderly,
and attractive learning environment.
Operate a variety of standard office equipment including a telephone, copier, computer and assigned

software.
Provide routine first aid to injured students according to established procedures as needed.
OTHER DUTIES:
Other related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Child guidance principles and practices related to children with special education needs.
Basic subjects taught in schools.
Correct English usage, spelling, grammar, and punctuation.
Modern instructional equipment, practices and techniques.
Basic record keeping procedures.
General methods of education and tutoring.
General needs, learning styles, and behavior of students.
Basic child development theory and principles.
Basic techniques to motivate students and manage student behavior.
Safe work practices.
Basic first aid and CPR techniques.
ABILITY TO:
Reinforce instruction to individual or small groups of special education students as directed by the
teacher.
Assist in the preparation of instructional materials and implementation of individual education plans.
Assist with the instructional and related activities of the assigned learning environment.
Support the assigned teacher's style of classroom management.
Supervise students according to approved policies and procedures.
Operate modern instructional equipment including computer equipment.
Learn the procedures and functions necessary to perform assigned duties.
Learn instructional terminology, program philosophies, concepts, materials, methods, and procedures.
Learn child guidance principles and practices.
Interact effectively and sensitively with individuals from diverse backgrounds.
Maintain accurate records.
Maintain confidentiality of student and school information.
Demonstrate an understanding, patient, and receptive attitude toward children.
Understand and follow oral and written instructions.
Communicate effectively both orally and in writing.
Administer basic first aid and CPR as needed.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
one year experience working with children in an educational environment.
LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR certificates issued by an authorized agency.
Must meet requirements specified under the Federal Accountability mandates.
WORKING CONDITIONS:
ENVIRONMENT:
Classroom environment. Indoor/outdoor
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate standard office and classroom equipment.
Sitting or standing for extended periods of time.
Bending at the waist, kneeling or crouching to assist students.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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
Other Important information: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. The eligibility list from this recruitment will be used for full-time, part-time
and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified list in which internal employees of the San Lorenzo Unified School District
are awarded seniority points to their final passing score before placement on the eligibility list, or 2)
two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the
latter case, candidates on the promotional list are referred to the hiring authority before candidates on
the open. However, where less than three ranks exist on the promotional list, the open list will be
utilized to complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Position #20-025
PARAEDUCATOR SPECIAL EDUCATION
SR

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
two separate eligibility lists for:

SCHOOL ADMINISTRATIVE ASSISTANT
(11 Month; 37.5 Hours/Week)

SALARY: $22.05 - $26.88 Hourly
OPENING DATE: 07/22/19
CLOSING DATE: 08/12/19 04:00 PM
BASIC FUNCTION:
Under the direction of the assigned administrator, perform a variety of secretarial duties in support of the
assigned administrator. Serve as liaison between administrators, faculty, staff, students, parents and the
public.

ESSENTIAL FUNCTIONS:
Perform a variety of clerical and secretarial duties in support of the assigned administrator.
Compose correspondence independently; prepare, type and distribute communications; receive and
respond to telephone calls and e-mails as appropriate.
Serve as initial contact and resource person; provide information and forms to students, staff and the
public concerning policies, procedures, actions, and activities as appropriate; serve as liaison between
parents, students, staff, outside agencies, the public and the assigned administrator; resolve issues and
concerns or refer to appropriate personnel; communicate with law enforcement and fire/ambulance staff,
and campus security officers as needed.
Compile information and prepare and maintain a variety of records, logs and reports related to assigned
activities; prepare expulsion and SART packets, locker assignments, and detention binders; process work
orders and student work permits; establish and maintain filing systems; revise, verify, proofread and edit
a variety of documents; maintain confidentiality of student information as required.
Input suspensions, expulsions or other disciplinary action into assigned database; notify teachers,
attendance office and other staff as appropriate.
Operate a variety of office equipment including calculator, telephone, copier, computer and assigned
software systems; operate a two-way radio as assigned.
Administer first aid according to established procedures as needed; provide medications to the students
according to physician instructions; prepare injury reports; contact parents as necessary; process medical
records and submit to District nurse; assist with arranging health screening activities as requested.
Maintain calendar of facility use and computer lab use activities.
Inventory and order office materials according to established procedures.
Establish schedules and methods for providing clerical and secretarial services; implement policies and
procedures.
OTHER DUTIES:
Assist with annual activities, testing, student registration, and coordination of graduation ceremonies.
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Modern office practices, procedures and equipment.
Policies and objectives of the office.
Terminology, practices and procedures of the office.
Record-keeping and filing techniques.
Business letter and report writing, editing and proofreading.
Telephone techniques and etiquette.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Principles and practices of data processing.
Interpersonal skills using tact, patience and courtesy.
Operation of a computer and assigned software.
Oral and written communication skills.
Methods of collecting and organizing data and information.
ABILITY TO:
Perform a variety of clerical and secretarial duties to coordinate activities.
Communicate effectively both orally and in writing.
Establish and maintain cooperative and effective working relationships with others.
Compile and verify data and prepare reports.
Type and input data with accuracy.
Complete work with many interruptions.
Meet schedules and time lines.
Work independently with little direction.
Compose correspondence and written materials independently or from oral instructions.
Establish and maintain a variety of filing systems.
Operate a variety of office equipment including a computer and assigned software.
Work confidentially with discretion.
Administer first aid.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
three years increasingly responsible secretarial experience involving public contact.
LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR certificates issued by an authorized agency.
WORKING CONDITIONS:
ENVIRONMENT:
Office environment.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard and other office equipment.
Sitting for extended periods of time.
Kneeling, bending at the waist, and reaching overhead, above the shoulders and horizontally to retrieve
and store files and supplies.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.

Applicants invited to advance in this recruitment, the exam and interview dates are currently as follows:
Written Examination - August 19, 2019
Oral Board Interview - August 23, 2019
Exam Location will be announced in the invite email.

Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up dates
will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by
the Personnel Commission. Eligibility lists established from this recruitment will be used for full-time,
part-time and limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is reached
after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or 2)
two separate eligibility lists consisting of candidates on a promotional only list and an open list. In the latter
case, candidates on the promotional list are referred to the hiring authority before candidates on the
open. However, when less than three ranks exist on the promotional list, the open list will be utilized to
complete a total of three ranks.
APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #20-021
SCHOOL ADMINISTRATIVE ASSISTANT (PROMOTIONAL & OPEN
COMPETITIVE)
HK

SCHOOL ADMINISTRATIVE ASSISTANT (Promotional & Open Competitive) Supplemental
Questionnaire
* 1. Check your level of proficiency with MS Excel
No knowledge/ability to use this software proficiently in work related applications
Limited ability to use this software proficiently in work-related applications
Proficient in using this software in work related applications
* 2. Check your level of proficiency with MS Word
No knowledge/ability to use this software proficiently in work related applications
Limited ability to use this software proficiently in work-related applications
Proficient in using this software in work related applications
3. Candidates for this position require 3 years of secretarial experience involving public interaction.
Please list the employers where your obtained this experience.
* Required Question

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish two
separate eligibility lists for:

SCHOOL/COMMUNITY LIAISON
(School Year; Full-Time/Part-Time)

SALARY: $21.00 - $25.58 Hourly
OPENING DATE: 07/31/19
CLOSING DATE: 08/21/19 04:00 PM
BASIC FUNCTION:
Under the direction of the assigned administrator, work with students and their families to address student
issues that impact student learning, encourage and coordinate parent education and involvement in various
school programs and other activities; perform liaison duties between school and parents at an assigned site;
provide information on local agencies or school services to families as appropriate; prepare and maintain related
records and reports.

ESSENTIAL FUNCTIONS:
ESSENTIAL DUTIES:
Promote parent education and involvement in various school programs and other activities; provide information
and materials to assist families in utilizing community services and resources; provide information on local
agencies or school services as appropriate; create opportunities at the school that welcomes parent involvement
and participation in their child's education and success.
Perform liaison duties between school, community resources and agencies and parents at an assigned school
site; assist in school registration activities as needed.
May schedule home visits pertinent to providing information to parents on workshops and community services
as needed; notify parents and encourage participation in school events and activities.
Coordinate outside organizations, schools and families; contact community businesses to obtain donations and
plan activities.
Facilitate family participation in various activities; identify and encourage recruitment of parent volunteers;
explain and assist in determining program eligibility; arrange parent activities including recruitment, training,
and scheduling.
Conduct and coordinate parent training, workshops and associated school committees; arrange training
schedule, speakers, meeting sites and presentations; prepare and distribute related materials.
Attend school and community meetings and conferences as assigned for support to parents that so request.
Prepare and maintain records and reports related to assigned activities.
Operate a variety of office equipment including a copier, laminator, computer and assigned software.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Various issues impacting marginalized student populations.
Community resource organizations including various federal, State and County agencies.
District organization, policies and objectives.
Record-keeping and report preparation techniques.
Oral and written usage of English.
Interpersonal skills using tact, patience and courtesy.

Telephone techniques and etiquette.
Policies and objectives of school programs and activities.
Public speaking techniques.
Operation of a variety of office and instructional equipment including a computer.
ABILITY TO:
Serve students of a wide socio economic and diverse ethnic background.
Perform liaison duties between school, parents and the community at an assigned site.
Plan, organize and implement parent education and involvement activities and programs. Communicate
effectively both orally and in writing in English.
Operate a computer and a variety of office and instructional equipment.
Work independently with little direction.
Analyze situations accurately and adopt an effective course of action.
Establish and maintain cooperative and effective working relationships with others.
Meet schedules and time lines.
Plan and organize work.
Prepare and present oral presentations.
Maintain records and prepare reports.
Read, interpret, explain and follow rules, regulations, District policies and procedures.
Maintain a valid California Driver's License.

EDUCATION & EXPERIENCE REQUIREMENTS:

Any combination of education and/or experience equivalent to: High school diploma or equivalent and two
years' experience working in community service programs or related field.
LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.
WORKING CONDITIONS:
ENVIRONMENT:
Office environment.
Driving a vehicle to conduct work.
Evening or variable hours.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Sitting or standing for extended periods of time.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of responses on
a 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.
Applicants invited to advance in this recruitment, the exam and interview dates are currently as follows:
Written Examination - August 29, 2019
Oral Board Interview - September 5, 2019
Exam Location will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up dates
will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless extended by the
Personnel Commission. Eligibility lists established from this recruitment will be used for full-time,
part-time and limited term positions.

New employees to the district are placed on step A of the salary schedule. The maximum salary is reached
after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified eligibility list in which internal employees of the San Lorenzo Unified School
District are awarded seniority points to their final passing score before placement on the eligibility list, or 2) two
separate eligibility lists consisting of candidates on a promotional only list and an open list. In the latter case,
candidates on the promotional list are referred to the hiring authority before candidates on the open. However,
when less than three ranks exist on the promotional list, the open list will be utilized to complete a total of three
ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org

Recruitment #20-023
SCHOOL/COMMUNITY LIAISON (PROMOTIONAL & OPEN COMPETITIVE)
HK

15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

SCHOOL/COMMUNITY LIAISON (Promotional & Open Competitive) Supplemental Questionnaire
* 1. Applicants for School Community Liaison are required to possess two years of experience working in
community service programs or related fields. Please list the community service programs you
obtained your experience. Answer should include dates and the details of your duties.
* 2. Do you possess a California Driver's License?
Yes

No

* Required Question

SAN LORENZO UNIFIED SCHOOL DISTRICT
invites applications for the position of:

SCHOOL OFFICE ASSISTANT - SUBSTITUTE

SALARY:

$19.97 Hourly

OPENING DATE:

06/11/19

CLOSING DATE:

07/12/19 04:00 PM

BASIC FUNCTION:
Under the direction of an assigned administrator, perform a variety of general clerical duties in support
of an assigned school office; answer phones and greet and assist students, parents, staff and visitors.

ESSENTIAL FUNCTIONS:
Perform a variety of general clerical duties in support of an assigned school office including typing,
filing, duplicating and distributing materials.
Serve as receptionist, answering telephone calls and directing calls to appropriate personnel; take and
relay messages as appropriate; receive, greet and direct visitors; respond to inquiries and provide a
variety of general information to personnel, students, parents and the general public.
Provide accurate reporting for daily attendance activities and update attendance data for required ADA
reporting; verify excused and unexcused absences; process and verify student absence information
from parents, teachers and others; issue admittance forms to students who are late or returning after
an absence; issue off-campus passes according to established guidelines.
Administer first aid according to established procedures as needed; provide medications to the
students according to physician instructions; prepare injury reports; contact parents as necessary.
Perform other activities in support of the assigned office including registering/transferring/withdrawing
students, receiving and processing money for fees, sending, receiving and processing transcripts,
maintaining sign in/out sheets, and assisting with students sent to the office. Participate in
coordinating events such as graduation/promotion, special events, testing activities, and hearing,
vision and scoliosis screenings.
Process lunch orders/counts according to established procedures; notify central kitchen of lunch
counts.
Assist in monitoring the automated substitute system; check e-mails and voice mail and prepare daily
substitute list; request substitutes as needed; greet and assist substitute teachers by providing keys,
materials and pertinent information; receive and process timesheets, and assure proper job and
account numbers.
Prepare materials for SARB, SART and other meetings; participate in the preparation of packets,
agendas and the planning of meetings.
Input student attendance, emergency cards, health information and other data into assigned computer
systems; maintain automated records; generate computerized lists and reports as requested.
Type letters, lists, memoranda, bulletins, reports, requisitions, flyers, forms or other materials from
detailed or rough copy; compose routine correspondence; proofread completed typing assignments;
assist in the maintenance of accurate and current student cumulative files; prepare and maintain logs,

files and records; review and verify accuracy and completeness of various documents; prepare routine
reports as directed; verify and process forms and applications as needed.
Receive, sort and distribute mail; prepare and distribute informational packets and bulk mailings as
directed.
Operate a variety of office equipment including a copier, fax machine, scanner, computer and assigned
software.
Assist in monitoring inventory levels of office supplies; assist with ordering, receiving and maintaining
inventory of office supplies.
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
Modern office practices, procedures and equipment.
Telephone techniques and etiquette.
Basic record-keeping and filing techniques.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Operation of a computer and assigned software.
Oral and written communication skills.
Interpersonal skills using tact, patience and courtesy.
Basic first aid and CPR techniques.
ABILITY TO:
Perform a variety of general clerical duties in support of an assigned school office or program.
Maintain accurate attendance records.
Administer first aid and CPR as needed.
Answer telephones and greet the public courteously.
Learn school and program objectives, policies, procedures and goals.
Type or input data with accuracy.
Operate a variety of office equipment including a computer and assigned software.
Understand and follow oral and written directions.
Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.
Receive, sort and distribute mail.

EDUCATION & EXPERIENCE REQUIREMENTS:
Any combination of education and/or experience equivalent to: High school diploma or equivalent and
two years general clerical experience.
LICENSES AND OTHER REQUIREMENTS:
Valid First Aid and CPR certificates issued by an authorized agency.
WORKING CONDITIONS:
ENVIRONMENT:
Office environment.
PHYSICAL DEMANDS:
Dexterity of hands and fingers to operate a computer keyboard.
Sitting or standing for extended periods of time.
Bending at the waist, kneeling or crouching to file materials.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of

responses on a 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. Qualified candidates
on the eligibility list will be contacted for Substitute, Limited Term, and Provisional positions.
PLEASE NOTE: A background check will be conducted to all candidates that will
be considered. There is a $70 fingerprint fee that the candidate is responsible for
and a clearance of Tuberculosis is also required prior to employment.
OTHER IMPORTANT INFORMATION: Hours, schedules, and locations for
the SCHOOL OFFICE ASSISTANT - SUBSTITUTE position vary. The availability of
substitute assignments vary from day-to-day.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Position #19-178
SCHOOL OFFICE ASSISTANT - SUBSTITUTE
SR

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces an Open Competitive Recruitment to establish an eligibility lists
for:

SCHOOL LUNCH HELPER I
(School Year, Part-Time)

SALARY: $15.36 - $18.85 Hourly
OPENING DATE: 07/18/19
CLOSING DATE: 08/08/19 04:00 PM
BASIC FUNCTION:
Under supervision, assist in the preparation and service of school lunches; perform routine tasks in the
Central Kitchen or a school cafeteria; may be required to handle cash; and to do related work as
required.

ESSENTIAL FUNCTIONS:
Assists with general cleaning;
Assists in all phases of the school lunch preparation;
Serves lunches and a la carte items;
Washes pots and pans;
Cleans kitchen area and appliances;
Puts stock away, stores food, supplies and equipment;
Orders and sells food items as required.

Knowledge of:
Basic food preparation procedures;
Basic food utensils and appliances;
Basic mathematics;
Sanitation principles applicable to food preparation, serving and kitchen maintenance.
Ability to:
Read and write English;
Follow oral and written instructions;
Operate machines found in school cafeterias, or in the Central Kitchen;
Work in an efficient, sanitary and safe manner;
Receive cash and make change accurate and quickly;
Maintain cordial relations with co-workers, children, school staff and public.

EDUCATION & EXPERIENCE REQUIREMENTS:
Experience:
Basic cooking experience or training as a Cafeteria Substitute.
Education:
Equivalent to completion of twelfth grade or informal education sufficient to insure ability to perform job
duties.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.
If your application is accepted to advance in this recruitment, the exam and interview dates are as
follows:
Written Exam: Wednesday, August 15, 2019
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No make-up
dates will be offered.
Other Important information: The duration of the eligibility list is one (1) year unless extended by the
Personnel Commission. The eligibility list from this recruitment will be used for full-time, part-time and
limited term positions.
New employees to the district are placed on step A of the salary schedule. The maximum salary is
reached after 3 ½ years of employment.
Recruitments that list Promotional and Open Competitive opportunities may result in one of the
following: 1) a dual-certified list in which internal employees of the San Lorenzo Unified School District
are awarded seniority points to their final passing score before placement on the eligibility list, or 2) two
separate eligibility lists consisting of candidates on a promotional only list and an open list. In the latter
case, candidates on the promotional list are referred to the hiring authority before candidates on the
open. However, where less than three ranks exist on the promotional list, the open list will be utilized to
complete a total of three ranks.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #20-012
SCHOOL LUNCH HELPER I (OPEN COMPETITIVE)
MS

SAN LORENZO UNIFIED SCHOOL DISTRICT

Announces a Promotional and Open Competitive Recruitment to establish
two separate eligibility lists for

SCHOOL LUNCH HELPER II
(School Year; Part-Time)

SALARY: $16.62 - $20.41 Hourly
OPENING DATE: 07/18/19
CLOSING DATE: 08/08/19 04:00 PM
BASIC FUNCTION:
Under general supervision, assist in the preparation and service of school lunches; perform routine tasks
in the Central Kitchen or a school cafeteria; and to do related work as required. May be required to
handle cash and give direction to other workers.

ESSENTIAL FUNCTIONS:
Assists in all phases of the school lunch reparation;
Assists with general cleaning;
Serves lunches and a la carte items;
Washes pots and pans, and cleans appliances;
Puts stock away, stores food, supplies and equipment; Orders and sells food items as required.
Knowledge of:
Basic food preparation procedures; Basic food utensils and appliances; Basic mathematics;
Sanitation principles applicable to food preparation, serving and kitchen maintenance.
Ability to:
Read and write English;
Follow oral and written instructions;
Operate machines found in school cafeterias, or in the Central Kitchen; Work in an efficient, sanitary and
safe manner;
Receive cash and make change accurate and quickly;
Maintain cordial relations with co-workers, children, school staff and public.

EDUCATION & EXPERIENCE REQUIREMENTS:
Experience:
Six months of experience at the School Lunch Helper I level, or one year of experience in a public or
commercial establishment performing the duties of a helper.
Education:
Equivalent to completion of twelfth grade or informal education sufficient to insure ability to perform job
duties.

SELECTION PROCESS:
The examination process for this recruitment may be comprised of one or any combination of the
following: screening of the applicant's training, background, and experience; scored evaluation of
responses on a 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.

Applicants invited to advance in this recruitment, the exam and interview dates are as follows:
Written Examination - August 15, 2019
Exam Locations will be announced in the invite email.
Dates are tentative, but it is highly recommended that you plan your calendar accordingly. No Make-up
dates will be offered.
OTHER IMPORTANT INFORMATION: The duration of the eligibility list is one (1) year unless the list is
exhausted or extended by the Personnel Commission.
This is a part-time position consisting of 17.5 hours/week.

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.slzusd.org
15510 Usher Street
San Lorenzo, CA 94580
(510) 317-4650

Recruitment #20-013
SCHOOL LUNCH HELPER II (PROMOTIONAL & OPEN COMPETITIVE)
HK

SAN LORENZO UNIFIED SCHOOL DISTRICT
Personnel Commission
Regular Session of August 14, 2019
To:

The Personnel Commission

Prepared By:

Randy Perez, Director of Classified Personnel

Item:

(8) Expiring Term of Personnel Commissioner

Type of Item:

Information

BACKGROUND INFORMATION:
Education Code section 45246 (c) states in part, “Where a system is already in existence and a
vacancy will exist on December 1, by not later than September 30…The appointee of the
governing board and the appointee or appointees of the classified employees shall publicly
announce the name of the person they intend to appoint, if the vacancy is their appointee.”
The term for Commissioner Diana Souza, who is the jointly appointed Commissioner, will be
expiring on November 30, 2019. In accordance with Education Code section 45246, the
Personnel Commission shall indicate the Commissioner they intend to nominate at the Regular
Meeting of the Personnel Commission next month in September.

SAN LORENZO UNIFIED SCHOOL DISTRICT
Personnel Commission
Regular Session of August 14, 2019
To:

The Personnel Commission

Prepared By:

Randy Perez, Director of Classified Personnel

Item:

(9) Job Description for Assistant Superintendent of Business Services

Type of Item:

Discussion and Action

BACKGROUND INFORMATION:
Recently, former interim Superintendent, Dr. Harter, presented to the Board of Education
revisions made to the essential duties of the job description for Assistant Superintendent of
Business Services. Included with this agenda item is a copy of what was presented to the Board
on June 18, 2019. The position will remain designated as senior management and the
employment terms are expressed in a contract between the District and the incumbent. With
recently approved bond measures to improve buildings and facilities, the responsibilities of the
Assistant Superintendent of Business Services, who oversees the District’s facilities and
maintenance departments, has increased in scope and breadth. The revisions made to the
attached job description aim to capture those added responsibilities.

RECOMMENDATION:
I recommend a motion to approve the job description for Assistant Superintendent of Business
Services.

SAN LORENZO UNIFIED SCHOOL DISTRICT
Senior Classified Management Position

ASSISTANT SUPERINTENDENT-BUSINESS SERVICES
Basic Function:
Under administrative direction of the Superintendent, plans, organizes, assigns, directs and reviews
the work of the Business Division, which involves such functions as accounting, auditing, payroll
management, investment portfolio management, assets management, cash flow, budget development
and control, insurance and records management, property and liability risk management, contractual
relations and negotiations, management information, and the Facilities and Operations, Construction,
Pupil Transportation, Purchasing, Warehousing and Child Nutrition departments. Provides leadership
for the district in all aspects of facilities and operations including long-range planning bond elections,
communication with local agencies, developers, developer fee program, enrollment projections and
maintenance and disaster preparedness and to do related work as may be assigned.
Examples of Duties
Ensures controls between the Purchasing and Accounts Payable Departments, and the Personnel and
Payroll Departments;
Oversees and directs the preparation of the district's annual budget and multi-year projections
and year end closing of the District’s financial books including interprets financial concerns to
the community;
Assumes responsibility for submission of all Business Services related Federal, State and Local
reports as may be required. Maintains adherence to the LCFF and knowledge of the LCAP
process;
Works collaboratively with leaders of other administrative programs in integrating and
coordinating individual efforts into a unified program for the District;
Assists the Superintendent in long-range financial planning and business policy development on
district matters related to projected needs;
Develop and update the short and long-range projections for student enrollments and
residential, commercial and industrial rates;
Develop and update the short and long-range master plans for new and existing sites, schools
and District facilities;
Coordinate the preparation and submittal of applications and plans for state funds, city funds,
county funds, impact fees, developer fees, bond funds, parcel taxes and other local funding
sources.

Coordinate the selection, monitoring and supervision of services provided by architects,
engineers, consultants, contractors, attorneys, bond counsels, bond underwriters, inspectors and
other professional service agencies used in support of the facilities program
Administers the Property and Liability Programs
Reviews, proposes, monitors and informs staff and community of legislation affecting fiscal
management and projected financial needs;
Responsible for the fiscal effectiveness of the district's Educational, Business and Human
Resources Divisions by reviewing fiscal aspects of processes within each division ;
Directs and analyzes studies of general economic, business and financial conditions and their
impact on the District’s policies.
Responsible for meeting the requirements and the success of the district's independence as a "Fiscally
Accountable" district;
Administers and interprets statutes, regulations and policies concerned with the responsibilities of
business finances, facilities, operations and administration; Assumes efficient management consistent
with applicable law;
Coordinate, negotiate, implement and supervise the sale, disposal, trade or acquisition of District
easements, leases, agreements, sites and facilities.
Responsible for cost effectiveness of the departments in the Business Division;
Recommends changes in organization and procedures of the Business Division and interprets policies
to the personnel of the division;
Prepares reports for the Superintendent, staff, and Governing Board;
Represents the District in meetings with administrators, professional staff, business leaders,
governmental representatives and the public concerning business, finance, facilities and operations,
including negotiating mitigation agreements;
Reviews, proposes, monitors and informs staff and community of legislation affecting business,
finance, facilities, operations and its projected financial implications;
Responsible for in-service of appropriate district staff and staff development of division staff;
Supervises and evaluates management staff in the division;
Aggressively pursues all possible revenue sources for facilities, maintenance and transportation;
Works closely with district's technical consultants in this process;
Establishes collaborative working relationships with school site administration, staffs, and all
Stakeholders;
Fosters a client —focused approach to division work;

Participates as a member of the Superintendent's Cabinet;
Works closely with members of District Management Team;
Participates as a member of the district's negotiations teams;
Prepares reports and data for district negotiations;
Serves as a member of the Equity Cabinet;
Directs the development and administration of the District budget;
Discusses unusual problems involving deviations from policy or precedent with the Superintendent;
Attends area meetings to discuss with school administrators all phases of departments under his
supervision;
Attends meetings with staff members, Board of Education, teacher groups, and the public to examine
and explain in detail all facets of the preliminary budget and budget development processes;
Attends all Board meetings and carries out special financial or statistical research or analytical studies
to assist administration or the Board in the formulation of new or revised fiscal programs; Develops
new procedures as needed and sees that the established procedures are carried out efficiently;
Supervises the maintenance of records of expenditures and income and of balances of all
appropriations;
Supervises internal audits of accounts;
Supervises the Director of Purchasing, Director of Business, Director of Facilities, Director of
Operations and Director of Child Nutrition.
Qualifications
Knowledge of:
Theory and practice of modern school business management;
Governmental budgeting, accounting, purchasing, stores, insurance and contracts; Audit and
fiscal control procedures;
Staff development and effective management techniques;
Technology and the implementation of technological advances for the schools/district.
Ability to:
Plan, direct, establish priorities and coordinate a variety of complex technical operations involving the
operations of multiple specialized units;
Prepare and/or present clear and concise reports regarding complex technical information;
Use positive interpersonal skills to provide effective leadership to staff and to work collaboratively
with those contacted in the course of work;

Apply knowledge and understanding of management to analyze and identify present and potential
problems;
Utilize a collaborative approach to develop and evaluate alternate solutions, and propose plans of
action;
Interpret and apply laws, rules, regulations and policies;
Supervise and evaluate the activities of others;
Disseminate necessary information to sites for effective decision-making;
Make use of technology for information, communication, and data management;
Establish and maintain cooperative working relationships with those contacted in the course of the
work.
Experience:
Five years of recent Business Management or Facilities Management experience in an administrative
or executive position with a school district of average daily attendance of no less than 5,000 students
or equivalent public or private experience.
Education:
Graduation from recognized four-year college or university, with a major or graduate study in business
administration, public administration, or education or related field.
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SAN LORENZO UNIFIED SCHOOL DISTRICT
Personnel Commission
Regular Session of August 14, 2019
To:

The Personnel Commission

Prepared By:

Randy Perez, Director of Classified Personnel

Item:

(9) Job Description for Transportation Dispatcher

Type of Item:

Discussion and Action

BACKGROUND INFORMATION:
The District recognized the need to establish a Transportation Dispatcher classification to
achieve higher efficiency in the operations of the Transportation Department. District
representatives met with SEIU to negotiate the duties of the class. The final draft job description
is attached. The creation of this class will provide for a potential promotional opportunity for our
Bus Drivers, as this position will require that the incumbent be fully certified and licensed to
drive a school bus and transport children.
In addition to the job description, a comp study was conducted using the same methodology and
market utilized in the district-wide comp and class study. We also used the median maximum
salary as the marker for the position’s max salary point. As such, the maximum median shows a
monthly max salary of $5,072. I am with the understanding that this position will be a 12-month
position.
RECOMMENDATION:
There are two recommendations with this agenda item:
1. I recommend a motion to approve the job description for Transportation Dispatcher
2. I request a motion to recommend the maximum monthly salary of not less than $5,072.

SAN LORENZO UNIFIED SCHOOL DISTRICT

CLASS TITLE: TRANSPORTATION DISPATCHER

BASIC FUNCTION:
Under the direction of the Transportation administrator, dispatches school buses on routes and
trips; plans, organizes and provides assistance for the bus drivers on routes and field trips; drives
a school bus on routes or trips as needed in absence of other bus drivers; may provide support to
the administrator in emergency situations.
ESSENTIAL DUTIES AND RESPONSIBILITIES:
Provide support to the Transportation administrator in the development of bus routes and allocation
of trips to bus drivers
Provide support to the Transportation administrator with organization of the annual bus evacuation
drill at all elementary school sites utilizing bus services
Distribute route and trip sheets to bus drivers in a timely manner using the most current
transportation computer program in use; search for new locations for trips, using mapping
programs to create effective driving directions for bus drivers
Arrange routes to cover absence of bus drivers; distribute effective written or verbal
communications to staff regarding changes in routes and/or trips
Operate and communicate, using a two-way radio, with drivers to ensure smooth operation of
buses in mornings or afternoons as assigned; monitor the two-way radio to receive and relay
important information
Monitor the GPS program for buses to determine location of vehicles for dispatching purposes
Dispatch the work of the transportation section, which consists of student home to school and field
trip routing
Assist with scheduling and designs of the bus routes and trips, making assignments as needed to
ensure routes are covered
Answer calls from parents and staff regarding routing and trips
Consult and coordinate with school and district administrative personnel and staff to assure smooth
and timely delivery of scheduled services; coordinate service requests and identify appropriate
solutions to problems
Monitor bus routes and schedules for compliance with applicable standards and efficient use of
staff and equipment
Drive a school bus as needed to ensure routes and/or trips are covered
OTHER DUTIES:
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:
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KNOWLEDGE OF:
Provisions of the California Motor Vehicle Code, California Highway Patrol Regulations, and
Education Code sections applicable to the operation of vehicles in the transportation of students
California Vehicle Code and local traffic ordinances
Laws rules and regulations related to pupil transportation
District policies regarding pupil transportation
Proper operations of school buses
Safe and defensive driving practices
Modern office practices, procedures and equipment
Basic maintenance and operations of school buses
Oral and written communication skills
Interpersonal skills using tact, patience and courtesy
Correct English usage, grammar, spelling, punctuation and vocabulary
Operation of a computer and assigned software
Record-keeping and filing systems and techniques
Telephone techniques and etiquette
Basic first aid and CPR techniques
ABILITY TO:
Perform a variety of dispatch functions in support of the overall operational safety and efficiency
Utilize a telephone and two-way radio to receive transportation requests and information and
provide assistance to bus drivers
Learn local geography, street locations, important buildings and landmarks of the area
Analyze, develop, revise and make suggested improvements upon routes and dispatching methods
or procedures
Type or input data at an acceptable rate of speed
Assist bus drivers with directions and routing, scheduling and equipment issues and information
Maintain records and files as necessary
Understand and follow oral and written instructions
Communicate effectively both orally and in writing
Deal tactfully and effectively with school bus drivers, children and the public
Perform several simultaneous tasks, paying close attention to details and deadlines
Operate a computer and assigned software
Meet schedules and time lines
Administer first aid and CPR as needed
Drive a school bus, as necessary, observing legal and defensive driving practices
Establish and maintain effective relationships with those contacted in the course of work
EDUCATION AND EXPERIENCE:
Any combination equivalent to: graduation from high school and three years’ experience as a
school bus driver or in student transportation activities
LICENSES AND OTHER REQUIREMENTS:
Valid and current California Class A or B Commercial Driver License with appropriate passenger,
school bus and air brake endorsements
Valid California Special Driver Certificate issued by the Department of Motor Vehicles (DMV)
for school bus
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Valid Medical Examiner’s Certificate
Valid First Aid and CPR Certificate (as required) issued by an authorized agency
Department of Justice fingerprint clearance through the California Highway Patrol
Good DMV driving record and ability to maintain insurability under the District’s vehicle
insurance policy
Incumbents in this classification are subject to federal drug and alcohol testing requirements
HIGHLY DESIRABLE:
Knowledge of the school district boundaries and locations of schools within those boundaries. Has
knowledge of schools, sports fields locations commonly visited on school trips outside of the San
Lorenzo area. Has the ability to think quickly and effectively during stressful situations.

WORKING CONDITIONS:
Indoor/outdoor and occasional school bus environment Constant interruptions Seasonal heat and
cold or adverse weather conditions Evening or variable hours Exposure to fumes, dust, odors,
oil/grease and gases Driving a vehicle to conduct work
PHYSICAL DEMANDS:
Hearing and speaking to exchange information in person and on the telephone Seeing to read a
variety of materials Dexterity of hands and fingers to operate a computer keyboard Perform work
which involves frequent lifting, carrying, pushing and/or pulling objects weighing up to 50 pounds,
and occasionally up to – 75 pounds with assistance Sitting for extended periods of time Bending
at the waist, or kneeling to file materials HAZARDS: Traffic hazards Exposure to seasonal heat
and cold or adverse weather conditions Exposure to fumes, dust, odors, oil/grease and gases
Exposure to blood borne pathogens and infectious diseases Abusive, irate or violent students,
parents or general public
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CLASSIFICATION: TRANSPORTATION DISPATCHER
SALARY RANGE
SURVEY PARTICIPANT

PARTICIPANT'S CLASSIFICATION

Hayward Unified School District¹
Castro Valley Unified School District
Fremont Unified School District²
Berkeley Unified School District
New Haven Unified School District
Livermore Valley Unified School District
Antioch Unified School District
Pleasanton Unified School District
Oakland Unified School District
Dublin Unified School District
Alameda Unified School District
San Leandro Unified School District

Transportation Dispatcher
Transportation Lead
Dispatcher
Transportation Dispatcher
Transportation Bus Driver/Dispatcher
N/A
N/A
N/A
N/A
N/A
N/A
N/A

MINIMUM
$5,361
$4,348
$4,225
$3,702
$3,509

*MEDIAN:

1
2

Salaries reported include a reduction of $390 ($2.25/hr). Salary schedule includes benefits paid by District.
Fremont pays $214.44.on the SEIU salary schedule for benefits. The District also pays 100% of the employee PERS contribution.

MAXIMUM*
$5,959
$5,285
$5,072
$4,633
$4,275

$5,072

