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PERSONNEL COMMISSION
Manhattan Beach Unified School District
325 8. Peck Avenue

Manhaitan Beach, CA 90266

AGENDA

WRITTEN AND ORAL COMMUNICATION

A. Commissioners
Approval of Minutes—March 7, 2013
Approval of Minutes—March 12, 2013
B. Administration
C. Employees
. Citizens
ACTION ITEMS

Approval of Job Description-- Systems Analyst

ADJOURNMENT

Notice of Public Meeting
April 25, 2013

9:00 a.m.

Special Education
Conference Room—2ndFlr.
District Office

REASONABLE ACCOMMODATION FOR ANY INDIVIDUAL WITH A DISABILITY
Any individual with a disability who requires accommodation to participate in a Personnel Commission meeting may request
assistance by contacting, Patti Jaffe, Interim Director of Human Resources, 325 8. Peck Ave. Manhattan Beach, CA 90266

Phone (310) 318-7345, Ext. 5915 OR Fax (310} 303-3824



Manhattan Beach Unified School District
PERSONNEL COMMISSION MINUTES

March 7, 2013

The meeting was called to order at 9:04 a.m.
Attendees:

Commissioners: Charles Southey, Vida Holguin and Cindy Strand

District Staff: Patti Jaffe, Interim Director of Human Resources, Gina Germani, John
Mabher, and Nancy Bogart, Recorder

CSEA Representatives: Rod Jorgensen and Alice Wise

L. WRITTEN AND ORAL COMMUNICATION
Al Commissioners:

1. Mrs. Holguin moved approval of the minutes of the January 14, 2013
minutes. This motion was seconded by Mrs. Southey. Mr. Jorgensen
asked to have the spelling of his last name corrected. This correction
was noted by the Recorder and Commissioners voted unanimously to
approve the minutes as corrected.

2. Mr. Southey moved approval of the minutes of the February 12, 2013
minutes. This motion was seconded by Mrs. Strand and unanimously
approved by the Commissioners.

B. Administration
1. Mrs. Jaffe said she talked to Dr. Bagley about the concerns regarding
the job description for Theater Director. He will come to the next
meeting to discuss this, The Commissioners asked for a copy of the
job description in advance of the meeting. Mr. Jorgensen said he had
emailed concerns to Dr. Bagley as well.

C. Employees
1. Discussing the Theater Director position, Mr. Jorgensen said a
classified employee may not be replaced with management, since
management cannot do classified work. He said that he weuld like to
discuss this with Dr. Bagley, Commissioners felt the District should
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get the concerns dealt with before the job description comes back to
the Personnel Commission. They would like to see the monetary
breakdown regarding the revenue the facilities would create and a
schedule of district-sponsored events versus outside events.

D. Citizens
1. None.
ACTION ITEMS

A. Approval of Eligibility List for Health Assistant

Mrs. Strand moved approval of the eligibility list for Health Assistant,
seconded by Mrs. Holguin and unanimously approved by the
Comrmissioners.

B. Approval of Eligibility List for Special Education Instructional Assistant —
Intensive Behavioral Instruction (IBI)

Mr. Southey moved approval of the eligibility list for Special Education
Instructional Assistant — Intensive Behavioral Instruction (IBI). This
motion was seconded by Mrs. Strand and unanimously approved by the
Commissioners.

ADJOURNMENT

The next meeting will be to approve an eligibility list for the Human Resources
Technician, and will be on Tuesday, March 12, at 9:00 a.m.

The meeting was adjourned at 9:25 a.m.



Manhattan Beach Unified School District
PERSONNEL COMMISSION MINUTES

March 12, 2013

The meeting was called to order at 9:00 a.m.
Attendees:

Commissioners: Charles Southey, Vida Holguin and Cindy Strand

District Staff: Patti Jaffe, Interim Director of Human Resources, Gina Germani, and
Nancy Bogart, Recorder

CSEA Representatives: Rod Jorgensen, John Maher, and Alice Wise

1. WRITTEN AND ORAL COMMUNICATION

A. Commissioners:
I. None
B. Administration:
1. None
C. Employees:
1. None.
D. Citizens:
1. None,

1. ACTION ITEMS
A. Approval of Eligibility List for Human Resources Technician

Mrs. Strand moved approval of the eligibility list for Human Resources

Technician, seconded by Mr. Southey and unanimously approved by the
Commissioners.

I11.  ADJOURNMENT

The meeting was adjourned at 9:01 a.am.



MANHATTAN BEACH UNIFIED SCHOOL DISTRICT

SYSTEMS ANALYST

DEFINITION:

Under general supervision of the Director of Information Technology, plans, coordinates and performs
activities related to the support and operation of the District’s Student Information Services (SIS)
system and the California Longitudinal Pupil Achievement Data System (CALPADS). Confers with
administrators and staff to provide support, documentation, training, data extraction/reporting to
District staff and governmental agencies, and performs related work as assigned. The position requires
technical skill in addition to the ability to interpret and explain technical concepts to non-technical
users. The Analyst is responsible for the maintenance and security of software applications and the
data throughout the District.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

*Provides in depth knowledge and expertise in all aspects of the Distriet’s Student Information
Services (SIS) application and database.

*Manages and supports the day-to-day operation of the District Student Information Services (SIS)
application and database.

+Identifies, analyzes and resolves problems with administrative software, interacts effectively with
users to solve problems and advises on best practices for using the software system.

*Provides required information extracts to governmental and other outside agencies, coordinates and
interfaces with the Los Angeles County Office of Education.

*Relational Database administration, maintenance and support.

*[stablishment and enforcement of data entry standards,

+Establishment, enforcement and maintenance of security standards.

«Interprets state and federal mandates regarding data.

*Manages the student data collection specifically required for CALPADS.

+Communicates mandates to appropriate department personnel.

*Data transformation and import/export between SIS and secondary data systems.

+Participates in district mandated training and retraining programs.

*Designs and lay out reports to meet the needs of users and governmental agencies.

*Monitors database for accuracy and data integrity.

*Provides advice and guidance to other District technology support personnel and users.
*Researches and prepares oral and written reports.

*Maintains knowledge of current state and governmental agencies reporting requirements.
*Alignment of all student data to California Department of Education (CDE) and CALPADS standards
and requirements.

*Maintains confidentiality of sensitive employee and student information.

*Provides user training and may travel to school sites in support of related duties.

*Provides training and information to office staff on the new policies related 1o state reporting.
*Responsible for finding and correcting data anomalies within the SIS data and certifying California
Basic Educational Data System (CBEDS), or the successor system to it, enrollment totals to be
reported to the CDE,

*Manages the California Longitudinal Pupil Achievement Data System (CALPADS) including
interface of Human Resources and Student Test Score data with existing SIS.

*May act as liaison between vendors and district with regard to system needs.

*May represent the District to state and local governmental agencies relative to CALPADS and best
practices,




*Performs other duties as assigned.

QUALIFICATIONS:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.

ABILITY TO:

*Work independently with little direction.

*Organize, prioritize and schedule work.

«Install, configure, maintain and upgrade complex administrative computer software.

*Develop data management processes and procedures.

*Define and communicate the project requirements.

+Convey information in non-technical terms.

*Document and archive data.

*Implement change management procedures.

*Map requirements to local automated student information/human resources systems,

*Read and utilize technical information in print or electronic form.

+Create scripts and/or queries, and batch files to automate data management processes.
*Transform data using scripts and advanced query processes to convert and merge data from one data
system to another.

*Interpret and utilize technical materials.

*Perform data base extracts using ODBC drivers and API, understand data structures and database
management systems.

*Communicate and interact effectively to provide user support to all levels of end users and
administrative staff.

*Design and layout effective and efficient computer reports that meet user needs.

*Analyze data structures and flow, prepare complex flowcharts, block diagrams and program
documentation.

*Plan and administer user fraining sessions.

*Multi-task.

*Organize own work, set priorities and meet critical time deadlines.

*Troubleshoot and analyze situations accurately and adopt an effective course of action.

*Analyze, evaluate and make recommendations regarding the performance of the systems application
software.

*Explain and enforce policies and regulations.

*Prepare and deliver oral presentations.

*Prepare and deliver written reports and procedures.

*Compile and analyze empirical data and provide suggestions for improvement.

+Communicate with users to effectively resolve problems with applications.

*Operate a computer and related software.

+Use initiative and independent judgment within established guidelines and procedures.
*Istablish and maintain cooperative working relationships with those contacted in the course of work.

SYSTEMS AND APPLICATION EXPERIENCE:

*The student information system currently deployed and used at MBUSD, or similar.
*ODBC drivers, API and methods of data extraction.

*Data structures and data base management systems,

*Complex computer administrative sofiware systems.




*Progressively responsible experience in the design and layout of end user computer application
reports.

*Documentation and training of administrative software systems.

*End user support of’ administrative software systems.

*Email systems such as Microsoft Exchange® and Microsoft Outlook®

*Computer operating systems currently deployed and used at MBUSD, or similar.

«Computer desktop applications to include, but not limited to, word processing, spreadsheet,
presentation, drawing and publishing applications currently deployed and used at MBUSD, or similar.
+Hducational software applications currently deployed and used at MBUSD, or similar.

*Experience with Aeries and PowerSchool SIS, Follett Library Software, School Messenger Parent and
Staff Nofification System, Nutrikids Food Services System, eBackpack Paperless Student Assignment
System, Infosnap Student Registration System, National Clearing House Student Tracker System, and
Illuminate DNA System.

KNOWLEDGE OF:

Principles, practices, practical applications and performance characteristics of:

*Relational Database management.

*Client-Server applications (Access, SQL Server and Oracle).

*Database/ Spreadsheet productivity software such as Microsoft Excel, Microsoft Access.
*Windows Operating Systems include Windows Server software and Internet Information Services.
»State reporting mandates and timelines,

+Complex administrative software systems.

*Demographic software systems including census information, demographic and statistical reporting,
student scheduling and grade reporting.

*User training and support techniques.

*Administrative systems processes.

«Software packages commonly used on personal computers for maintenance, network, email and
Internet access.

*Goals, policies, and objectives of the department and division.

*Outstanding interpersonal skills.

«Superior oral and written communication in English

*Modern office practices and procedures.

*Proper network record keeping and documentation.

Public contact techniques and telephone ctiquette.

*Proper email etiquette.

*Department operations and policies.

*Advanced technical aspects of the functional operations of the division.

*Techniques for explaining technical concepts to non-technical users.

EDUCATION and/or EXPERIENCE:

Bachelor’s degree, or equivalent, in Computer Information Systems or a related field; 3 years of
progressively responsible related experience in relational database systems utilizing a variety of
productivity software to gather, transform and transfer data; 3 years related experience and training in
systems application suppott; or equivalent combination of education and experience.

*Destrable:

Previous work experiences in a school district or county office of education,

LANGUAGE SKILLS:
»Ability to read, analyze, and interpret general business periodicals, professional journals, technical




manuals and procedures, and governmental regulations. Ability to write reports, correspondence, and
procedure manuals. Ability to effectively present information and respond to questions from groups of
users.

REASONING ABILITY:

*Ability to put issues in context of the big picture for the overall departmental vision; and how said
vision fits into the overall vision of the District. Ability to clearly and accurately define problems,
collect data, establish facts, and draw valid conclusions. Ability to inferpret an extensive variety of
technical instructions in written or diagram form and deal with several abstract and concrete variables.

CERTIFICATES, LICENSES, REGISTRATIONS:

*Required: Must possess a valid California class C driver’s license and have a satisfactory driving
record.

*Desirable: Microsoft Certifications

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to
success{ully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions,

While performing the duties of this job, the employee is frequently required to stand; walk; sit; use
hands to finger, handle, or feel; reach with hands and arms; talk and hear. The employee must
frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.
Specific vision abilities required by this job include close vision, and ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee regularly works in inside environmental
conditions. The employee frequently works with a video display terminal for prolonged periods.
Employee may be required to attend evening meetings, travel, and work evenings or weekends. The
noise level in the work environment is usually quiet. Individual is subject to frequent interruptions.

OTHER CONDITIONS OF EMPLOYMENT: In accordance with California law and the Education
Code, position incumbents must maintain a conviction free Dept. of Justice background record, which
is relevant to the position.




