
*DENOTES ACTION TO BE TAKEN 
 
Persons with a disability who require a disability-related accommodation or modification, including auxiliary aids and services, in order to participate in a 
personnel commission meeting, shall contact the Office of Personnel Services by noon on the Monday before the scheduled meeting.  Requests shall be 
made by calling (714) 663-6368 or by fax to (714) 663-6500.  

 
 

GARDEN GROVE UNIFIED SCHOOL DISTRICT 

Personnel Commission Meeting 
Education Center - Fifth Floor Board Room 
10331 Stanford Avenue, Garden Grove, CA 

December 7, 2016 – 5:10 P.M.   
                    

AGENDA 
  

                
1. CALL TO ORDER 

 
2. PLEDGE OF ALLEGIANCE 

 
3. ADMINISTRATION AND POLICY 
 3.1 Re-appointment and Oath of Allegiance – Personnel Commissioner Jim Franks 
 3.2 Annual Reorganization of the Personnel Commission 
 3.3 Director’s Report 

 
4. MINUTES OF THE REGULAR MEETING OF NOVEMBER 2, 2016* 
 
5. AUDIENCE – This is the public’s opportunity to address the Commission on items not on the agenda.  The public will 

have an opportunity for comment on agenda items as those items are discussed. 
 
6. CORRESPONDENCE AND COMMUNICATIONS 

 Classified Personnel Report – 11/15/16 
 CSEA Newsletter 
 CSPCA Proposed By-Laws Changes 
 

7. APPROVAL OF CLASSIFICATION ACTIONS*     
 7.1 New Positions – Intensive Behavioral Instruction Assistant (6 positions – Office of Special Education) 
 7.2 New Positions – Special Education Assistant (2 positions – Mark Twain) 
 
8. ORDERING OF EXAMINATIONS* 

  8.1 Assistant Director of Transportation Open 
 8.2 Food Service Worker I Open 
 8.3 Lead Food Service Worker Open 
 8.4 School Community Liaison Worker – Bilingual Spanish Open 
 8.5 School Community Liaison Worker – Bilingual Vietnamese Open 
  

9. RATIFICATION OF ELIGIBILITY LISTS* 
9.1 Bus and Truck Mechanic Promotional  
9.2 Instructional Aide II – Special Education Open 
9.3 School Bus Driver Instructor Open 
9.4 Vocational Specialist Open 

 
10. OTHER BUSINESS 

10.1 Commissioners 
10.2 Next Personnel Commission Meeting 

 
11. ADJOURNMENT OF REGULAR MEETING 
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California School Personnel Commissioners 

Association By-Laws 

Article I – Name 
 
The name of this organization shall be the California School Personnel Commissioners Association. These 

Bylaws reaffirm the intent of the Association’s founders and forming a constitution that it be  operates under, 
with the guidance and direction of personnel commissioners and Personnel Commission Directors. 

 

 
 

Article II – Objective 
 
The objective of this Association is to promote and advance public education on a noncommercial, 

nonsectarian, and nonpartisan basis, through programs of research, investigation, communication and 

training designed to stimulate and improve public school personnel management for the benefit of the public, 

the students, the districts, and of their classified employees. 

 

Article III – Membership 
 
 

Section 1. Regular Members: Each personnel commission of a school district, county office of education or 

community college district which has adopted the merit system provisions provided for in the Education 

Code, State of California, shall have the privilege of membership in the Association and shall become a 

member upon payment of the annual dues. Each personnel commissioner and personnel director of a 

member district or county office shall be entitled to one vote. Each individual commissioner and director of a 

member district or county office shall be entitled to hold office in accordance with Article IV, and to 

participate in the activities of the Association and to receive communications. 

 
Section 2. Auxiliary Members: A former regular member who no longer qualifies for membership shall 

have the privilege of becoming an auxiliary member. Auxiliary members shall not have the right to vote or 

hold office, but shall receive all other benefits of membership. 

 
Section 3. Non-school Members: The civil service/personnel commission and/or staff of a governmental 

agency may, upon application and approval of the Board of Directors, become a non-school member. Non- 

school members shall not have the right to vote or hold office, but shall receive all other benefits of 

membership. 

 
Section 4. Honorary Life Membership: Person’s who have rendered distinguished service in advancing or 

upholding the purposes of this organization may be elected to Honorary Life Membership without fee by the 

Board of Directors. No more than three persons shall be awarded Life Membership in any one year. 

Honorary Life Members may serve on the Board in any position other than President, President Elect, Vice 

President or Past President. 

 
Section 5. Membership Dues: The annual dues for all categories of membership in this Association shall 

be established by the Board of Directors. The membership year shall be from January 1
st
 through December 

31
st
 of that year. Annual dues shall be due and payable on July 1. If dues are not paid by September 1, 

notice will be given by October 1 that membership shall be terminated and membership services and 

privileges shall cease effective October 15. Services and privileges shall be available to members in good 

standing.  
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Article IV – Officers and Directors 
 
Section 1. The officers of this Association shall be a president, president-elect, vice president, secretary, 

treasurer and past-president. The president, president-elect, vice president and past-president shall be 
personnel commissioners. 

 
Section 2. The Board of Directors of this Association shall consist of the six officers, who shall serve on the 

Board of Directors during their terms of office and eight directors, three from Northern California (PCANC), 

Three from Southern California (PCASC) and two San Diego (PCASD). However, after a reasonable effort 

has been made, and the Nomination Committee is unable to find a qualified person willing and able to 

accept the full responsibilities of a position, then a qualified person willing and able to perform the position 

may be appointed without regards to the formula. The three Membership Directors may be current 

Personnel Directors, active Honorary Life Members or Commissioners without regard to the balance 

formula. In addition, the presidents of the regional Personnel Commissioners Association shall have the 

privilege of voting membership on the Board of Directors. If the president of a regional association is also an 

elected officer or director of this Association, the regional association may appoint an alternate to represent 

the region to the CSPCA Board for the unexpired term. 

 
Section 3. The Board of Directors of this Association shall manage the affairs of the Association and direct 

such personnel studies as the Board deems appropriate to promote the objectives of the Association. The 

Board of Directors may contract for goods or services. The Board of Directors shall approve an annual 

budget and authorize the expenditure of all funds of this Association. The Board of Directors shall present a 

financial statement to the members of this Association at the Annual Meeting for their approval. The 

President with the concurrence of two members of the Board of Directors can approve the expenditure of 

funds when an emergency is deemed to exist. The Board of Directors shall approve the job description, 

salary, conditions of employment, and shall appoint or dismiss any contractor or employee of this 

Association. 

 
Section 4. The Board of Directors shall fix the time and place of its meetings which shall be not less than 

quarterly. A majority of those entitled to vote at meetings of the Board of Directors shall constitute a quorum. 

The quorum shall be determined at the commencement of the meeting and once established shall be 

deemed to exist until adjournment of the meeting. A simple majority of those voting or of the quorum, 

whichever is greater, shall suffice to transact all business, except as otherwise provided in these Bylaws. 

The President or any three members of the Board of Directors may call a special meeting upon forty-eight 

hours notice to all members of the Board of Directors if urgent circumstances require prompt attention. To 

alleviate distance and travel related problems and expense, electronic or online meetings may be 

considered when possible and appropriate. 

 
Section 5. The Board of Directors is authorized to fill vacancies created by resignation, removal or 

incapacity of an officer or director for the unexpired term of said office. The Board of Directors may declare 

that a vacancy exists if an elected member fails to attend two (2) consecutive regular Board meetings. Board 

of Directors meetings held in conjunction with the Association Annual Conference shall be considered as 

one meeting. 

 
Section 6. A member of the Board of Directors may be removed from office “for cause” by a two-thirds (2/3) 

majority vote of the members present at any meeting of the Association called pursuant to Article VII herein. 

 
Section 7. In the event the president of a regional association is unable to attend an official meeting of the 

Board of Directors, the regional president may designate a regional representative to attend with 

authorization to vote. 

 
Section 8. In the event any officer or director should become ineligible for membership in the 

Association within the last sixty (60) days of the term, then that individual may complete the term of office 
at the discretion of the Board. 
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Section 9.   The Executive Director of this association is an employee of this association and a non-voting member 

of the Board of Directors. The Executive Director shall, at the minimum, provide services to the CSPCA Board of 

Directors and the CSPCA organization per a description of duties (see Attachment 1). The CSPCA Board of 

Directors shall provide, within reasonable standards, all necessary tools, equipment and clerical support to 
successfully facilitate the accomplishment of the Executive Director’s function. The Executive Director shall have 

authority to determine the level of support required and present that requirement to the Board of Directors for 
approval at a regularly scheduled meeting.  
 

a) Clerical Assistant – Is an employee of this association for direct support of the Executive Director. 

Under the direction of the Executive Director, perform routine clerical duties in support of the Executive 

Director as identified in Attachment 2. 
 

 

Article V – Duties of Officers 
 
Section 1. President: Shall preside at all meetings, appoint the chairpersons of ad hoc committees found 

necessary for the welfare of the Association and be responsible for giving general direction to any 

employees or contractors of this Association and further shall complete an annual performance evaluation of 

the Executive Director. The President shall perform all of the duties assigned to the position as stated in 

these Bylaws. 

 
Section 2. President-Elect: Shall perform such duties as the President shall direct and in the absence or 

disability of the President; assume the duties of the President. The President-Elect shall perform all of the 

duties assigned to the position as stated in these Bylaws. 

 
Section 3. Vice President: Shall perform such duties as the President shall direct and in the absence or 

disability of the President and President-Elect assume the duties of the President. The Vice-President shall 

perform all of the duties assigned to the position as stated in these Bylaws. 

 
Section 4. Secretary: Shall be responsible for keeping of minutes of all meetings, for transmitting minutes 

to members of the Board of Directors, and for the maintenance of the minutes of any previous meeting. The 

Secretary shall perform all of the duties assigned to the position as stated in these Bylaws. 

 
Section 5. Treasurer: Shall receive and hold all monies, maintain financial records, make necessary and 

related reports, make payments on approval of the Board of Directors. The Treasurer shall perform all of the 

duties assigned to the position as stated in these Bylaws. 

 
Section 6. Past President: Shall perform such duties as the President shall direct and shall perform all of 

the duties assigned to the position as stated in these Bylaws. 

 

 
Article VI – Committees 

 
Section 1. The standing committees of this Association are as follows listed under the Director or Officer 

with the responsibility for overseeing that particular committee function. The Director or Officer with the 

committee responsibility shall be responsible for committee member selection. The numbers of members of 

each committee is left to the discretion of the Director or Officer, unless otherwise stated in these Bylaws. 
 

a) President  

 
1) The President is an ex-officio, non-voting member of all committees of this 

Association. 
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b) President-Elect  

1) Strategic Plan Committee – shall review both the short-term and long-term goals and 

objectives for the organization and make necessary annual updates as required.  This 

should be accomplished in consultation with the Vice-President, Past-President and the 

regional association presidents serving as the committee members. 
 

c) Secretary 

 
1) Bylaws Committee – shall review and recommend necessary changes in the Association 

Bylaws and administrative rules and procedures. 

d) Treasurer 

 
1) Shall, in coordination with the Executive Director and President, prepare a proposed 

budget for the ensuing calendar year for presentation to the Board of Directors at its last 

meeting of the year. 

 
2) Dues Committee – shall after reviewing the proposed budget for the upcoming calendar 

year shall make recommendations regarding any potential adjustment in the dues 

structure. 

 
 

e) Past President 

 
1) Awards Committee – shall develop and revise policies for awards and recommend 

adoption by the Board; shall develop administrative rules to solicit nominees for awards; 

shall make recommendations at the fourth meeting of the Board of Directors for awarding 

Honorary Life Memberships; shall make recommendations for awarding scholarships; 

shall be responsible for selecting the recipient of the Joyner/Snipes Award for 

presentation at the annual meeting; and shall be responsible for administration of other 

awards as directed by the Board of Directors. 

 
2) Nominating Committee – shall recruit and maintain a list of members interested in 

serving on the Board of Directors and its committees; shall make recommendations to the 

Board of Directors to fill any vacancies on the Board. This committee shall consist of the 

Past President and the regional association presidents.  

 
f) Regional Association Presidents and Vice President 

 
1) CSPCA Annual Conferences – Planning and arranging for CSPCA Annual Conferences 

shall be conducted by a single standing conference task force to provide guidance and 

continuity and to accomplish advance planning for three years ahead, including site 

location, budget preparation, and program development. 

 
2) The CSPCA Vice President and the Executive Director shall be members of the task 

force and shall act as co-chairs.  

 
3) Other Board members (three) or CSPCA members who have had past experience 

with planning annual CSPCA conferences shall be appointed by the board to serve as 

working committee members. At least one of these shall be a commissioner. 
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4) Once the conference site for any of the three years in advance conferences is Identified, 

the conference task force shall recruit regional people from the specified region to assist  

the task force in planning regional program, hospitality and social activities as required. 

 

5) A standing conference task force member or one of the co-chairs may be appointed as 
the annual conference coordinator for any given year. 
 

6) The Executive Director shall be a key person to keep the multi-year planning calendar 

active and on target, to provide continuity and to provide current information to the CSPCA 

board. 

 
7) Local Regional conferences -- Regional Presidents and their boards or committees shall be 

responsible for the planning and presentation of local conferences as needed in their 

communities, and shall share information about their planning with the CSPCA conference 

task force so as to avoid overlap or calendar conflict. 
 

g) Board of Retirees Director 

 
1) Shall represent the retirees and Honorary Life Members on the Board of Directors, and 

coordinates retiree activities such as volunteer efforts in CSPCA events, coordinates with 

the other board directors, on the use of retirees in their activities. Develops and maintains a 

list of volunteers willing to be involved and coordinates their activities. 

 
 

h) Legislative Director 

 
1) Legislative Committee – shall recommend a legislative program including new 

legislation, support, and/or opposition of proposed legislation that impact the merit 

system and of concern to the Association. This committee shall communicate with the 

Association members on legislative positions adopted by the Board of Directors 

 
2) Legal Committee – shall be responsible for the dissemination of information and 

upcoming court cases and/or rulings that may impact the merit system. Review 

recommending potential ramification with the Board of Directors and recommend 

appropriate action in support of the member district. Legal positions are sent to the Board 

of Directors regarding current or impending legal proceedings involving merit system 

issues in member district. 

 

i) Liaison Director 

 
1) Liaison Committee – shall be responsible for the overall liaison activities to serve as this 

Association’s contact point to these designated organizations: ACSA Liaison, PERB 

Liaison, CSBA Liaison, CASBO Liaison, CSEA Liaison, SEIU Liaison, and any other 

liaison as needed. 

 
 

j) Communications Director 

 

1) Communications Committee – shall be responsible to develop and maintain 

communication between the Board of Directors and merit system districts; shall develop 

and maintain programs to acquaint the public with the aims of the association and the 

benefits of merit system school districts. 
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a. Director shall maintain the E-‐Mail master distribution of Directors, Commissioners 

and staff list along with the Executive Director. 

b. Director will maintain an electronic file of all flyers, power points, Conference 

programs, and literature associated with marketing. 

c. Director will be provided the necessary software to develop and update material as 

necessary. 

d. Director will send out statewide notices for upcoming conferences and training. 

e. Director will coordinate closely with the Executive Director and Membership 

Directors to develop strategies and campaigns to bring in new Merit System 

Districts and to prevent Districts from abolishing Merit Systems. 

f. Director will keep Personnel Commissioners informed on events, activities, and 

news within the Personnel Commission Community. 

k) Membership Director (three positions, one from the North (PCANC), one from the South 

(PCASC) and one from San Diego (PCASD)): 
 

1) Membership Committee – shall provide information and assistance upon request to 

develop new merit system schools districts and develop and maintain a program for 

recruiting school districts to adopt the merit system; shall contact personnel commissions 

annually to provide information to maintain and increase membership in the Association. 

 
2) Assistance Committee – shall provide merit system school districts advice, expertise 

and consultation in resolving or alleviating problems encountered in the administration of 

merit system principles; shall establish teams to assist on-site in response to requests 

from personnel commissions, personnel directors and/or school board members. These 

teams shall make contact with the appropriate regional association president to keep 

them updated as to their activities and progress. 

 

l) Training Director 

 
a. Joint Training Committee – Shall be responsible for the planning, preparing and 

carrying out training programs for all CSPCA needs. 

 
b. Merit System Academy Committee- Shall coordinate all aspects of this program 

including planning curriculum, recruitment of faculty, facility acquisition, periodic 

program review, financial accountability and review of course evaluations in the 

Merit System Academy training program. 

 
 
Section 2. The President shall designate such other committees as may from time to time be deemed 

advisable. 

 
Section 3. The President shall appoint the chairperson and members of all committees, except as may 

otherwise be provided in these Bylaws. The committee chairpersons and members shall be regular 

members of the Association in good standing. 
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Article VII – Association Meetings 
 
Section 1. The Association shall meet at least annually. The time and place of meetings shall be set by the 

Board of Directors. 

 
Section 2. Special meetings of the Association may be called by the Board of Directors and/or President, 

provided fifteen (15) days advance written notice is given to the membership. 

 
Section 3.  At any meeting called pursuant to Article VII herein, the members present shall constitute a 

quorum and a simple majority of all those voting shall suffice to pass actions and to transact all business 

except as otherwise provided in these Bylaws. Electronic meetings may be arranged under the direction of 

the President, Board of Directors and Executive Director when needed in order to conduct business between 

regular scheduled meetings. 

 

Article VIII – Election of Officers 
 
Section 1. Elections shall be held for officers and directors of the Association at the Annual Meeting called 

pursuant to Article VII herein. 

Section 2.  The officers of this Association shall be elected for a term of one year, except for the Treasurer 

who shall serve a three-year term. Directors shall be elected for a term of two years, with four (4) positions 

expiring one year and four (4) positions expiring the alternate year. Officers and directors shall be selected 

from active CSPCA members and Honorary Life members in good standing. Honorary Life Members are not 

eligible to hold the positions of President, President Elect, Vice President and Past President. No person 

may serve more than two consecutive terms as a director. 

 
Section 3. Officers and elected directors shall take office upon completion of the annual conference. The 

President-Elect shall assume the office of President upon completion of the annual conference. If the 

President-Elect is unable or unwilling to assume the office of President, a President shall be elected 

pursuant to Section 1 of this Article. 

 

Article IX – Ethics Statement 
 

Section 1. The Ethics Statement approved by the CSPCA Board shall be made available to the member districts. 
CSPCA Board members, in their role and conduct of their duties and responsibilities as officers and Directors, 
shall be expected to adhere to the principles of the Ethics Statement. 

 
 

Article – X Authority 
 
Section 1. Robert’s Rules of Order, Revised, when not inconsistent with these Bylaws, shall regulate the 

conduct of meetings of this Association. 
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Article XI – Amendments 
 
Section 1. These Bylaws may be amended at any regular meeting by a two-thirds (2/3) vote of the members 

present, provided that a copy of the proposed amendment or amendments shall have been sent to the 
membership at least twenty (20) days prior to the meeting. 

 

Amended January 18, 1973 
Amended January 17, 1975 

Amended January 20, 1977 

Amended January 26, 1978 

Amended January 25, 1979 
Amended January 17, 1980 

Amended January 30, 1981 

Amended January 22, 1982 

Amended January 23, 1983 

Amended January 27, 1984 

Amended February 1, 1986 

Amended January 17, 1987 

Amended January 13, 1990 

Amended January 29, 1993 

Amended January 27, 1996 

Amended January 12, 2002 

Amended February 20, 2010 

Amended February 23, 2013 
Amended January 24, 2015 

Amended January 28, 2017 
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Attachment 1  
 

 
 

CALIFORNIA SCHOOL PERSONNEL COMMISSIONERS ASSOCIATION (CSPCA) 
 
 
 
CLASS TITLE:  EXECUTIVE DIRECTOR 
 
 
BASIC FUNCTION: 
 
This is the chief Executive and is a paid position under the direction of the CSPCA Board (Board).  The Executive 
Director carries out the directions of the Board, and oversees all activities in support of the member districts.  
 
REPRESENTATIVE DUTIES: 

 
ESSENTIAL DUTIES: 
 

 Provide directly or through senior association members, personal and group mentoring for new 
Personnel Commissioners and Directors. 

 

 Provide regular information via E-Mail bulletins to all Directors and those Commissioners who have 
provided an E-Mail address for the CSPCA phone book. 

  

 Work with the state conference committees to assure that all conference agenda's are focused directly 
on what Personnel Commissions and Directors need to be more productive in the performance of their 
duties. Encourage the planning committee to make the conferences much more cost effective, 
especially in this economic environment. 

 

 Partner with agencies such as CODESP, IPAC, WRIPAC, CASBO, and IPC to offer free or low cost on 
site and webinar training for our Directors, staff and Personnel Commissioners. 

 

 Work with the Training Director, to constantly improve the academy and make the Merit Academy 
training the best and most intense that any governing body or personnel staff receives in this state. 

  

 Maintain and control both participation and professional use of our list serve through "Yahoo Groups", 
continually marketing participation by our members emphasizing the synergistic effect of participation. 

 

 Assure that the CSPCA web site is kept up to date regularly, providing resources that Commissioners 
or Directors need. 

  

 Provide directly or through CSPCA members, recruitment services to the Personnel Commissions for 
Classified Personnel Directors when there is a vacancy. 

 

 Provide a well qualified interim director in the absence of the Commission’s regular Director. 
  
 

 Provide Merit System Assistance directly or through a team.  The goals of the team is to help keep the 
merit system when there is a serious move to eliminate the Merit System, do educational presentations 
to Personnel Commissions at their requests, using both on line and personal presentations, as well as 
conduct a merit system audit to help the personnel commission improve its effectiveness in the district.. 
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 Work with the Training Director to develop future training for our members such as a "Human Resource 
Academy" in addition to the current "Merit System Academy", and on line video training. 

 

 Interpret Merit System laws, rules, and regulations for the CSPCA Board and its members. 
 

 Work closely with the Treasurer and Budget Manager to assure that the CSPCA resources are being 
used effectively and in conformance with the laws governing nonprofit organizations. Assist in the 
preparation of the CSPCA budget. 

 

 Direct research related to merit system issues, so that new theories, trends, and laws in the field may be 
studied for possible application to all merit systems. 

 

 Operate a computer and assigned software programs; operate other office equipment as assigned. 
 

 Attend and participate in conferences and meetings of other organizations that have an impact or an 
interest in the merit system, providing public relations and potential support for CSPCA.  

 

 Perform clerical duties in support of CSPCA 
  
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

 Planning, organization and direction of the Merit System. 

 Principles of public administration in areas related to personnel administration. 

 Classification, pay determination, recruitment, examination and related personnel practices and 
techniques. 

 Governing Merit System rules and regulations. 

 Budget preparation and control. 

 Oral and written communication skills.  

 Principles and practices of administration, supervision and training.  

 Applicable laws, codes, regulations, policies and procedures pertaining to Merit Systems... 

 Interpersonal skills using tact, patience and courtesy.  

 Operation of a computer and assigned software. 

 Modern office management and procedures. 

 Technology related to Merit System practices. 
 
ABILITY TO: 

 Work with and coordinate the activities of volunteer workers. 

 Plan, organize and administer the CSPCA Board Direction in compliance with merit system rules and 
regulations. 

 Interpret and apply the provisions of law and rules. 

 Analyze data and to arrive at sound conclusions and recommendations. 

 Communicate effectively both orally and in writing.  

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

 Establish and maintain cooperative and effective working relationships with others.  

 Operate a computer and assigned office equipment. 

 Analyze situations accurately and adopt an effective course of action.  

 Meet schedules and time lines.  

 Work independently with little direction 

 Work confidentially with discretion.  

 Plan and organize work.  
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 Prepare comprehensive narrative and statistical reports. 
Direct the maintenance of a variety of reports and files related to assigned activities. 
 
EDUCATION AND EXPERIENCE: 

 

 Ten years of successful merit system leadership as a Merit System Director. Actively performed as a 
member of CSPCA. 

 
 
LICENSES AND OTHER REQUIREMENTS: 
 
None  
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 

 Office environment.  

 Moderate travel to conduct CSPCA business. 
 
PHYSICAL DEMANDS: 

 Hearing and speaking to exchange information and make presentations. 

 Seeing to read a variety of materials. 
 
OVERTIME STATUS: 
 
This position is designated Management under the provisions of the EERA; 
This position is designated Overtime Exempt under the provisions of the labor law. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Attachment 2 
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California School Personnel Commissioners Association 
 

 
CLASS TITLE:  CLERICAL ASSISTANT 
 

BASIC FUNCTION: 

 
Under the direction of the Executive Director, perform routine clerical duties in support of the Executive Director. 

 

REPRESENTATIVE DUTIES: 
 
Perform a variety of clerical duties including: 
 

1. Assist the web master in maintaining the web site; 

2. Maintain the official CSPCA Phone Book and Director contact list; 

3. Send Out annual dues invoices; 

4. Maintain the CSPCA distribution lists for the Board, Personnel Commissioners and Directors. 

5. Provide support for the CSPCA board such as airline flight and lodging reservations for events and CSPCA 
board activities. 

6. Assist the CSPCA Executive Director as necessary with clerical work on special projects, Merit Academy 
and Annual Conference. 

7. Communicate by phone, E-mail or text with Directors, Commissioners, and CSPCA board members as 
necessary to perform the above duties, or as directed by the Executive Director. 

8. Operate a variety of office equipment, such as a computer and assigned software, copier and fax machine. 

OTHER DUTIES: 
 

1. Perform related duties as assigned. 
 

KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
 

1. Telephone techniques and etiquette. 

2. Basic record-keeping and filing techniques. 

3. Basic operation of a computer and assigned software. 

4. Correct English usage, grammar, spelling, punctuation and vocabulary. Oral 
and written communication skills. 

5. Interpersonal skills using tact, patience and courtesy. Basic 
math.  
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ABILITY TO: 
 

1. Perform routine clerical duties such as filing, typing, duplicating and maintaining routine records.  

2. Learn modern office practices, procedures and equipment. 

3. Learn basic terminology, processes and operations of CSPCA 

4. Operate a computer and assigned software. 

5. Understand and follow oral and written directions. 

6. Establish and maintain cooperative and effective working relationships with others.  

7. Communicate effectively both orally and in writing. 

8. Complete work with many interruptions. 

 

EDUCATION AND EXPERIENCE: 
 

Any combination equivalent to: graduation from high school and sufficient training and experience to demonstrate the 
knowledge and abilities listed above. 
 

WORKING CONDITIONS: 
 

a. ENVIRONMENT: 

 

1. Office environment. 

 

b. PHYSICAL DEMANDS: 

 

1. Dexterity of hands and fingers to operate a computer keyboard. 

2. Hearing and speaking to exchange information in person and on the telephone. 
Sitting or standing for extended periods of time. 

3. Seeing to read a variety of materials. 

4. Bending at the waist, kneeling or crouching to file materials. 

 


































