
Pursuant to Government Code §54957.5, a copy of all documents related to any item on this agenda that have been 
submitted to the Personnel Commission may be obtained from the Classified Human Resources office, 11627 Brookshire 
Avenue, Downey, CA 90241. 

Persons requiring accommodation in order to view the agenda or participate in the meeting, may make the request for 
accommodation to the Director, Classified Human Resources at (562) 469-6641 at least 48 hours in advance of the meeting. 
[Government Code §54954.2(a)(1)] 

DOWNEY UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

11627 Brookshire Avenue 
Downey, CA 90241 

AGENDA #4 

Regular Meeting 4:00 p.m. 

District Conference Center-A (DCC-A)  November 17, 2021 

 ADDENDUM 
     PAGE NO. 

I. GENERAL COMMISSION FUNCTIONS

1. Call to order - Dianne Lumsdaine.

2. The Renewal of the Pledge of Allegiance to the Flag of the United
States of America to be led by Angie Rademaker.

3. Roll.

Meeting can be attended in person or viewed electronically. 

In-Person Attendance: 

Attend in person, limited number, on a first come, first served basis at: 

District Conference Center-A (DCC-A), 11627 Brookshire Ave., Downey, CA 90241 

The link to join the Personnel Commission meeting electronically is: 

Meeting ID: 201 156 0722 

Password: 7CgVKL 

and will be made active at 4:00 pm on November 17, 2021. 

To connect to the meeting by telephone, see information below: 

(408) 638-0968 or (669) 900-6833

Meeting ID: 201 156 0722

Passcode: 469731 

In-Person Public Comment: Persons who want to comment on agendized items or topics not 

included on the agenda are requested, but not required, to provide name and subject 

matter upon which you wish to speak. Please limit your comments to no more than three (3) 

minutes. 

In compliance with the American Disabilities Act, those requiring special assistance to access the Personnel Commission meeting room or 

written documents being discussed at the Personnel Commission meeting or to otherwise participate at Personnel Commission Meetings, 

please contact the Director, Classified Human Resources, BethAnn Arko, at barko@dusd.net at least 48 hours prior to the meeting so we 

can accommodate reasonable requests. 

https://dusd-net.zoom.us/j/2011560722?pwd=WW1PcUx4MXVOR2habGNBUHZhcDg2QT09
https://dusd-net.zoom.us/j/2011560722?pwd=WW1PcUx4MXVOR2habGNBUHZhcDg2QT09
mailto:barko@dusd.net
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4. APPROVE Minutes of the Regular Meeting of October 20, 2021. 
 

5. RECEIVE correspondence and refer it to the proper order of Business 
or to the Director, Classified Human Resources for processing. 

 
6. HEAR oral communications from members of the Personnel 

Commission and Director, Classified Human Resources. 

1-5 
 
 
 
 

 

 
7. HEAR the public on items not appearing elsewhere on the agenda. 

 
II. CONSENT AGENDA 
 

1. RATIFY certification of Assistant Network Administrator eligibility list 
established November 8, 2021. 
 

2. RATIFY certification of Food Service Assistant eligibility list 
established October 27, 2021. 

 
3. RATIFY certification of Lead Food Service Assistant eligibility list 

established November 8, 2021. 
 

4. RATIFY certification of Maintenance Painter eligibility list established 
October 19, 2021. 

 
5. RATIFY certification of Payroll Technician eligibility list established 

October 29, 2021. 
 

6. RATIFY certification of Plant Grounds Assistant eligibility list 
established October 5, 2021. 

 
7. RATIFY certification of Senior Instructional Assistant-Behavior 

eligibility list established October 28, 2021. 
 

8. RATIFY the classification of one Campus Security Assistant position 
established by the Board of Education, assigned to Downey High 
School, effective October 11, 2021. 

 
9. RATIFY the classification of one Senior Instructional Assistant-

Behavior position established by the Board of Education, assigned to 
the Downey High School, effective August 25, 2021. 

 
10. RATIFY the classification of one Senior Instructional Assistant-Sign 

Language position established by the Board of Education, assigned to 
the DHH Program, effective September 20, 2021. 

 
11. APPROVE changes to the class description of Assistant to the 

Superintendent/Board of Education, effective November 18, 2021. 
 

12. APPROVE changes to the class description and title change for the 
classification of Instructional Services Technician to College and 
Career Technician as attached, effective November 18, 2021. 

 
 

 
 
 
 

6 
 
 

7 
 
 

8 
 
 

9 
 
 

10 
 
 

11 
 
 

12 
 
 

13 
 
 
 

14 
 
 
 

15 
 
 
 

16-21 
 
 

22-26 
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13. APPROVE changes to the class description of Speech-Language 
Pathology Assistant, effective November 18, 2021. 

 
14. APPROVE the salary change for Director, Classified Human 

Resources, from Range 141 ($11,063 – $14,128) to Range 145 
($12,201 - $15,577) on the Classified Management Salary Schedule 
(AR 5241), effective November 18, 2021. 

 
III. OLD BUSINESS 

 
None. 
 

IV. NEW BUSINESS 
 
None. 
 

V. NEXT REGULAR MEETING 
 

December 15, 2021 at 4:00 p.m. in the District Conference Center-A          
(DCC-A), 11627 Brookshire Ave., Downey, CA 90241. 

 

VI. CLOSED SESSION 
 

1. Potential Litigation 
 

2. Classified Employee Discipline/Dismissal/Release 
 

3. Public Employee Performance Evaluation, Title: Director, Classified 
Human Resources, in accordance with provisions of the Government 
Code Section §54957. 

 

VII. ADJOURNMENT 
 
 

27-31 
 
 

32 
 
 
 
 
 
 
 
 
 
 
 
 

 



DOWNEY UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 

11627 Brookshire Avenue 
Downey, CA 90241 

 
 
 

 
 
 
 
 
 
 
 
 
#65 
PLEDGE OF 
ALLEGIANCE 
 
#66 
ROLL 
 
 
 
 
 
#67 
MINUTES OF REGULAR 
MEETING APPROVED 
 
 
 
 
 
 
#68 
CORRESPONDENCE 
RECEIVED 
 
#69 
ORAL 
COMMUNICATIONS 
 
 
 
 
 
 
 
 
 
 
 
 
 

MINUTES 
Regular Meeting                                 October 20, 2021 
 
The Regular Meeting of the Personnel Commission of the Downey Unified 
School District was called to order by Dianne Lumsdaine, Chairperson, on 
Wednesday, October 20, 2021 at 4:00 p.m. in the District Conference 
Center-A (DCC-A), 11627 Brookshire Avenue, Downey, California and via 
Zoom video conference. 
 
The Pledge of Allegiance to the Flag of the United States of America was 
led by John Kennedy. 
 
 
A quorum of the Personnel Commission was in attendance as established 
by roll call: 
 

Present: John Kennedy  
 Dianne Lumsdaine  
 Angie Rademaker  

 
A motion was made by Ms. Rademaker, seconded by Mr. Kennedy, and 
the motion carried unanimously, to approve the minutes of the Regular 
Meeting of September 15, 2021. 
 
Roll-Call Vote Ayes Noes Abstained 
John Kennedy X   
Dianne Lumsdaine X   
Angie Rademaker X   

 
No correspondence was received. 
 
 
 
Mr. Kennedy shared that he attended the last Board of Education meeting 
and enjoyed watching as the Stauffer Foundation teacher and principal 
grants were given out. 
 
Mr. Kennedy shared that he attended the City of Downey City Council 
meeting where the principal of Downey High School, Tom Houts, and the 
principal of Warren High School, Cari White, were honored with the 
Legacy Award. He felt it was a nice gesture that the City Council is 
recognizing the wonderful work that the Downey Unified School District is 
achieving. 
 
Mr. Kennedy shared that he toured a Special Education classroom at 
Warren High School and liked all the opportunities that the high schools 
offer nowadays. 
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Mr. Kennedy shared that he visited the home of a Downey High School 
graduate from 1960 who has several items that he wishes to donate to 
Downey High School’s engineering program. He mentioned that many 
items such as tools and machines can be used by the students and other 
items can be sold to help fund the program. 
 
Mr. Kennedy shared that he’s looking forward to the Downey vs. Warren 
High School football game. Especially the festivities that will take place 
that morning as the District’s Superintendent, Dr. John Garcia, Jr., will be 
inducted into the Downey High School Hall of Fame. 
 
Mr. Kennedy inquired as to the status of the California School Personnel 
Commissioners Association (CSPCA) “Innovation Award” for Merit System 
districts. Ms. Arko responded that the application is due on Monday, 
November 1st and that she would be submitting our ideas for 
consideration. 
 
Ms. Rademaker shared that she attended the recent Board of Education 
meeting and how proud she is to see all the recognition given to teachers 
and administrators. 
 
Ms. Rademaker gave her appreciation to BethAnn Arko, Director, 
Classified Human Resources, and Alyda Mir, Asst. Superintendent, 
Certificated Human Resources, for all their hard working in obtaining 
substitutes for this school year. 
 
Ms. Lumsdaine shared that she attended the recent Board of Education 
meeting via Zoom and gave her appreciation that there is still a Zoom 
option to attend the meetings since the conditions are still rather scary to 
attend in person. 
 
Ms. Lumsdaine acknowledged the attendance of Dr. John Garcia, Jr., 
Superintendent; Alyda Mir, Asst. Superintendent, Certificated Human 
Resources; Peggie Chesser, President, CSEA Unit I; Rebekah Ruswick, 
Director, Special Education; John Shook, Director, M.O.T. Services; 
Andrea Iacovitti, Assistant Director, Budget & Finance; Chris Nezzer, 
Chief Technology Officer; Jaimie Valdez, Personnel Analyst; and all 
others present via Zoom. 
 
Ms. Arko shared that the Classified HR team has filled approximately 60 
substitute positions since the start of the school year. This number 
includes a large number of clerical substitutes that were needed to assist 
in completing special projects for the District. 
 
Ms. Arko informed the commissioners that Ms. Blanca Martinez, Sr. 
Personnel Technician in the Classified Human Resources department will 
be leaving the District as she has obtained a job with the Fullerton School 
District. 
 
Ms. Arko reviewed and answered questions regarding the October 
Vacancy/Recruitment Status Report. 
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#70 
PUBLIC HEARD 
 
 
 
 
 
 
#71 
CONSENT AGENDA 
 
 
 
 
 
 
 
#72 
RATIFY CERTIFICATION OF 
CAMPUS SECURITY ASST. 
ELIGIBILITY LIST 
 
#73 
RATIFY CERTIFICATION OF 
FOOD SERVICE ASST. 
ELIGIBILITY LIST 
 
#74 
RATIFY CLASSIFICATION 
OF TWO COMPUTER/ 
NETWORK SUPP. TECH. 
POSITIONS 
 
#75 
RATIFY CLASSIFICATION 
OF ONE SR. INSTRUCT. 
ASST. POSITION 
 
#76 
RATIFY CLASSIFICATION 
OF ONE SR. INSTRUCT. 
ASST.-SIGN LANGUAGE 
POSITION 
 
#77 
RATIFY CLASSIFICATION 
OF ONE LIMITED-TERM 
STUDENT INFO. SYSTEMS 
OPERATOR POSITION 
 
 
 
 

Dr. Garcia thanked the Commissioners for their support and for always 
participating in the Board of Education meetings and keeping abreast of 
what is going on in the District. 
 
Dr. Garcia acknowledged the staffing shortages that the District is 
currently facing and thanked Ms. Arko and Ms. Mir for all their diligent 
work and attempts to get all the vacancies filled. 
 
A motion was made by Ms. Lumsdaine and seconded by Ms. Rademaker, 
and the motion was carried unanimously to approve the consent agenda 
(shown below as Minute Action Item 72-78). 
 
Roll-Call Vote Ayes Noes Abstained 
John Kennedy X   
Dianne Lumsdaine X   
Angie Rademaker X   

 
RATIFY certification of Campus Security Assistant eligibility list 
established September 30, 2021. 
 
 
 
RATIFY certification of Food Service Assistant eligibility list established 
September 10, 2021. 
 
 
 
RATIFY the classification of two Computer/Network Support Technician 
positions established by the Board of Education, assigned to the 
Technology department, effective September 20, 2021. 
 
 
 
RATIFY the classification of one Senior Instructional Assistant position 
established by the Board of Education, assigned to Doty Middle School, 
effective August 12, 2021. 
 
 
RATIFY the classification of one Senior Instructional Assistant-Sign 
Language position established by the Board of Education, assigned to the 
DHH Program, effective September 13, 2021. 
 
 
 
RATIFY the classification of one Limited-Term Student Information 
Systems Operator position established by the Board of Education, 
assigned to the Technology & Information Systems department, effective 
September 27, 2021 through March 26, 2022. 
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#78 
APPROVE CHANGES TO 
CLASS DESCRIPTION OF 
ASSISTANT NETWORK 
ADMINISTRATOR 
 
#79 
OLD BUSINESS 
 
#80 
OPEN PUBLIC HEARING IN 
THE MATTER OF THE  
APPOINTMENT OF DIANNE 
LUMSDAINE TO THE 
PERSONNEL COMMISSION 
 
 
 
#81 
CLOSE PUBLIC HEARING 
IN THE MATTER OF THE  
APPOINTMENT OF DIANNE 
LUMSDAINE TO THE 
PERSONNEL COMMISSION 
 
#82 
APPROVE APPOINTMENT 
OF DIANNE LUMSDAINE TO 
THE PERSONNEL 
COMMISSION 
 
#83 
NEW BUSINESS 
 
#84 
APPROVE PROPOSED 
RECLASSIFICATION OF 
POSITION TO DISPATCHER/ 
STATE CERTIFIED BUS 
DRIVER INSTRUCTOR 
 
 
 
 
#85 
DISCUSS STATE ASSEMBLY 
BILL AB361 
 
#86 
NEXT REGULAR 
MEETING 
 
 

APPROVE changes to the class description of Assistant Network 
Administrator, effective October 21, 2021. 
 
 
 
 
Each of the following recommendations was reviewed by Director Arko 
prior to approval: 
 
A motion was made by Ms. Rademaker, seconded by Mr. Kennedy, and 
the motion carried unanimously, to open a Public Hearing in the matter of 
the appointment of Dianne Lumsdaine to the Personnel Commission for a 
three-year term commencing December 1, 2021. 
 
Dr. Garcia asked to be heard and thanked Ms. Lumsdaine for her many 
years of service and stated that she is an outstanding chair for the 
Personnel Commission. 
 
A motion was made by Ms. Rademaker, seconded by Mr. Kennedy, and 
the motion carried unanimously, to close the hearing. 
 
 
 
 
 
A motion was made by Ms. Rademaker, and seconded by Mr. Kennedy, 
and the motion carried unanimously to APPROVE the appointment of 
Dianne Lumsdaine to the Personnel Commission for a three-year term 
commencing December 1, 2021. 
 
 
Each of the following recommendations was reviewed by Director Arko 
prior to approval: 
 
A motion was made by Ms. Rademaker, and seconded by Mr. Kennedy, 
and the motion was carried unanimously to APPROVE the proposed 
reclassification of Ruth Chavez from Bus Driver to Dispatcher/State 
Certified Bus Driver Instructor, effective October 21, 2021. 
 
Roll-Call Vote Ayes Noes Abstained 
John Kennedy X   
Dianne Lumsdaine X   
Angie Rademaker X   

 
A discussion was held regarding State Assembly Bill AB361, regarding the 
Brown Act teleconferencing legislation. 
 
 
The next Regular Meeting of the Personnel Commission will be 
November 17, 2021, at 4:00 p.m., District Conference Center-A 
(DCC-A), 11627 Brookshire Ave., Downey, California. 
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#87 
CLOSED SESSION 
 
 
 
#88 
OPEN SESSION 
 
#89 
ADJOURNMENT 
 
 
 
 
 
 
 
 
 
 
 
 

The Personnel Commission retired to closed session at 4:40 p.m. in 
accordance with provisions of the Government Code (Section §54957) to 
consider Public Employee Performance Evaluation, Title: Director, 
Classified Human Resources. 
 
The Personnel Commission returned to open session at 5:55 p.m. There 
were no reportable actions taken during closed session. 
 
The Regular Meeting of the Personnel Commission was declared 
adjourned in memory of Jean Corrin Morris, mother of Tod Corrin, Retired 
Board of Education Member; Albert Pasaye, husband of Lorraine Navarro, 
Intermediate Clerical Assistant, Deaf & Hard of Hearing Program; Beverly 
Young, retired Price Elementary School Office Manager and Friend of 
Martha Sodetani, Board of Education Member, at 5:56 p.m. with the 
consent of the members. 
 
 
 

Personnel Commission 
DOWNEY UNIFIED SCHOOL DISTRICT 

 
______________________________________ 
Dianne Lumsdaine, Chair 

 
______________________________________ 
BethAnn Arko, Director 
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 DOWNEY UNIFIED SCHOOL DISTRICT 
 Office of Classified Human Resources/Personnel Commission 
 
 
DATE:  November 2, 2021 
TO:  John A. Garcia, Jr., Ph.D., Superintendent 
FROM: BethAnn Arko, Director, Classified Human Resources 
 
SUBJECT: ESTABLISHMENT OF ONE NEW POSITION (CAMPUS SECURITY 

ASSISTANT) 
 
 
ACTION ITEM 
 

We have received a request from Tom Houts, Principal, Downey High 
School, to establish one new position with duties corresponding to the 
current classification of Campus Security Assistant. This new position is 
being requested due to the need for additional security for safety purposes. 
 
Therefore, it is recommended that the Board of Education be requested        
to ratify the establishment of one new position with duties corresponding     
to the current classification of Campus Security Assistant, assigned to 
Downey High School, eight hours per day, ten months per year, at range 
120, $3,352 - $4,080 per month, effective October 11, 2021. 
 

 
SUPERINTENDENT'S RECOMMENDATION: 
 

RATIFY the establishment of one new position with duties corresponding     
to the current classification of Campus Security Assistant, assigned to 
Downey High School, eight hours per day, ten months per year, at range 
120, $3,352 - $4,080 per month, effective October 11, 2021. 
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 DOWNEY UNIFIED SCHOOL DISTRICT 
 Office of Classified Human Resources/Personnel Commission 
 
 
DATE:  November 2, 2021 
TO:  John A. Garcia, Jr., Ph.D., Superintendent 
FROM: BethAnn Arko, Director, Classified Human Resources 
 
SUBJECT: ESTABLISHMENT OF ONE NEW POSITION (SENIOR INSTRUCTIONAL 

ASSISTANT-BEHAVIOR)  
 
 
ACTION ITEM 
 

We have received a request from Reynaldo Vargas-Carbajal, Jr., Program 
Administrator, Special Education, to establish one new position with duties 
corresponding to the current classification of Senior Instructional Assistant-
Behavior. This new position is being created to support the special needs of 
a new student at Downey High School per the students IEP. 
 
Therefore, it is recommended that the Board of Education be requested to 
ratify the establishment of one new position with duties corresponding to     
the current classification of Senior Instructional Assistant-Behavior, assigned 
to Downey High School, six and one-half hours per day, ten months per 
year, at range 115, $3,273 - $3,985 per month, effective August 25, 2021. 
 

 
SUPERINTENDENT'S RECOMMENDATION: 
 

RATIFY the establishment of one new position with duties corresponding to 
the current classification of Senior Instructional Assistant-Behavior, assigned 
to Downey High School, six and one-half hours per day, ten months per 
year, at range 115, $3,273 - $3,985 per month, effective August 25, 2021. 
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 DOWNEY UNIFIED SCHOOL DISTRICT 
 Office of Classified Human Resources/Personnel Commission 
 
 
DATE:  November 2, 2021 
TO:  John A. Garcia, Jr., Ph.D., Superintendent 
FROM: BethAnn Arko, Director, Classified Human Resources 
 
SUBJECT: ESTABLISHMENT OF ONE NEW POSITION (SENIOR INSTRUCTIONAL 

ASSISTANT-SIGN LANGUAGE) 
 
 
ACTION ITEM 
 

We have received a request from Rebecca PiephoSu, Principal, DHH 
Program, to establish one new position with duties corresponding to the 
current classification of Senior Instructional Assistant-Sign Language. This 
new position is being created to support the special needs of a new Deaf and 
Hard of Hearing student per the students IEP requirements. 
 
Therefore, it is recommended that the Board of Education be requested        
to ratify the establishment of one new position with duties corresponding     
to the current classification of Senior Instructional Assistant-Sign Language, 
assigned to the DHH Program, six and one-half hours per day, ten months 
per year, at range 115, $3,273 - $3,985 per month, effective            
September 20, 2021. 
 

 
SUPERINTENDENT'S RECOMMENDATION: 
 

RATIFY the establishment of one new position with duties corresponding     
to the current classification of Senior Instructional Assistant-Sign Language, 
assigned to the DHH Program, six and one-half hours per day, ten months 
per year, at range 115, $3,273 - $3,985 per month, effective               
September 20, 2021. 
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DOWNEY UNIFIED SCHOOL DISTRICT 
Office of Classified Human Resources / Personnel Commission 

 
MEMORANDUM 

 
 
DATE: November 17, 2021 
 
TO: Personnel Commission 
 
FROM: BethAnn Arko, Director, Classified Human Resources 
   
SUBJECT: RECOMMENDED REVISION OF CLASS DESCRIPTION – ASSISTANT 

TO THE SUPERINTEDENT/BOARD OF EDUCATION 
 
ACTION ITEM 
 
Staff met with the incumbent, Jennifer Boose, and other interested parties, to update the 
class description for the Assistant to the Superintendent/Board of Education, due to the 
pending retirement of Mrs. Boose and the need to run a recruitment. The duties of the 
position have been revised to more accurately reflect the actual duties being done and 
the needs of the department.  
 
 
DIRECTOR'S RECOMMENDATION 
 
Approve changes to the class description of Assistant to the Superintendent/Board of 
Education, effective November 18, 2021.   
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Assistant to the Superintendent/Board of Education Page 1  

DOWNEY UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 
Management 

 
CLASS TITLE: ASSISTANT TO THE SUPERINTENDENT/BOARD OF EDUCATION  
 
BASIC FUNCTION: 

Under the direction of the Superintendent, performs highly complex and  confidential 
administrative functions on behalf of the Superintendent and Board of Education members; 
assists the Superintendent with administrative details requiring considerable knowledge 
and interpretation of District policies and procedures; supervises, coordinates, plans, and 
organizes operation and staff of the Communications Center and other clerical staff; 
coordinates public relations for the District; conducts research for various reasons, including 
legislation.  

 
REPRESENTATIVE DUTIES: 

 
Performs administrative duties for the Superintendent and Board of Education 
members, utilizing independent judgment and current management techniques; acts 
as liaison between Board of Education and staff members, community members, city 
council members, and various other groups. E 
 
Facilitates compliance with local and state requirements for District’s elected 
officials. E 

 
Coordinates, prioritizes, supervises, and participates in workflow in the 
Superintendent's Office and Communications Center including, but not limited to, 
preparation of Board agendas, Board minutes, Board resolutions, Board legal 
documents, Board Policies, Annual Report, Facility Report, telephone directory, 
textbook adoptions, various courses of study, correspondence, routine and technical 
reports, etc. E 

 
Establishes and enforces standards of performance and customer service for work 
completed in Superintendent's Office and Communications Center; supervises and 
evaluates staff in Communication Center and other clerical staff using appropriate 
supervision methods. E 

 
Plans, organizes, coordinates, supervises and participates in the preparation, 
printing, and distribution of Board agenda and related materials, notices, bulletins, 
etc. E 

 
Assists administrators and others in the creation, layout, printing and distribution of 
brochures, newsletters and other printed materials. E 

 
Coordinates public relations activities in the District, including special events, 
arranging for media coverage, and preparing press releases and other information 
for presentation to the news media. E 
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REPRESENTATIVE DUTIES: (Continued) 
 

Coordinates interviews and press conferences with District and media 
representatives, exercising discretion in disseminating information, explaining 
policies and procedures. E 

 
Furnishes pertinent information to local chambers of commerce, city halls, realtors, 
and other local and governmental agencies. E 

 
Researches legislation pertaining to school districts, preparing reports and 
correspondence as appropriate. Serves as a resource for District administrators and 
secretaries. E 

 
Attends various workshops to gain information which is shared with administrators 
and Board Members regarding legal requirements. E 

 
Coordinates Board of Education elections, researching laws, policies, and 
procedures relating to elections, preparing reports and documents as necessary. E 

 
Reviews and recommends revisions to Board policies to ensure compliance with 
state and federal laws; coordinates and participates in the preparation of updates, 
revisions, deletions, and additions to Board policies and administrative regulations; 
supervises distribution of such to all sites and departments. E 

 
Analyzes and controls budget accounts for the Board of Education, Superintendent's 
Office, and Communications Center. E 

 
Conducts research for various reasons, including formal complaints and litigation 
against the District regarding personnel and procedural matters. E 

 
Provides administrative assistance to Superintendent and members of the Board of 
Education including, but not limited to, coordinating travel arrangements, scheduling 
meetings, conferences and activities, and preparing research documentation as 
necessary. E 

 
Supervises and/or performs various administrative functions, including maintaining 
calendar for Board of Education and Superintendent, preparation of reports, legal 
documents, and correspondence for Board of Education and Superintendent; 
reviews and edits material prepared by others; screens and routes incoming 
correspondence indicating actions required and consulting as necessary with legal 
advisors and other administrators as to appropriate response; screens callers using 
considerable judgment, routing calls as needed or speaking on behalf of the 
Superintendent and Board of Education where appropriate. E 
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REPRESENTATIVE DUTIES: (Continued) 
 

Makes preparations for, and attends meetings of, the Board of Education, taking and 
transcribing notes; maintains official record of Governing Board Minutes; ensures 
timely completion of projects and tasks which emanate from Board 
deliberations/actions. E 

 
Attends staff meetings along with other district functions and events, providing 
reports as needed, and serving as confidential assistant to the Superintendent and 
Board of Education members. E 

 
Perform related duties as assigned. 

 
KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF: 

Principles, practices, and methods of effective supervision. 
Principles, practices and procedures utilized in an administrative office.  
Principles, methods and procedures of efficient office management. 
District organization, operations, policies and objectives. 
Applicable sections of State Education Code and other applicable laws. 
 Legislative processes and organization. 
Techniques of effective public relations, telephone techniques and etiquette. 

Record keeping techniques. 
Correct English usage, grammar, spelling, punctuation, and vocabulary.  
Oral and written communication skills. 
Methods used to develop and maintain effective working relationships.  
Interpersonal skills using tact, patience, and courtesy. 

 

ABILITY TO: 

Effectively supervise people and systems. 
Perform highly responsible and complex administrative duties in support of the 
Superintendent and Board of Education members. 
Exercise independent judgment in assisting in administrative details, requiring 
considerable knowledge, use and interpretation of District policies and procedures. 
Work independently with little direction. 

Resolve sensitive matters maintaining confidentiality at all times. 
Think clearly and quickly to analyze and solve problems of organization and 
management. 
Identify the need for, and develop proposed changes to, practices, programs, and 
policies. 
Analyze data and prepare reports as required. 
Prepare minutes for meetings of the Board of Education. 
Compile and prepare agendas for Cabinet and other meetings. 
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KNOWLEDGE AND ABILITIES: (Continued) 

 

ABILITY TO: (Cont’d.) 

Attend Board of Education meetings and take minutes. 
Read, interpret, explain and follow rules, regulations, policies and procedures. 
Establish and maintain a variety of complex and confidential files and records. 
Compile and organize complex material and summarize discussions and actions 
taken in report form. 
Compose effective correspondence independently. 

Operate a variety of office equipment including computer terminal. 
Establish and maintain effective working relationships with   others. 
Type at 60 words net per minute from clear copy. 
Take dictation at 90 words per minute and transcribe accurately. 
Make arithmetic calculations with speed and accuracy. 

Understand and work within scope of authority. 
Meet schedules and timelines, prioritizing as necessary. 
Communicate effectively both orally and in writing. 

 
EDUCATION AND EXPERIENCE: 

 
Any combination equivalent to an Associate of Arts degree in business 

administration or a related field and four years of highly responsible and varied office 
experience including experience creating and editing documents and extracting and 
manipulating data two years serving in capacity of assistant to an administrative official; and 
a minimum of two years’ supervisory experience. School district or government agency 
experience highly preferred.  

 
LICENSES AND OTHER REQUIREMENTS: 

 
Valid California driver's license. Must be, and remain, insurable under the District's 

vehicle driver's insurance policy at the standard rate. 
 
WORKING CONDITIONS: 

 
ENVIRONMENT: 
District Superintendent's Office environment; Communications Center; variable 

working hours; subject to constant interruptions. 
 

PHYSICAL ABILITIES: 
Dexterity of hands and fingers to operate a computer and office equipment; sitting or 

standing for extended periods of time; seeing to read and organize complex data; kneeling, 
bending, pushing, pulling and reaching to retrieve and maintain files; lifting and carrying 
objects weighing up to 15 pounds; and hearing and speaking to exchange information in 
person and on the phone. 
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WORKING CONDITIONS: (Continued) 

 

HAZARDS: 
Subject to chemicals and fumes of duplicating equipment; subject to stress 

related to interactions with members of the public, media, parents, employees, and 
others; subject to dangers associated with driving a vehicle to perform duties of the 
position, specifically with public relations activities. 

 
 
 

Revised:  Proposed Revision November 2021 

June 1997, D.U.S.D. 
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DOWNEY UNIFIED SCHOOL DISTRICT 
Office of Classified Human Resources / Personnel Commission 

MEMORANDUM 

DATE: November 17, 2021 

TO: Personnel Commission 

FROM: BethAnn Arko, Director, Classified Human Resources 
Prepared by Jaimie Valdez, Personnel Analyst 

SUBJECT: RECOMMENDED REVISION OF CLASS DESCRIPTION AND TITLE 
CHANGE – INSTRUCTIONAL SERVICES TECHNICIAN 

ACTION ITEM 

In preparation for the upcoming recruitment for the Instructional Services Technician, 
the current class description was reviewed with incumbents, staff and CSEA, Chapter 
248. After review, staff recommends changing the class description to update language 
that reflects the current program. Additional revisions were made to accurately reflect 
the duties of this classification and to update outdated terminology to remain current 
with industry standards. 

It is recommended to change the title of the classification from Instructional Services 
Technician to College and Career Technician to more accurately reflect the purpose of 
the position. 

DIRECTOR'S RECOMMENDATION 

Approve changes to the class description and title change for the classification of 
Instructional Services Technician to College and Career Technician, as attached, 
effective November 18, 2021. 
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DOWNEY UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 
CSEA UNIT I 
 
INSTRUCTIONAL SERVICES TECHNICIAN COLLEGE AND CAREER TECHNICIAN 
 
BASIC FUNCTION: 
 
Under the direction of an assigned supervisor, enroll and monitor assess students 
participation in special programs such as CTE Guided Pathways SELACO WIB, 
GAIN/CalWORKs, or ROP; assist students and guidance personnel in the recording and 
transmitting of data management and records,; assisting students to guide in proper 
placement and encouraginge student participation. 
 
REPRESENTATIVE DUTIES: 

 
Prepare, maintain and distribute information regarding specific classes within 
Guided Pathways and CTE or other assigned programs. E 

 
Assist in the marketing, recruiting, testing, data gathering, advising and monitoring 
students participating in the assigned Guided Pathways and CTE programs. E 
 
Prepare, compile and maintain a variety of records, reports, and files related to 
assigned activities for financial aid, scholarships, college testing, vocational 
training, and college applications. E 

 
Interview applicants, assess interest and determine eligibility for programs; enroll 
participants assuring proper completion of forms and documentation; establish 
student records and files and assure proper placement in classes according to 
instructional plans. E 

 
Register, program and support the scheduleing of students into classes as directed 
by counselors and District staff; check registration information for completeness 
and accuracy; inform students regarding course locations and schedules. E   

 
Monitor class attendance; submit attendance reports; communicate attendance 
procedures. E 

 
Contact outside employers, employment agencies and other support organizations 
to develop contacts for participants in assigned program. E 

 
Coordinate career interest related assessments or testing of students as directed; 
correct tests and complete assessment of the test battery. E 

 
Research and assess career, college, and university options directly related to 
Downey Unified’s Guided Pathways and CTE programs. E 
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REPRESENTATIVE DUTIES: (Continued) 
 

Coordinate and oversee the College and Career Fair or the Annual Job Fair and 
CTE events. E 

 
Actively participate within the community and in the Downey Chamber of 
Commerce so as to positively represent the school. E 

 
Develop CTE job preparation related career exploratory workshops for participants 
in assigned to introduce Guided Pathways and CTE programs. Continuously 
establish externship opportunities with local businesses for participants in assigned 
program. Provide pre/post employment services for students such as resume help, 
job search assistance, application assistance, job retention skills, and creating a 
listing of current openings. E 

 
Refer student problems issues to the appropriate counselor; identify and assist 
students requiring vocational guidance; administer surveys and guidance activities 
as directed. 

 
Attend program meetings, workshops, trainings and conferences designed to 
maintain current knowledge of career opportunities, college admission, financial 
aid requirements and to improve skills and maintain program         procedures. E 

 
Perform a wide variety of other support functions involving interaction with students 
and participation with faculty and administrators in the assigned Guided Pathways 
and CTE programs. 

 

Drive a vehicle to various sites to conduct work. E 

 
Must demonstrate attendance sufficient to complete the duties of the position as 
required. E 

 

Perform related duties as assigned. 
 

 

Note: At the end of some of the duty statements there is an italicized “E” which identifies 
essential duties required of the classification. 

 
 
KNOWLEDGE AND ABILITIES: 

 
KNOWLEDGE OF: 

 Modern office practices, procedures and equipment.  

 Basic record keeping techniques. 

 Operation and use of a computer terminal work station and peripheral 
equipment  including word processing and database management software 
applications.  

 Oral and written communication skills. 
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KNOWLEDGE AND ABILITIES: (Continued) 
 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 

 Interpersonal skills using tact, patience and courtesy. 

 Applicable sections of State Education Code and other applicable laws. 

 

 

ABILITY TO: 

 Communicate with high school students, adults and administration. 

 Establish and maintain cooperative and effective working relationships with 

others. 

 Interpret educational materials to students.  

 Keyboard at an acceptable rate of speed. 

 Prepare and maintain data and records and to prepare reports. 

 Accurately make arithmetic computations and tabulations. 

 Learn to interpret, apply and explain rules, regulations, policies and 

procedures.  

 Analyze situations accurately and adopt an effective course of action. 

 Communicate effectively both orally and in writing.  

 Demonstrate confidence, tact, and the use of good judgment.  

 Plan and organize work. 

 Meet schedules and timelines.  

 Operate a vehicle to conduct work. 

 Observe legal and defensive driving practices. 

 Work independently under direct and indirect supervision. 

 Demonstrate mental acuity sufficient to perform the essential functions 

of the position. 

 Demonstrate empathy, friendliness, patience and responsibility.  

 Be motivated to produce high quality work product. 

 Comprehend and follow directions. 

 Maintain a work pace appropriate to the position. 

 Demonstrate behavior in line with CHARACTER COUNTS! principles of 
trustworthiness, respect, responsibility, fairness, caring, and citizenship. 

 
EDUCATION AND EXPERIENCE: 

 
Any combination equivalent to: two years (fulltime) of college-level training courses in 
social sciences or related field and two years general clerical experience working with 
students. Some positions require the ability to speak, read, and write both in English and 
Spanish. 
 
LICENSES AND OTHER REQUIREMENTS: 

 
Valid California driver's license. Must be, and remain, insurable under the  District's vehicle 
driver's insurance policy at the standard rate. 
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WORKING CONDITIONS: 

 
ENVIRONMENT: 
School office environment; subject to considerable distraction and noise from constant 
interruptions and office activities and driving a vehicle to conduct work. 
 

 
PHYSICAL ABILITIES: 
Dexterity of hands and fingers to operate a computer terminal and other office equipment; 
sitting or standing for extended periods of time; and hearing and speaking to exchange 
information. 

 
 

Proposed, November 2021, D.U.S.D. 

April 2006, D.U.S.D. 
October 1998, D.U.S.D. 
June 1989, Ewing & Company 
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DOWNEY UNIFIED SCHOOL DISTRICT 
Office of Classified Human Resources / Personnel Commission 

 
MEMORANDUM 

 
 
DATE: November 17, 2021 
 
TO: Personnel Commission 
 
FROM: BethAnn Arko, Director, Classified Human Resources 
  Prepared by Jaimie Valdez, Personnel Analyst 

 
SUBJECT: RECOMMENDED REVISION OF CLASS DESCRIPTION – SPEECH-

LANGUAGE PATHOLOGY ASSISTANT 
 
ACTION ITEM 
 
In preparation for the upcoming recruitment for the Speech-Language Pathology 
Assistant, the current class description was reviewed with the Special Education 
Department, incumbents, and CSEA, Chapter 248.  After review, staff recommends minor 
changes to the class description to more accurately reflect the duties of this classification 
and to update outdated terminology to remain current with industry standards. 
 
 
DIRECTOR'S RECOMMENDATION 
 
Approve changes to the class description of Speech-Language Pathology Assistant, 
effective November 18, 2021.   
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DOWNEY UNIFIED SCHOOL DISTRICT 
PERSONNEL COMMISSION 
CSEA UNIT I 
 
 
CLASS TITLE:  SPEECH-LANGUAGE PATHOLOGY ASSISTANT 
 
BASIC FUNCTION:  
 

Under the supervision of the Special Education Administrator and the general 
direction of a credentialed Speech/Language Pathologists (SLPs), assists in 
providing therapy in the area of speech and language communication to students 
identified as having special needs; monitors the use of augmentative 
communication devices and systems. 

 
REPRESENTATIVE DUTIES: 
 

Provide speech therapy services to students according to Individual Education 
Program (IEP) goals and treatment plans developed by Speech/Language 
Pathologist. E  

Assist in Developing Coordinate engaging speech therapy activities that address 
Individual Education Program (IEP) goals.  E 

Assist the SLP during assessment of students, exclusive of administration and/or 
interpretation.  E  

Document student performance toward IEP goals and objectives (e.g., tallying 
data for the SLP to use; preparing charts, records, and graphs) and report this 
information to the SLP. E 

Prepare therapy materials for use in the classroom such as picture icons, cards, 
work sheets, and equipment such as augmentative communication devices. E  

Adapt or modify instructional materials as determined by student needs. Inspect, 
maintain and operate augmentative communication devices and equipment. E  

Observe and control behavior and interaction of students according to approved 
procedures. E  

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

Perform a variety of clerical support duties such as maintaining calendars, records, 
files and data collection related to assigned students. E  

Drive a vehicle to various sites to conduct work. E  

Attend a variety of meetings, workshops and in-service trainings to maintain 
current knowledge of developments in the field of Speech-Language Pathology.  
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REPRESENTATIVE DUTIES: (Continued) 

Perform related duties as assigned.  

Note: At the end of some of the duty statements there is an italicized “E” which identifies 
essential duties required of the classification.  

KNOWLEDGE AND ABILITIES: 
 

KNOWLEDGE OF:  

 Speech and Language Development theories and practices.  

 Language, articulation, fluency, and hearing disorders.  

 General methods and techniques of individual and group speech therapy.  

 Technical aspects of field of specialty.  

 Principles of child development and behavior.  

 Operation and maintenance of augmentative communication devices and 

equipment.  

 Record keeping and computerized data collection and/or recording. 

 Health and safety regulations.  

 Laws, rules and regulations related to assigned program and activities.  

 Correct English usage, grammar, spelling, punctuation and vocabulary.  

 Oral and written communication skills.  

 Interpersonal skills using tact, patience and courtesy.  
 

ABILITY TO:  

 Provide speech therapy services for identified students according to IEP 
goals.  

 Program and provide instruction in the use of augmentative and alternative 
communication devices.  

 Document student, patient, and client performance (e.g., tallying data for the 
SLP to use; preparing charts, records, and graphs) and report this 
information to the SLP.  

 Assist the SLP during assessment of students exclusive of administration 
and/or interpretation. 

 Monitor and assist in evaluating student progress.  

 Demonstrate an understanding, patient and positive attitude toward 
students.  

 Motivate and encourage positive learning patterns and behavior to students 

with special needs.  

 Observe and manage behavior of students according to approved 
procedures.  

 Maintain confidentiality of sensitive and privileged information. Exhibit 
compliance with The Health Insurance Portability and Accountability Act 
(HIPAA) and Family Educational Rights and Privacy Act (FERPA) 
regulations, reimbursement requirements, and SLPAs' responsibilities.  

 Interpret, apply and explain laws, rules and regulations related to assigned 

activities. 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KNOWLEDGE AND ABILITIES: (Continued) 
 

 Some positions may serve as interpreter for students and families who do 
not speak English.  

 Some positions may provide services under SLP guidance in another 
language for individuals who do not speak English and English-language 
learners.  

 Understand and work within scope of authority.  

 Observe health and safety regulations.  

 Demonstrate adaptability to changing circumstances and priorities within the 

learning environment.  

 Communicate effectively both orally and in writing.  

 Demonstrate confidence, tact, and the use of good judgment.  

 Plan and organize work.  

 Meet schedules and timelines.  

 Perform simple math calculations to compile reports.  

 Use good judgment in making independent decisions to respond to student 

requests and needs.  

 Observe legal and defensive driving practices.  

 Work independently under direct and indirect supervision.  

 Demonstrate mental acuity sufficient to perform the essential functions of 

the position.  

 Demonstrate empathy, friendliness, patience and responsibility.  

 Be motivated to produce high quality work product.  

 Comprehend and follow directions.  

 Maintain a work pace appropriate to the position.  

 Demonstrate attendance sufficient to complete the duties of the position as 
required.  

 
 
EDUCATION AND EXPERIENCE: 
 
Any combination equivalent to: A bachelor’s degree in a speech-language pathology or 
communication disorders program or an Associate’s degree from a speech-language 
pathology assistant program. Plus, a minimum of 70 hours of field work experience.   
 
LICENSES AND OTHER REQUIREMENTS: 
 
Valid California driver's license. Must be, and remain, insurable under the District's vehicle 
driver's insurance policy at the standard rate. Some positions in this class may be required 
to utilize a second designated language. Must be registered as a Speech-Language 
Pathology Assistant with the State of California, as well as meeting requirements to keep 
license current.  
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WORKING CONDITIONS:  
 

ENVIRONMENT: Classroom environment or designated area.  
 

PHYSICAL ABILITIES: Sitting, standing, walking; dexterity of hands and fingers 

to operate office equipment, augmentative communication devices and 
instructional materials; hearing and speaking to model clear English speech; 
seeing to read a variety of materials; bending at the waist, kneeling, crouching to 
assist students.  

 
 
 
Revised, November 2021, D.U.S.D. 
Revised, July 2019, D.U.S.D. 
Revised, June 2011, D.U.S.D. 
Revised, July 2009, D.U.S.D. 
Revised, August 2007, D.U.S.D. 
Revised, October 2004, D.U.S.D. 
Approved, July 2004, Ewing & Company 
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DOWNEY UNIFIED SCHOOL DISTRICT 
Office of Classified Human Resources / Personnel Commission 

 
MEMORANDUM 

 
 
DATE: November 17, 2021 
 
TO: Personnel Commission 
 
FROM: BethAnn Arko, Director, Classified Human Resources 
 
 
SUBJECT: SALARY CHANGE – DIRECTOR, CLASSIFIED HUMAN RESOURCES  
 
 
ACTION ITEM 
 
Staff conducted a salary study which determined the need to reallocate the salary of the 
Director, Classified Human Resources, to a higher range. This salary placement will 
ensure we are inline yet competitive with similar districts in our local market and 
appropriately maintain internal alignment within our own salary schedule structure. 
 
Staff is requesting to reallocate Director, Classified Human Resources, from Range 141 
to Range 145 on the Classified Management Salary Schedule (AR 5241). 
 
 
DIRECTOR'S RECOMMENDATION 
 
APPROVE the salary change for Director, Classified Human Resources, from Range 141 
($11,063 – $14,128) to Range 145 ($12,201 - $15,577) on the Classified Management 
Salary Schedule (AR 5241), effective November 18, 2021. 
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