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AGENDA ITEM BACKUP SHEET
June 28, 2011

Board Meeting
TITLE: Approval of Revised Job Description: Computer Specialist to

Database Technician

ITEM: Action W
SUBMITTED BY: Juan M. LépeZ)\Associate Superintendent, Human Resources
PREPARED BY:  Art Jimenez, Director, Human Resources

|

BACKGROUND INFORMATION:

The purpose of this agenda is to seek Board approval of the revised job description: Computer
Specialist to Database Technician. This position will report to the Director of Information
Technology.

This is not an additional position.

RATIONALE:

The revisions of the job description of Computer Specialist to Database Technician are necessary
to reflect the current duties needed to efficiently provide technical consultation and assistance in
the use of enterprise applications and server administration. This position will apply new
developments in information processing while identifying the requirements in system
development. This revision will adequately implement the functions and responsibility required
to maximize utilization of computer technology based on District needs.

SAUSD administration met with CSEA regarding this job description on June 15, 2011. The

revisions in the job description will not result in any employee layoffs. The revised job
description is attached.

FUNDING:

General Fund: Classified Salary Schedule: Grade 42 - $4,612 - $5,889 (no change)

RECOMMENDATION:

Approve the revised job description of Computer Specialist to Database Technician.

Inr



SANTA ANA UNIFIED SCHOOL DISTRICT

COMPUTER -SPECIALIST
DATABASE TECHNICIAN

BASIC FUNCTION:

Under the direction of the Director of Information Technology,
provide technical consultation and assistance in the analysis of
needs and design, selection, implementation, and use of
ente;pr:se qppl;cat;ons and server administration E&efeeempa%ef

part1c1pate in the system development tralnlng, and malntenance
processes for computer users; and serve as an overall resource
enterprise applications and server administration to—ecomputer

REPRESENTATIVE DUTIES:

Identify needs and requirements, establish goals, plan, analyze,
and test new solutions. E

Research and maintain a working knowledge of a variety of
networked and stand alone software applications. E

Maintain user software applications. B

Evaluate, demonstrate, and recommend alternative hardware,
software, and processes. E

Confer with staff regarding systems software performance,
patches, upgrades, supplies, and service. E

Develop procedures for training and use of computer technology:
maximize utilization of computer technology, coordinate training
and other computer activities with other departments when
feasible. E

Evaluate, test, and assist in maintaining, diagnosing, and
trouble-shooting enterprise databases and computer application
software. E

Assist users in solving problems in the installation of
software. E

Perform PC/ Mae hardware repair—8

Perform related duties, as assigned.



COMPUPER—SPECIALTIST-DATABASE TECHNICIAN(CONTINUED)
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Principles and techniques of designing and developing
preograms in Linux and Windows environment
Programming in Structured Query Language (SQL) such as
PL/SQL and T-SQL. Database Management such as applying
patches, upgrading applications and databases, Backup,
Cloning Databases (Oracle E-Business Suite, SQL Server).
Project management techniques.
Datacommunication, networking, operating systems, and
information processing products, principles, concepts, and
techniques.
Programrding—and—datobasemanagement

Staff development and training techniques.

ABILITY TO:

Analyze and evaluate information processing problems,
plans, procedures, and requirements of organization.
Apply new developments in field of information processing
and related equipment and technology to needs.

Formulate and maintain effective working relationships with
others.

Analyze, interpret, and report findings.

Provide a wide range of technical and administrative
support services.

Communicate effectively orally and in writing.

Perform the essential functions of the job.

EDUCATION AND EXPERIENCE:

A Bachelor's degree with major coursework in computer science,
business administration, or a closely related field from an
institution of higher 1learning accredited by one of the six
regional accreditation associations amd or any combination
equivalent to—four or more vyears of progressive, directly
related experience and or college level coursework in computer
hardware and software evaluation and selection, systems design
and implementation, and user support instruction; preferably
Ny e} l i

communieation/networlkingsr and ¢two years of experience in a

database environment or related field.



COMPUTER—SPECIALIST DATABASE TECHNICIAN (CONTINUED)

EDUCATION AND EXPERIENCE: (CONTINUED)

HOTEs A Dechelerls degree may nob ko reguired with sufficieont
. y i , i

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.
WORKING CONDITIONS:

ENVIRONMENT:

Data Processing environment.
Driving a vehicle to conduct work.
Ncise from equipment operation.
Drive a vehicle to conduct work.

PHYSICAL ABILITIES:

Hearing and speaking accurately to exchange information.
Seeing to view a computer monitor and read a variety of
materials anddrivea—vehiecle

Seeing to drive a vehicle to conduct work.

Sitting for extended periods of time.

Dexterity of hands and fingers to operate a computer
keyboard.

Lifting or moving objects, normally not exceeding forty
50 483 pounds.

Reasonable accommodation may be made to enable a person with a
disability to perform the essential functions of the job.

Board Approved: (7/96) 5/01
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AGENDA ITEM BACKUP SHEET
June 28, 2011

Board Meeting

TITLE: Approval of Revised Job Description: Programmer Analyst

ITEM: Action

SUBMITTED BY: Juan M. LopeZ\Associate Superintendent, Human Resources
PREPARED BY: Art Jimenez, Director, Human Resources

BACKGROUND INFORMATION:

The purpose of this agenda item is to seek Board approval to revise the job description:
Programmer Analyst. This position will report to the Director of Information Technology.

This is not an additional position.

RATIONALE:

The revisions of the job description of Programmer Analyst are necessary to reflect the current
duties needed to efficiently provide technical and functional data support to staff. This revision
will adequately implement the functions and responsibility required to maintain and support a
variety of new and revised vital information programs.

SAUSD administration met with CSEA regarding this job description on June 15, 2011. The
revisions in the job description will not result in any employee layoffs. The revised job
description is attached.

FUNDING:

General Fund: Classified Salary Schedule: Grade 42 - $4,612 - $5,889 (no change)

RECOMMENDATION:

Approve the revised job description, Programmer Analyst.

nr



SANTA ANA UNIFIED SCHOOL DISTRICT

PROGRAMMER ANALYST

BASIC FUNCTION:

Under the direction of the Director of Information Technology,
plan and conduct studies typically of a long duration with major
impact to analyze and define systems and programs for a wide
variety of Oracle, SQL Server and Business Intelligence based
enterprise eleetronie—data—preoeessing applications; provide work
direction and guidance to other programmer analysts and data
processing personnel,

DISTINGUISHING CHARACTERISTICS:

Incumbents in this «classification perform systems design
projects of broad scope with major impact em—seheel—ox District
programs. The Programmer Analyst classification includes
incumbents who deal directly with users from the point of
documenting and understanding an issue or problem through the
stages of program design, test and implementation. Incumbents
are assigned difficult and complex projects and work
independently or as the leader of a small project group.

REPRESENTATIVE DUTIES:

Coordinate the activities of the Information Technology Center
with users, wvia telephone, in-service meetings and visits. E

Code programs, design and develop on-line screens, write
documentation for user and operations, test programs thoroughly
and implement new systems for those involved. E

Analyze scope and progress; report progress periodically;
estimate time and make presentations to the Steering Committee.
E

Assist other members of the data processing with program and
operational problems; repair files, diagnose reason for problems
and assist as necessary to communicate the technical content of
programs. E

Represent the Information Technology Center at meetings with
District administrators to plan and coordinate new systems or
projects in HR/business and student systems. E



PROGRAMMER ANALYST (CONTINUED)
REPRESENTATIVE DUTIES: (CONTINUED)

Act as a project leader, er coordinating em new applications of
substantial scope and impact. E

Design forms, Reports, coordinate with vendors and users,
develop a time table for delivery and assist in implementation
of new and revised programs. E

Maintain existing programs and documentation. E

Meet with user groups to express systems concept design orally
or in writing and estimate project completion time lines. E

Assist with user implementation of data processing systems;
provide training as necessary to assure smooth implementation. E

Prepare flow charts and prepare test data, analyzing test
results. E

Assist in equipment review and evaluation.
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Principles and methods of systems analysis, stromng knowledge
of computer programming in Java, Structured Query Language
(SQL) such as PL/SQL and T-SQL, XML, block diagramming and
flow charting.

Knowledge of Oracle E-Business Suite, SQL Server, Data
warehouse Concepts, Business Intelligence Model and

Development.
£ . . ! " bilitieos

Techniques of general and detailed procedure analysis.
Detailed program coding and testing on various environments
the electronic cemputer—

School District organization, operations and objectives.
Oral and written communications skills.

Applicable Sections of State Education Codes.

Technical aspects of field of specialty.

Community and city.



PROGRAMMER ANALYST (CONTINUED)
KNOWLEDGE AND ABILITIES: (CONTINUED)

ABILITY TO:

Edit complex system coding programming in Java, Structured
Query Language (SQL) such as PL/SQL and T-SQL, XML.

Prepare clear and logical report and program documentation.
Establish and maintain effective working relationships with
administrative officials, instructors and employees.

Meet schedules and time lines.

Communicate effectively both orally and in writing.

Perform the essential functions of the job.

EDUCATION AND EXPERIENCE:

Any combination equivalent to a Bachelor’s degree in Computer
Science or related degree with a strong focus in camputer
information systems data preeessing and four years' experience

in data—precessing—systems—or programming work, utilizing Java,
Structured Query Language (SQL) such as PL/SQL and T-SQL, XML.

WORKING CONDITIONS:

ENVIRONMENT :

- . . i

Noise from equipment operation.
Driving a vehicle to conduct work.

PHYSICAL ABILITIES:

Hearing and speaking accurately to exchange information.
Seeing to view a computer monitor anmd read a variety of
materials and—drive—a—vehicle

Seeing to drive a vehicle to conduct work.

Sitting for extended periods of time.

Lifting or moving objects, normally not exceeding forty (40)
pounds.

HAZARDS:
Extended viewing of computer monitor.

Reasonable accommodation may be made to enable a person with a
disability to perform the essential functions of the job.

Board Approved: (7/91)5/01
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AGENDA ITEM BACKUP SHEET

June 28, 2011
Board Meeting
TITLE: Approval of New Job Description: Administrative Secretary — School

Police Services

ITEM: Action W
SUBMITTED BY: Juan M. Lépez,\Associate Superintendent, Human Resources
PREPARED BY: Art Jimenez, Director, Human Resources

BACKGROUND INFORMATION:

The purpose of this agenda is to seek Board approval of the new job description: Administrative
Secretary — School Police Services. This position will report to the Chief of School Police
Services. The creation of this position is required to perform the confidential secretarial
operations related to the School Police Department.

RATIONALE:

This position is essential as it will serve as a liaison between the District, local, state and federal
law enforcement agencies such as; Orange County District Attorney’s Office, California Peace
Officer Standards and Training Commission and the Department of Justice as directed by the
Chief of School Police. The position will be responsible in ensuring state and federal regulations
for pre-employment screening are in compliance, assistance in the development and update of
policies and programs related to the School Police Department, and will provide administrative
oversight of the facility security program for the District Administrative Offices to ensure
maximum security for students and District personnel is maintained by division staff.

SAUSD administration met with CSEA regarding this job description on March 10, 2011. The
new job description is attached.

FUNDING:

General Fund: Confidential Salary Schedule: Grade 31 - $3,775 - $4,816

RECOMMENDATION:

Approve the new job description, Administrative Secretary — School Police Services.

nr



SANTA ANA UNIFIED SCHOQL DISTRICT

ADMINISTRATIVE SECRETARY-SCHOOL POLICE SERVICES

BASIC FUNCTION:

Under the direction of the Chief of Police and/or the School Police Lieutenant
perform highly skilled confidential secretarial work in planning, organizing,
and performing secretarial operations related to the School Police Department.

DISTINGUISHING CHARACTERISTICS:

Primary responsibility to liaison and coordinate with other professional
administrative and executive staff within 1local, state and federal law
enforcement agencies, as well as Santa Ana Unified School District staff and
school agencies, officially representing the Office of Chief of Police.
Incumbents serve as the administrative secretary to the Chief of Police which
ingludes the processing of sensitive and confidential matters. Provides
official representation on a variety of technical law enforcement matters on
behalf of the Chief of Police with the Orange County District Attorney’s
Office, California Peace Officer Standards and Training Commission, the
Department of Justice and with other 8School District administrative and
executives secretaries; including directly with Cabinet and Board of Education
members, as directed by the Chief of Police. Duties in this classification
tend to be weighted more toward administrative assistant responsibilities, but
there is considerable attention paid to clerical and secretarial details.
Duties tend to be wvaried, technical and invelve a high degree of initiative
and independence and considerable knowledge of the policies and procedures of
District-wide functions and operaticns. Administrative Secretaries interact
at the highest management levels and provide administrative and secretarial
service to one or more large and diversified programs.

REPRESENTATIVE DUTIES:

Comply with state and federal regulations related to pre-employment screening
including fingerprinting, background checks and photographing District
personnel. E

Handle police records/reports with a high level of sensitivity and
confidentiality. E

Direct administrative documentation oversight of the District-wide criminal
clearance program. E

Maintain and process confidential law enforcement documents and files;
including but not limited to court records, subpoenas and evidence requests
processing. E

Perform a wide variety of secretarial duties on behalf of the School Police
Command; process administrative details not requiring the immediate attention
of the administrative official; make travel arrangements. E

Type and compose correspondence including letters, agenda items, conference
requests, and department technical data. E

Monitor other clerical personnel; provide work direction and training as
necessary. E



REPRESENTATIVE DUTIES: (CONTINUED)

Coordinate payroll for department as requested; collect and review time sheets
and submit to payroll in a timely manner. E

Maintain a constant flow of written communications between administrators and
school personnel; respond to telephone inquiries regarding the policies and
practices of the assigned department. E

Make appointments for the Chief of Police; schedule meetings and conferences;
maintain the administrator's calendar. E

Collect and compile information pertaining to related administrative
activities and prepare drafts of reports; assist in accumulating items to
compose correspondence for Board meetings. E

Develop procedures to expedite transmittal of information or facilitate
implementation of policies and programs. E

Update policy manuals to reflect changes; prepare agenda and cother information
for meetings and conferences. E

Attend conferences and committee meetings; prepare minutes and summaries of
actions taken. E

Handle sensitive employee-related discipline issues. E

Administrative oversight of the School District Administrative Offices
facility security program. B

Multi-task and prioritize time sensitive materials such as letters for
attorneys and special employee-related hearings. E

Prepare and type reports of financial and statistical data; maintain control
files of matters in progress and expedite their completion. E

Assist in preparing information for the budget. E

Assist in maintaining contact and communications with individuals, groups and
associations within the community. E

Assist in coordinating communications with other offices in the District. E
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Police Department and School District Peolicy; as well as local, state
and federal School Pclice and Law Enforcement regulations.

Modern office practices, procedures and eguipment.

Record-keeping techniques.

English, grammar, spelling, and punctuation.

Reading and writing communications skills.

School District organization, operations and objectives.

Oral and written communications skills.

Applicable sections of State Education Code, the State Penal and Vehicle
Code, and rules of evidence.

Technical aspects of field of specialty.



KNOWLEDGE AND ABILITIES: (CONTINUED}

KNOWLEDGE OQOF: (CONTINUTED}

Collection and organization of data and information.

Social, cultural and linguistic diversity of district, city and
community.

Principles of Community Oriented Policing practices.

ABILITY TO:

Facilitate effective community relations and direct administrative

oversight of public Police Department front office.

Make simple arithmetic calculations.

Operate modern office equipment including computer equipment.

Understand and follow oral and written directions.

Work cooperatively with others.

Demonstrate high-level computer skills ({i.e. PowerPoint, Excel, and
Word, etc.)

Type 65 words per minute.

Exercise discretion and judgment when making appointments for the
administrator or referring calls.

Communicate effectively both orally and in writing.

Establish and maintain effective working relationships with others.

Work confidentially and with discretion.

Mentor, train and supervise the work of others.

Organize and prioritize work to meet deadliines.

Work effectively in multicultural settings.

Perform the essential functions of the job.

EDUCATION AND EXPERIENCE:

Any combination equivalent to high school education and some additional course
work in the secretarial field and five years of increasingly responsible
secretarial work. Biliterate/bilingual, English/Spanish, is highly desirabkle.

WORKING CONDITIONS:

ENVIRONMENT :
Office environment.
Constant interruptions.

PHYSICAL ABILITIES:

Hearing and speaking to accurately exchange information in pexson or on
the telephone.

Seeing to read a variety of materials.

Sitting for extended periods of time.

Dexterity of hands and fingers to operate a computer keyboard.

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

Lifting or moving objects, normally not exceeding twenty (20) pounds.

Accommodation may be made to enable a person with a disability to perform the
essential functions of the job with or without reasonable accommodation.

Board Approved:



43.0

AGENDA ITEM BACKUP SHEET
June 28, 2011

Board Meeting
TITLE: Approval of New Job Description: Manager of Budget

ITEM: Action
SUBMITTED BY: Juan M. Lép ssociate Superintendent, Human Resources
PREPARED BY: Chad Hammitt, Executive Director, Human Resources

BACKGROUND INFORMATION:

The purpose of this agenda is to seek Board approval of the new job description: Manager of
Budget. This position will report to the Director of Budget. This position is necessary as part of
the restructuring of the organization and operations of the Business Services Division.

This is not an additional position. It will replace the current position of Manager of Purchasing.

RATIONALE:

This position is essential in organizing the technical functions of the Budget department and
coordinating these activities with the other divisions of the District. The changes in State and
Federal revenues and reporting requirements have made the preparation, administration and
analysis of budget significantly more complex than in previous years. This position will support
the increased demands of budgeting and provide the District with better support and analysis
within the budgeting cycle. The position will also be responsible for the development of budget
reports to better communicate the budget with school site principals and department heads.

The new job description is attached.

FUNDING:

General Fund: Classified Management Salary Schedule: Grade 30 - $7,075 - $8,223

RECOMMENDATION:

Approve the new job description, Manager of Budget.



SANTA ANA UNIFIED SCHOOL DISTRICT

MANAGER OF BUDGET

BASIC FUNCTION:

Under general direction of the Director of Budget provide
assistance in preparation , administration and reporting of the
District budget. Audit and approve budget expenditures and
analyze variances in key cost centers throughout the district
and create reports regarding these variances. Assist in the
management and supervision of assigned personnel.

REPRESENTATIVE DUTIES:

Assist in the planning, developing, and monitoring of a
comprehensive District budget, including the collection and
analysis of financial data for current and future budget
decisions. E

Organize work activities for the budget department; train and
supervise the performance of budget staff in the District budget
development and analysis. E

Provide financial forecast reports of actual revenue,
liabilities, expenditures, and encumbrances to ensure that all
are fairly stated on interim reports and provide reports to
management staff on the performance of the budget. E

Facilitate the preparation, administration, and execution of the
budget. Assist District and site administrators with
preparation and interpretation of budget items. E

Provide technical expertise and respond to questions or
complaints from employees regarding interpretation of laws,
rules, regulations and contracts governing District budget
procedures. E

Assist in preparing, analyzing, and evaluating complex financial
data and reports, maintain communication with state, county, and
District administrators and special committees. Interpret
financial and compliance legislation. E



MANAGER OF BUDGET (CONTINUED)
REPRESENTATIVE DUTIES: (CONTINUED)

Assist in providing updates on current legislation affecting the
District's finances and interpret and administer county, state,
and federal laws and regulations. E

Supervise and train employees in understanding policies,
procedures, and practices as they relate to budget. E

Conduct training on features of budget preparation and
administration for Budget staff, district office, and site
personnel. E

Work closely and supervise budget staff on analyzing and
forecasting budget, revenue, and expense activity in support of
the District’s goals and objectives. E

Work closely with the District’s Information Technology
Department to design and create electronic budget reports that
utilize technology to deliver real-time reporting to District
administration and school sites. E

Assist in maintaining appropriate communications with federal,
state, county, and local agencies and a variety of
representative groups. B

Assist in the oversight of attendance reporting, position
control, and categorical financial and reporting compliance,
including preparation of multi-year financial projections. B

Assisting in performing a variety of special financial analysis
for indirect costs, special funds, and categorical programs and
perform high-level research and special projects at the
direction of the Director of Budget, Executive Director of
Business Operations and Associate Superintendent, Business
Services. B

Perform other administrative duties and responsibilities as
required and assigned. E



MANAGER OF BUDGET (CONTINUED)
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF':

Generally Accepted Accounting Principles, practices and
procedures, and auditing standards.

Proper school budget management techniques, including
development, planning, administration, and control.

Applicable sections of the California Education Code, Government
Code, and other federal, state, and local laws and regulations.
California School Accounting Manual.

Accurate and reliable record-keeping procedures.

Preparation of comprehensive financial and budget reports.
Principles of effective management and evaluation practices.
Conflict management and problem-solving strategies.

Position control systems.

Attendance accounting rules, regulations, and reporting
requirements.

District operations, policies, procedures, and goals.

Computer applications and systems, including proficiency in
Excel, PowerPoint, Word, and Oracle experience highly preferred.
Categorical program budgeting and reporting requirements.
Federal, state, and local laws and regulations applying to
school district financial operations. Strong oral and written
communication skills.

ABILITY TO:

Plan, organize, and supervise school district budget preparation
and other financial and statistical record-keeping activities.
Explain complex and detailed information and train staff in
budget processes.

Perform the essential responsibilities and work tasks of the
position.

Prepare complex analyses of systems and write reports that
adequately communicate problems and solutions.

Prepare clear, concise oral, and written reports that convey
complex statistical information.

Analyze situations accurately and adopt an effective course of
action.

Interpret, explain, and apply rules, regulations, and District
policies to employees and others.

Interpret complex legal information and comply with legal
requirements.



MANAGER OF BUDGET (CONTINUED)
KNOWLEDGE AND ABILITIES: (CONTINUED)
ABILITY TO: ({(CONTINUED)

Establish and maintain effective working relationships with
management, employees, and other public agencies.

Operate computerized financial management systems and operate a
personal computer and other technical office machines

Plan, organize, and prioritize work.

Use good judgment.

Follow written and coral instructions.

Read and understand complex financial and technical materials.
Meet rigid schedules and time lines.

Prepare complex financial and statistical computer spreadsheets
and public presentations. Manage time effectively.

Communicate effectively and work with a wide range of contacts,
including administrators, state and county officials, managers
and staff, community members, and peers.

Work in busy, noisy environment under pressure.

Manage multiple projects simultaneously.

Train and supervise professional, technical, paraprofessional,
and clerical staff.

EDUCATION AND EXPERIENCE:

Bachelor's degree in accounting or finance or equivalent
required, Master's degree and/or School Business Management
certification preferred.

At least three years experience in public financial management,
budgeting, accounting, or closely related field required. Such
experience should preferably be in an organization of at with an
operation budget of at least $75 million.

Any combination of training and/or experience, which
demonstrates that the applicant is likely to possess the
required skills, knowledge and abilities, may be considered.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license required.

Must have the ability to obtain and maintain vehicle insurance
under the District's vehicle insurance policy.



MANAGER OF BUDGET (CONTINUED)
WORKING CONDITIONS:
ENVIRONMENT:

Typical office/school environment,
Frequent travel to and between school sites and community
agencies.

PHYSICAL ABILITIES:

Hearing and speaking accurately to exchange information and make
presentations. Seeing to read a variety of materials and drive a
vehicle.

Sitting or standing for extended periods of time.

Lifting or moving objects, normally not exceeding twenty (20)
pounds.

Accommodation may be made to enable a person with a disability
to perform the essential functions of the job with or without
reasonable accommodation.

Board Approved:
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45.0
AGENDA ITEM BACKUP SHEET
June 28, 2011

Board Meeting

TITLE: Board and Staff Reports/Activities

ITEM: Reports
SUBMITTED BY: Jane A. Ru?/%ﬁlperintendent

BACKGROUND INFORMATION:

The purpose of this item is for members of the Board of Education and staff to make
announcements to the community of events and activities within Santa Ana schools and the
community as it relates to student achievement.

RATIONALE:

Members of the Board of Education have requested an item on the Agenda of each Regular
Meeting as an opportunity for announcements.

This item will provide pertinent information to the general public.

FUNDING:

Not Applicable

RECOMMENDATION:

Board members will make announcements of community events and activities within Santa Ana
schools and the community.
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