
                             
 LOS ANGELES UNIFIED SCHOOL DISTRICT 

 PERSONNEL COMMISSION 

 AGENDA / ORDER OF BUSINESS 

 

 
Council Meeting 

TUESDAY, JULY 30, 2019 

10:00 A.M., HEARING ROOM 12-113 

BEAUDRY BUILDING, 12th FLOOR 

Personnel Commission Meeting 

THURSDAY, AUGUST 8, 2019 

3:00 P.M., BOARD ROOM  

BEAUDRY BUILDING, 1ST FLOOR 

 

 

 

1. Convene regular meeting.  Roll call. 

 

2. Approval of minutes of the meeting of July 11, 2019. 

 

3. Receipt of minutes of the meeting of July 18, 2019. 

 

 

CONSENT ITEMS 

 

4. Ratification of Reclassification by Director’s Approval: APPROVED 

 

 a. Vacant position at HR-Personnel Research & Analysis, Human Resources Division, from Human 

Resources Specialist I ($24.83937-30.96414/hr.) to Human Resources Specialist II ($29.77737-

37.09721/hr.), effective August 1, 2019.  (RDA 363, Human Resources Series) 

 

 b. Vacant position at PC-Classified Growth and Development, Personnel Commission, from Human 

Resources Specialist II ($29.77737-37.09721/hr.) to Human Resources Specialist I ($24.83937-

30.96414/hr.), effective July 29, 2019.  (RDA 364, Human Resources Series)  

 

 c. Position at Fulton College Prep, Local District Northeast, from Office Technician ($14.77250-

20.51552/hr.) to Senior Office Technician ($17.41162-21.69396/hr.), effective July 15, 2019.  

(RDA 3019, Clerical Series) 

 

5. Approval of revised Class Descriptions recommended, effective August 8, 2019: APPROVED 

 

(Food Production Assistant PULLED 

(Food Production Worker PULLED 

IT Solution Technician 

Network Operations Center Analyst 

(Outdoor-Education Center Manager 

(Assistant Outdoor-Education Center Manager 

Outdoor-Education Programs Coordinator 

Senior Food Production Assistant PULLED 

 



6.  Authorization of Field of Competition in forthcoming examinations: APPROVED  

Class Title Recommendation 
 

Assistant Outdoor-Education Center Manager 

($26.49084- 33.02285/hr.) 

Outdoor-Education Center Manager 

($5,156.18- 6,417.13/mo.) 

Outdoor-Education Programs Coordinator 

($23.74552- 29.62275/hr.) 
 

 

Class Descriptions dated August 8, 2019. 
 

Open; also promotional for all regular or retired 

employees of the District who meet the entrance 

qualifications specified in the Class Description 

and who have served at least 130 paid days in 

regular status in the Classified Service or have 

permanent status in the Certificated Service. 

Dual Certification. 

 

IT Solution Technician 

($29.40437-36.62556/hr.) 

 

Class Description dated August 8, 2019. 

 
 

Open and promotional for all regular or retired 

employees of the District who meet the entrance 

qualifications specified in the Class Description 

and who have served at least 130 paid days in 

regular status in the Classified Service or have 

permanent status in the Certificated Service. 

[This is not a dual certification authorization.] 
 

Human Resources Specialist III 

($37.85242-47.19729/hr.) 

 

Class Description dated February 1, 2012. 
 

Promotional for all regular or retired employees 

of the District who meet the entrance 

qualifications specified in the Class Description 

and who have served at least 130 paid days in 

regular status in the Classified Service or have 

permanent status in the Certificated Service. 

 

7. It is recommended that the following reclassification action be ratified: APPROVED 

 

Case 11602 

 

8. Abolishment of unused classifications.  (Case 11762) APPROVED 

 

9. Receipt of Correspondence and recommended disposition.  (See Addendum) 

 

10. Public Comment 

 

a. Public employee discipline 

b. Examination Appeals 

 

NOTE: Public comment is for the purpose of hearing 

issues that are not addressed in staff or Hearing Officer 

reports.  This time should not be used to attempt to re-hear 

the case.  Speakers are requested to limit their comments 

to 1 -1 ½ minutes with a maximum of 3 minutes for 

multiple speakers on the same side of an issue. It is 

preferable that individuals wishing to address these cases 

do so by submitting a written statement to staff by the 

close of business on the Thursday preceding the 

Commission hearing. 

 

 

 



11. Recess to Closed Session in Accordance with Provisions of the Government Code (Section 54957)  

 to Consider: 

 

a. Disciplinary Appeals 

➢ Food Service Worker 

➢ Maintenance Worker 

b. Examination Appeals 

➢ Database Specialist 

➢ Deputy Chief Building/Construction Inspector 

➢ Environmental Safety Officer 

➢ Fleet Parts Purchaser 

➢ Senior Administrative Assistant 

   

12. Reconvene Regular Session and report of actions taken in Closed Session. 

 

13. Consideration of the recommendation of the Hearing Officer on the Disciplinary Appeals for: 

 

       Food Service Worker (Case 0097) 

       Maintenance Worker (Case 0659)                                                                                                                                               

    

14. Consideration of the recommendation of staff on the Examination Appeals for: 

 

Database Specialist (Case 0016) 

Deputy Chief Building/Construction Inspector (Case 0015) 

Environmental Safety Officer (Case 0013)  

Fleet Parts Purchaser (Case 0012) 

Senior Administrative Assistant (Case 0009) 



LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION  
PERSONNEL COMMISSION Unit C 
     Class Codes   
 

FOOD PRODUCTION ASSISTANT  4399 
    FOOD PRODUCTION WORKER  4398 
 
 
DEFINITION 
 

Performs a variety of routine tasks related to the receiving, cooking, plating, packaging, shipping, 
and sanitation efforts in a high volume food processing plant. Duties involving extended periods of 
heavy lifting or other strenuous physical activity are assigned to Food Production Assistants. 

 
TYPICAL DUTIES 
 

Assists in unloading food supplies and moves the supplies to appropriate holding locations, such 
as refrigerators, freezers, or other storage areas. 

Unpacks by hand or by machine various foods from cans, cartons, or other containers. 
Performs a variety of hand and machine-assisted operations in washing, mixing, measuring, 

weighing, slicing, or otherwise preparing foods for cooking, baking, or packaging. 
Assists in cooking and baking by adding specified quantities of ingredients, putting in and removing 

products from kettles and ovens, and delivering them to assembly and packaging areas. 
Participates in the plating, packaging, and assembly of food items by loading, adjusting, and 

operating production line machines and by hand placing or packing food items as necessary 
to complete the assembly process. 

Cleans up spills and makes minor adjustments to and removes food or packaging obstructions 
from food dispensing equipment. 

Prepares completed food products for shipment by placing products on trays, baskets, pallets, or 
carts, counting and moving them into site refrigeration/freezer or delivery trucks. 

Disassembles, assembles, cleans, and sanitizes a variety of automated and manual equipment; 
cleans and sanitizes work areas; and assists in general facility cleaning. 

May Operates a forklift, or a supply transporter, or pallet jack equipment. 
Performs related duties as assigned. 

 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

Food Production Workers and Food Production Assistants perform a variety of routine tasks 
related to volume food production and meal assembly. While certain tasks performed by 
incumbents in both classes are identical, the Food Production Assistants perform the strenuous 
manual tasks and those which require heavy lifting and/or the use of a forklift, pallet jack, or supply 
transporter. 

 
A Food Production Supervisor supervises a crew of Food Production Workers and/or Food 
Production Assistants in a functional unit of a high volume food production facility and performs the 
most responsible and complex food production duties. 

 
A Food Service Worker prepares, produces, heats, cooks, and serves a variety of foods from 
fresh, canned, dry or frozen state and assists in other related tasks in a designated Food Service 
production and/or service area and performs cleaning and sanitizing duties according to Food 
Services Operating Standards. 

 
  



SUPERVISION 
 

Immediate supervision is received from employees in Food Services supervisory classes. No 
supervision is exercised. 

 
CLASS QUALIFICATIONS 
 

Knowledge of: 
 

Use, care, and cleaning of food preparation equipment and utensils 
Basic principles of food sanitation and handling 
Safety rules and procedures related to working with machinery such as forklifts, supply 

transporters, pallet jack equipment, and other, food preparation equipment, and utensils 
Microsoft Office 

 
Ability to: 

 
Perform a variety of machine and hand operations rapidly and thoroughly 
Work effectively with other employees 
Learn to operate a forklift, pallet jack, or supply transporter 
Communicate orally 

 
Special Physical Requirements: 

 
Auditory acuity as required to hear oral communications while noisy machinery is in operation 
Visual acuity as required to measure, weigh, and package foods and ingredients 
Good depth and space perception as required to operate a forklift, pallet jack, or supply 

transporter 
Manual dexterity as required to operate or to work in close proximity to food production 

machinery 
Stand and walk on concrete and tile floors for long periods of time 
Work in refrigerated areas 
Safely lift and carry items weighing up to: 

a) 40 pounds (Food Production Worker) 
  b) 100 pounds (Food Production Assistant) 

 
ENTRANCE QUALIFICATIONS 
 

Education: 
 

Graduation from high school or evidence of equivalent educational proficiency. 
 

Experience: 
 

Experience in the manufacturing, packaging or processing of foods in large quantities and in 
the care of related equipment is preferable. 

 
Special: 

 
A valid Los Angeles Unified School District Food Handler=s Health Certificate must be obtained 
at time of appointment. 

 
  



This class description is not a complete statement of essential functions, responsibilities, or 
requirements. Requirements are representative of the minimum level of knowledge, skill and/or abilities. 
Management retains the discretion to add or change typical duties of a position at any time. 
 
This class description is not a complete statement of essential functions, responsibilities, or 
requirements. Entrance requirements are representative of the minimum level of knowledge, skill, 
and/or abilities. To the extent permitted by relevant law, management retains the discretion to add or 
change typical duties of the position at any time, as long as such addition is reasonably related to 
existing duties. 
 
Revised 
08-08-19 
JXC 

District Notification Date: 06-06-19 
                                                                                    Union Notification Date: 06-27-19 



 

 

LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Class Code 3863 

Unit C 
 
 
 IT SOLUTION TECHNICIAN 
 
DEFINITION 
 

Organizes the development, implementation, and management of the local networks, servers, and 
computers.  Designs and maintains complex dynamic web sites for a division administrative office.  
May develop instructional videos, online courses, and internet/network based solutions for use of 
the Division. 

 
TYPICAL DUTIES 
 

Performs the following duties in relation to microcomputer and local area network operations: 
 

Manages, troubleshoots, and monitors a local network at a division administrative office. 
Installs network software and establishes server access rights and security per District policies. 
Maintains anti-virus software for local computers and servers. 
Acts as a primary liaison contact for all local network problems and contacts ITD or vendors to 
  resolve related issues. 
Installs, configures, and troubleshoots desktop Windows and Mac computers, software, and 
  peripheral devices. 
Performs routine maintenance, service, and repair of desktop computers and related 
  peripherals. 
Designs and implements technical modifications for existing network systems with 
  corresponding documentation.  
Creates and maintains an inventory of equipment and software licenses for the department. 

 
Performs the following duties in relation to web site maintenance: 

 
Designs and maintains a complex internet web site for a division administrative office, 
including: planning and developing site design; creating and maintaining site the server hardware 

and software architecture, developing advanced site content design using techniques such 
as form validation, dynamic pages, coding, web database creation and maintenance, web 
queries and reports, and server side scripting. 

Monitors web site to identify and optimize performance issues. 
Uploads new and revised web pages utilizing file transfer protocol software. 
May create collaborative spaces for the department. 
May design logos and minor digital artwork for the use of the department.   
Maintains templates and image archives. 

 
May perform the following duties in relation to instructional videos: 
 

Provides work direction and participates in the planning and developing of online videos for 
  professional development and instructional purposes. 
Travels to District locations to videotape special events as requested. 
Edits videos for informational programs and activities. 
Composes credits, titling, and voice-overs. 
Performs related duties as assigned. 

 



 

 

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

An IT Solution Technician provides technical support to an administrator by developing and 
maintaining a complex website for a division administrative office, and organizing the development, 
implementation, and management of the local networks, servers, and computers. 

 
A Computer Technologist II installs, configures, and analyzes problems of desktop computers and 
software, and performs maintenance, service and complex repair of desktop computers and related 
peripherals.  An IT Support Technician II Installs, configures, diagnosis, analyzes, services, and 
repairs desktop and laptop computers, software, and peripheral devices. 

 
An Information Systems Support Assistant II provides technical application support, primarily with 
regards to basic, non-dynamic web pages and moderately complex databases, for local sites under 
the guidelines established by the Information Technology Division and uses systems and software 
provided by the Information Technology Division when possible.  
IT Support Technician Installs computing systems, diagnoses basic technology related problems 
and troubleshoots hardware and software malfunctions at local sites 

  
SUPERVISION 
 

General supervision is received from an administrator.  Work direction may be exercised over lower-
level support personnel. 

 
CLASS QUALIFICATIONS 
 

Knowledge of: 
 

Intermediate level computer terminology 
Principles of local area networks, including installation, maintenance, and repair of network 
 cabling and hardware 
Network operating systems, e.g., Windows Server 2003 and 2008, 2012, 2016, and 2019 
Best practices in managing microcomputer operating systems, e.g. Windows XP, Vista, 7,10 and 
 OS X 
Current practices, tools, and materials involved in the repair and overhaul of desktop 
 computers and peripherals 
Imaging and web site design software such as Adobe Photoshop and Macromedia Dreamweaver 
Operation and maintenance of video editing and production equipment 

 
Ability to: 

 
Develop standards compliant markup, utilizing HTML with CSS driven styling 
Develop standards compliant server-side scripts, such as: ASP.NET, PHP, Pearl,Perl, Python, 

Node.js, SQL, and ColdFusion, and JavaScript 
Develop standards and compliant code in traditional languages, such as C++ and Java 
Build a relational database and utilize it on a web application  
Analyze and diagnose malfunctions and perform required repairs on microcomputers and 
 related peripherals 
Design and implement technical modifications 
Learn new desktop and web-based software packages 
Work effectively without immediate supervision 
Maintain effective working relationships with District personnel and the public 
Read, interpret, and apply technical information 
Communicate effectively both orally and in writing 
Provide work direction to others 

 



 

 

ENTRANCE QUALIFICATIONS 
 

Education: 
 

Graduation from high school or evidence of equivalent educational proficiency, and completion 
of 15 college semester units (or equivalent) or five trade school courses (or equivalent) in areas 
such as web, database, or network development; or Windows 2003/2008 series platforms. 
 

Experience: 
 

Two years of experience in the installation, maintenance, and management of networks; web 
programming; and/or web developing.  At least one year of experience in web programming 
and/or web developing is desirable. 

 
Special: 

 
A+ certification or equivalent certification 
A valid California Driver License 
Use of an automobile 

 
This class description is not a complete statement of essential functions, responsibilities, or requirements.  
Requirements are representative of the minimum level of knowledge, skill, and/or abilities.  Management 
retains the discretion to add or to change typical duties of a position at any time. 
This class description is not a complete statement of essential functions, responsibilities, or requirements. 
Entrance requirements are representative of the minimum level of knowledge, skill, and/or abilities. To 
the extent permitted by law, management retains the discretion to add or change typical duties of a 
position at any time, as long as such addition or change is reasonably related to existing duties. 
 
 
Revised                                                                                                                 District Notified 06-12-19 
08-08-19                                                                                                                 Union Notified 06-12-19 
JAP 



LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Class Code 4873 

Unit D 
 
   
 
 NETWORK OPERATIONS CENTER ANALYST 
 
DEFINITION 
 

Monitors, diagnoses problems and reports on, and facilitates the repair of District network and 
systems components. 

 
TYPICAL DUTIES 
 

Monitors network activities, networked devices and selected systems components. 
Reports problems such as digital connection circuits and equipment failures to the appropriate 

engineers and managers. 
Participates in the reporting and configuration of network monitoring tools. 
Reports complex network problems to the Network Operations Center Engineers, Network 

Engineers, and higher-level technical support staff upon detection. 
Performs related duties as assigned. 

 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

A Network Operations Center Analyst is responsible for monitoring the District network, networked 
devices and, other systems components. 

  
The Network Operations Manager is responsible for planning, organizing, coordinating, and 
overseeing the daily operation of the District’s enterprise network. managing the day-to-day 
activities of the Network Operations Center. 

 
A WAN Specialist I Installs, programs, configures, analyzes, services and repairs enterprise 
routers, firewalls, cache engines, and core switches. Supports the wide area network by 
maintaining telecommunications equipment composed of high-speed digital lines with inter-
connected remote node sites. maintains, services, repairs, configures, and monitors wide area 
network equipment from remote sites and diagnoses and repairs local area network 
hardware/software problems that affect connectivity to the wide area network. 

 
SUPERVISION 
 

General direction is received from the Network Operations Manager.  No supervision is exercised. 
 
CLASS QUALIFICATIONS 
 
 Knowledge of: 
 

Standard network and systems monitoring procedures 
Standard network and systems monitoring and configuration tools   
Primary fault management automation 
TCP/IP networking, routing, and routed network fundamentals 
Computer systems architecture 
Windows system administration 
Basic data communications 

   



Ability to: 
 
  Describe network problems in understandable terms 
  Monitor network activities 
  Monitor selected network system components 
  Assist in configuration of network monitoring tools 

Identify problems in the configuration of network monitoring tools   
Maintain effective relationships with District personnel 

  Communicate effectively both orally and in writing 
  Manage multiple concurrent tasks 
 
ENTRANCE QUALIFICATIONS 
 
 Education: 
 

Graduation from high school or evidence of equivalent educational proficiency, preferably 
supplemented by college level courses in computer science. 

 
 Experience: 
 

Two years of experience monitoring networks. Experience working in a Network Operations 
Center is highly preferable. 

 
 Special: 
 
  Network+ certification 

Cisco Certified Network Associate (CCNA) certification is preferable. Possession of a valid 
Cisco Certified Network Associate (CCNA) certification may be substituted for the required 
Network+ certification. 

 
This class description is not a complete statement of essential functions, responsibilities, or 
requirements. Entrance requirements are representative of the minimum level of knowledge, skill, 
and/or abilities. To the extent permitted by law, management retains the discretion to add or change 
typical duties of a position at any time as long as such addition or change is reasonably related to 
existing duties. 
 
Revised                                                                                                                                                                                                     
08/08/2019                                                                                            District Notification Date: 08/08/19 
JAP                                                                                             Union Notification Date: 07/15/2019 

  



LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Unit S 

Class Codes 
 
 
  OUTDOOR-EDUCATION CENTER MANAGER 4591 

ASSISTANT OUTDOOR-EDUCATION CENTER MANAGER 4574 
 
 
DEFINITION 
 

Supervises the physical operations and coordinates the instructional program of an outdoor 
education center. The Outdoor-Education Center Manager is the center site supervisor.  The 
Assistant Outdoor-Education Center Manager assists in center supervision and coordination and 
assumes full responsibility in the Manager's absence. 

 
TYPICAL DUTIES 
 

Supervises the operations of an outdoor education center by: 
 

Assisting the Coordinator, Outdoor Education, in creating, organizing, planning, coordinating, 
and evaluating the program 

Managing the operation of a center, including responsibility for maintenance of facilities, care  
 and safety of students and staff, security of grounds and buildings, problem resolution and  
 guidance during emergency situations  
Preparing agendas and conducting training sessions for the center staff  
Conducting orientation meetings for classroom teachers, students, and counselors 
Supervising and participating in the preparation of reports on store sales, student-body fund 

deposits, food services, accidents, and illnesses  
Conducting fire drills, making inspections of the center, and evaluating safety procedures 
Obtaining first aid and medical aid for students 
Assisting the Coordinator, Outdoor Education, in coordinating operations with maintenance 

personnel and representatives of other agencies, such as the U. S. Forestry Service, County 
Health Department, and Department of Fish and Game 

Organizing and supervising campfire and evening programs 
Coordinating maintenance and food service activities with department personnel 
Operating office machines, including personal computers, to create materials, such as  

newsletters and reports, related to center operations 
Maintains positive relations with District and non-District partners such as NASA and various  

 foundations, universities, and community based organizations. 
Supervising the opening and closing of the center. 

 Drives a truck to transport luggage, food supplies, and other items.  
 Supervises students swimming. 
 Performs related duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

The Outdoor-Education Center Manager directs and coordinates the operations of an outdoor-
education center. 

 
The Assistant Outdoor-Education Center Manager assists in coordinating the operations of an 
outdoor-education center. 

 



A Naturalist prepares and presents instructional materials to students regarding environmental and 
outdoor education studies, STEM curriculum, conducts nature hikes, and leads recreational activities 
related to outdoor education. 

 
SUPERVISION 
 

The Outdoor-Education Center Manager receives general direction from the certificated Coordinator, 
Outdoor Education.  The Assistant Outdoor-Education Center Manager receives general supervision 
from the Outdoor-Education Center Manager.  Both the Assistant Manager and the Manager 
exercise general supervision over Naturalists, the Outdoor Education Programs Coordinator, 
Outdoor-Education Assistants, and maintenance personnel. 

 
CLASS QUALIFICATIONS 
 

Knowledge of: 
 

Fundamentals of organizing and conducting outdoor and environmental education, science 
inquiry process, engineering design process, and human relations activities 

Safety regulations governing the use of outdoor-education sites, equipment, and supplies 
A variety of outdoor and environmental education subjects that may include astronomy, botany,  
 ecology, geology, engineering, field studies, experiment process, hydrology, and 

mythology 
Fundamentals of current instructional practices and curriculum standards. 
First-aid procedures 

 
Ability to: 

 
Train and supervise personnel effectively 
Enforce safety and disciplinary rules 
Establish and maintain harmonious relationships with students and adults  
Prepare clear, concise reports and directions 
Operate a two-axle truck weighing approximately 20,000 pounds gross 
Speak and write clearly and effectively 

 
ENTRANCE QUALIFICATIONS 
 

Education: 
 

Graduation from a recognized college or university with a bachelor’s degree preferably with a 
major in elementary education, natural sciences, environmental education, conservation, or 
forestry.  Additional experience conducting outdoor and environmental education programs may 
be substituted on a year-for-year basis for up to two years of the required education, provided 
that the requirement of a high school diploma or equivalent is met. 

 
Experience: 

 
Outdoor-Education Center Manager: 

 
Two years of experience supervising outdoor and environmental education programs. 

 
Assistant Outdoor-Education Center Manager: 

 
One year of experience developing or conducting outdoor and environmental education 
programs. 

 



 Special: 
 

Eligible candidates must be a minimum of twenty-three (23) twenty-five (25) years of age by date  
 of appointment. (California Code of Regulations, Title 17, Section 30751) 

  A First-Aid Certificate issued by the American Heart Association or American Red Cross must   
   be obtained within 60 days after appointment and must be kept valid during the term of   
   employment. 
  A CPR Certificate issued by the American Heart Association or American Red Cross must be   
   obtained within 60 days after appointment and must be kept valid during the term of   
   employment. 
  A Lifeguarding Certificate issued by the American Red Cross must be obtained within 60 days   
   after appointment and must be kept valid during the term of employment. 

A State of California Wastewater Operator Certificate must be obtained within six months after 
appointment. 

A valid California Driver License. 
Use of an automobile. 

 
Managers are required to live at an outdoor-education center for five days a week, work variable 
hours, eat meals with the children, and remain subject to 24-hour call in case of emergency. 

 
This class description is not a complete statement of essential functions, responsibilities, or requirements.  
Requirements are representative of the minimum level of knowledge, skill and/or abilities. Management 
retains the discretion to add or change typical duties of the position at any time. 
 
The class description is not a complete statement of essential functions, responsibilities, or requirements. 
Entrance requirements are representative of the minimum level of knowledge, skill, and /or abilities. To 
the extent permitted by law, management retains the discretion to add or change typical duties of a 
position at any time, as long as such addition or change is reasonably related to existing duties. 
 
 
 
Revised                                                                                                    District Notification: 07-02-19 
08-08-19                                                                                                    Union Notification: 07-08-19 
CA 
 



LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Class Code 5307 

Unit S 
 
 
 OUTDOOR-EDUCATION PROGRAMS COORDINATOR 
 
 
DEFINITION 
 

Plans, coordinates, and conducts the day-trip and weekend outdoor-education programs for 
elementary and secondary school students at an outdoor-education center and manages the 
operation of a center on weekends. 

 
TYPICAL DUTIES 
 

Plans and coordinates specialized instructional, natural science, and outdoor activities for 
elementary and secondary school students in conducting the day-trip and weekend programs at 
an outdoor-education center. 

Conducts group nature hikes, tours, and campfire programs and presents ecological, 
 environmental, and nature instruction to students. 

Manages the operation of a center on weekends, including responsibility for maintenance of  
facilities, care and safety of students and staff, security of grounds and buildings, problem 
resolution and guidance during emergency situations. 

Develops and presents in-service training programs for subordinates and assists in conducting 
orientation programs for students, new employees, and school sponsors. 

Provides information about the outdoor-education, day-trip, and weekend programs to teachers 
and administrators. 

Completes required forms and reports, including time reports, program evaluation forms, food 
service reports, and accident and illness reports. 

Assists in conducting fire drills and inspecting cabins and grounds for hazardous conditions. 
Coordinates food service programs with food service personnel. 
Obtains first aid and medical aid for students. 
Assists in the care and feeding of animals. 
Acts as lifeguard during recreational swimming periods. 

 Drives a truck to transport luggage, food supplies, and other items.  
 Performs various maintenance activities, including minor repair of tools and machinery, brush  

clearing, and tree trimming. 
 Performs related duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

The Outdoor-Education Programs Coordinator plans and coordinates instructional and outdoor 
education activities in conducting the day-trip and weekend programs at an outdoor-education 
center, and manages the operation of a center on weekends. 

 
The Assistant Outdoor-Education Center Manager assists in coordinating the operations of an 
outdoor-education center. 

 
A Naturalist prepares and presents instructional materials to students regarding environmental and 
outdoor education studies, STEM curriculum, conducts nature hikes, and leads recreational activities 
related to outdoor education. 



SUPERVISION 
 

General supervision is received from the Outdoor-Education Center Manager and the Assistant 
Outdoor-Education Center Manager. General supervision is exercised over Outdoor-Education 
Assistants. 

 
CLASS QUALIFICATIONS 
 

Knowledge of: 
 

Fundamentals of organizing and conducting outdoor-education activities 
A variety of outdoor education subjects that may include astronomy, botany, ecology, geology, 

hydrology, metrology, mythology, and zoology 
Safety rules and practices governing outdoor-education activities and the use of equipment and  

supplies 
First-aid procedures 

 
Ability to: 

 
Establish and maintain harmonious relationships with children and adults 
Train and supervise personnel effectively 
Enforce safety and disciplinary rules 
Make minor repairs to hand tools and machinery 
Operate a two-axle truck weighing approximately 20,000 pounds gross  
Express oneself clearly in oral and written communication 
Speak and write clearly and effectively 

 
Special Physical Requirements: 

 
Stamina to perform duties out of doors under all weather conditions  
Ability to speak clearly and loud enough to be heard by groups 

 
ENTRANCE QUALIFICATIONS 
 
 Education: 
 

Graduation from a recognized college or university with a Bachelor’s degree preferably with a 
major in the natural sciences that included courses in the natural resources and environment.  
Additional experience conducting outdoor-education programs may be substituted on a year-for-
year basis for up to two years of the required education, provided that the requirement of a high 
school diploma or equivalent is met. 

 
Experience: 

 
One year of experience developing or conducting nature study programs. 

 
 Special: 
 

Eligible candidates must be a minimum of twenty-three (23) twenty-five (25) years of age by date  
 of appointment. (California Administrative Code, Title 17, Section 30751) 
A First-Aid Certificate issued by the American Heart Association or American Red Cross, 

must be obtained within 60 days after appointment and must be kept valid during the term of 
employment. 

 A CPR Certificate issued by the American Heart Association or American Red Cross must be  
obtained within 60 days after appointment and must be kept valid during the term of  
employment. 



 A Lifeguarding Certificate issued by the American Red Cross must be obtained within 60 days  
after appointment and must be kept valid during the term of employment. 

A valid California Driver License. 
 
SPECIAL NOTE 
 

The Outdoor-Education Programs Coordinator is required to live at an outdoor-education center for 
five days a week, including weekends; work variable hours; and remain subject to 24-hour call in 
case of emergency. 

 
This class description is not a complete statement of essential functions, responsibilities, or requirements.  
Requirements are representative of the minimum level of knowledge, skill and/or abilities. Management 
retains the discretion to add or change typical duties of the position at any time. 
 
The class description is not a complete statement of essential functions, responsibilities, or requirements. 
Entrance requirements are representative of the minimum level of knowledge, skill, and /or abilities. To 
the extent permitted by law, management retains the discretion to add or change typical duties of a 
position at any time, as long as such addition or change is reasonably related to existing duties. 
 
 
 
Revised                                                                                                    District Notification: 07-02-19 
08-08-19                                                                                                    Union Notification: 07-09-19 
CA 
 



LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Class Code 4332 
     Unit C 
 
 

SENIOR FOOD PRODUCTION ASSISTANT 
 

 
DEFINITION 
 

A Senior Food Production Assistant sets up a mechanized food production line in accordance with 
instructions, oversees and troubleshoots production runs, and participates in a variety of routine 
tasks related to the receiving, cooking, plating, packaging, shipping, and sanitizing efforts in a high-
volume food processing plant. 

 
TYPICAL DUTIES 
 

Maintains production standards by supervising portion, sanitation, and quality control; diagnosing 
equipment stoppages and making minor equipment repairs; and assigning employees to 
production line locations to meet production goals. 

Performs the duties of a Food Production Assistant in assembling materials, setting up and 
cleaning equipment, preparing foods, filling in as needed on production runs, and packaging 
and moving completed meals and components. 

Operates a forklift, or a supply transporter, or pallet jack equipment. 
Performs related duties as assigned. 

 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

A Senior Food Production Assistant provides functional supervision over production runs in a 
mechanized food production facility, troubleshoots production problems, and performs the duties of 
a Food Production Assistant as needed. 

 
A Food Production Supervisor supervises a crew of Food Production Workers and Food 
Production Assistants in a unit of a high volume food processing facility and performs the more 
responsible and complex food production duties. 

 
Food Production Workers and Food Production Assistants perform a variety of routine tasks 
related to volume food production and meal assembly. While certain tasks performed by 
incumbents in both classes are identical, the Food Production Assistants perform the strenuous 
manual tasks and those which require heavy lifting and/or the use of a forklift, pallet jack, or supply 
transporter. 

 
SUPERVISION 
 

General supervision is received from a Food Production Supervisor. Functional supervision is 
exercised over a variety of routine tasks related to volume food production and meal assembly 
performed by Food Production Assistants and Workers. 

 
CLASS QUALIFICATIONS 
 

Knowledge of: 
 

Use, care, and cleaning of food preparation equipment and utensils 
Basic principles of food sanitation and handling 
Safety rules and procedures related to working with machinery such as forklifts, supply 

transporters, pallet jack equipment, and other, food preparation equipment, and utensils 



Microsoft Office 
 

Ability to: 
 

Work effectively with other employees 
Learn to operate a forklift, pallet jack, or supply transporter 
Coordinate work of others 
Act quickly and calmly in emergency situations 
Communicate effectively with and provide work direction for other employees 

 
Special Physical Requirements: 

 
Depth and space perception as required to operate a forklift, pallet jack, or supply transporter 
Manual dexterity as required to operate a variety of food production machinery 
Stamina to stand and walk on concrete and tile floors for long periods of time  
Tolerance for working in refrigerated and freezer areas 
Safely lift and carry items weighing up to 100 75 pounds 

 
ENTRANCE QUALIFICATIONS 
 

Education: 
 

Graduation from high school or evidence of equivalent educational proficiency.  
 

Experience: 
 

Six months of experience in manufacturing, packaging, or processing foods (minimum of 500 
meals per day or the equivalent in mass production), and in the care of related equipment. 

 
Special: 

 
A valid Los Angeles Unified School District Food Handler's Health Certificate must be obtained 

by the time of appointment. 
 

This class description is not a complete statement of essential functions, responsibilities, or 
requirements. Requirements are representative of the minimum level of knowledge, skill and/or abilities. 
Management retains the discretion to add or change typical duties of a position at any time. 
 
This class description is not a complete statement of essential functions, responsibilities, or 
requirements. Entrance requirements are representative of the minimum level of knowledge, skill, 
and/or abilities. To the extent permitted by relevant law, management retains the discretion to add or 
change typical duties of the position at any time, as long as such addition is reasonably related to 
existing duties. 
 
Revised 
08-08-19 
JXC 
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Case 11602                                                                                                            August 8, 2019 

 SUBJECT TO THE APPROVAL       
 OF THE PERSONNEL COMMISSION  
 

LOS ANGELES UNIFIED SCHOOL DISTRICT 
 

 
TO: THE PERSONNEL COMMISSION 
 
FROM: KARLA M. GOULD, PERSONNEL DIRECTOR 
 
SUBJECT: RECLASSIFICATION REPORT 
 
It is recommended that the following reclassification action be approved: 
 

From: 
 

Outdoor Education Program Coordinator 
(5307) ($23.74552 - $29.62275/hour) 

To:  
 

Outdoor Education Center Manager (4591) 
($5,156.18 - $6,417.13/month) 

POS: (30084208)  B Basis 
 

POS: (30084208)  B Basis 
 

Location: Beyond the Bell, Office of Outdoor 
Environmental Education 
(Cost Center 1153001) 
 
 

Incumbent: A. Van Horn (EN689023) 
 

Reason for Reclassification: The subject position meets the class concept of an Outdoor Education Center Manager in that 
the position is responsible for organizing, planning, coordinating, and evaluating Point Fermín’s program activities for District  
K-3, middle and high school students. Additional duties include, managing the operation of the center, including responsibility 
for maintenance of facilities, care and safety of students and staff, security of grounds and buildings, and problem guidance and 
resolution during emergencies. Additionally, the position develops program curriculum; hires, trains, and supervises staff and 
conducts training sessions for the center staff; conducts orientation meetings for classroom teachers, students, and counselors; 
supervises events and programs; and coordinates food service activities with District personnel. Furthermore, the incumbent in 
the position lives at the outdoor education center when the facility is open. 
 
Status of Incumbent:  Incumbent A. Van Horn (EN689023) must qualify by competitive examination for the reclassified position, 
be reachable on the eligibility list and be appointed to the reclassified position, or be otherwise assigned. In the absence of 
an eligibility list, the incumbent may be provisionally assigned to the position pending the results of the examination.  
 
 
Effective Date: June 3, 2019   
       
  
RGK/CA 
 
c: Talent Acquisition and Selection Branch 
 Classified Employment Services Branch 

Files Unit 
 
 
 
 
  



  

 
Case 11762 August 8, 2019 

SUBJECT TO THE APPROVAL    
OF THE PERSONNEL COMMISSION 

 
 
 LOS ANGELES UNIFIED SCHOOL DISTRICT 
 
 
TO: THE PERSONNEL COMMISSION 
 
FROM: KARLA M. GOULD, PERSONNEL DIRECTOR 
 
SUBJECT: ABOLISHMENT OF UNUSED CLASSIFICATIONS 
 
RECOMMENDATION: 
 
It is recommended that, effective August 8, 2019: 
 
I. The following classes be abolished: 

 
School Gardening Program Specialist (4195) 
Special Assistant to the Deputy Superintendent (2174) 
 

II. The Commission staff be authorized to reactivate the abolished classes as needed, subject to ratification by the 
Personnel Commission. 

 
III. Final approval to Rule 596, Overtime to remove the following classification: Special Assistant to the Deputy 

Superintendent. 
 
 
BASIS OF RECOMMENDATION: 
 
The classes listed above have no positions and there is no foreseeable need for the classes in the future. Therefore, 
it is recommended that they be abolished. If there is a future need for the classifications, staff will employ procedures 
previously used in case 7608 which allows the reinstatement of abolished classifications, as appropriate. 
 
 
RGK: JXC 
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