
 LOS ANGELES UNIFIED SCHOOL DISTRICT 

 PERSONNEL COMMISSION 

 AGENDA / ORDER OF BUSINESS 

 

 
Council Meeting 

WEDNESDAY, AUGUST 22, 2018 

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

BEAUDRY BUILDING, 12TH FLOOR 

Personnel Commission Meeting 

THURSDAY, AUGUST 30, 2018 

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 26, 2018. 

 

3. Receipt of minutes of the meeting of August 2, 2018. 

 

4. Receipt and Presentation of the 2017-2018 Personnel Commission Annual Report. 

 

CONSENT ITEMS 

 

 

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

 

a. Various positions in the Division of Special Education, from Special Education Trainee 

($17.83519-22.21376/hr.) to Special Education Assistant ($19.87546-24.75835/hr.), effective 

July 20, 2018.  (RDA 1626, Instructional Series) 

 

b. Vacant position at School Police Department, from Office Technician ($13.92045-19.33223/hr.) 

to Senior Office Technician ($16.40736-20.44271/hr.), effective August 1, 2018.  (RDA 2997, 

Clerical Series) 

 

c. Position at Dearborn Elementary School – Local District Northwest, from Office Technician 

($13.92045-19.33223/hr.) to Senior Office Technician ($16.40736-20.44271/hr.), effective 

September 1, 2018.  (RDA 2998, Clerical Series) 

 

d. Vacant position at Sherman Oaks Center for Enriched Studies – Local District Northwest, from 

Senior Office Technician ($16.40736-20.44271/hr.) to Office Technician ($13.92045-

19.33223/hr.), effective August 20, 2018.  (RDA 2999, Clerical Series) 

 

e. Vacant position at Polytechnic High School – Local District Northeast, from Senior Office 

Technician ($16.40736-20.44271/hr.) to Office Technician ($13.92045-19.33223/hr.), effective 

August 13, 2018.  (RDA 3000, Clerical Series) 

 

f. Vacant position at San Fernando Institute for Applied Media – Local District Northeast, from 

Senior Office Technician ($16.40736-20.44271/hr.) to Office Technician ($13.92045-

19.33223/hr.), effective August 14, 2018.  (RDA 3001, Clerical Series) 

 

  



6. Approval of revised Class Descriptions recommended, effective August 30, 2018: APPROVED 

 

       Coordinator of Civic Engagement, Office of the Superintendent 

       Medical Director of Employee Health Services 

         

 

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

Class Title Recommendation 
 

 

Coordinator of Civic Engagement, Office of  

   the Superintendent 

($9,576.61-11,862.55/mo.) 

Medical Director of Employee Health  

    Services  

($14,698.31-16,267.12 /mo.) 

 

Class Descriptions dated August 30, 2018. 
 

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 

 

 

8. Abolishment of unused classes.  (Case 11560) APPROVED 

 

 

9. a. Reclassification of a Senior Meal Compliance Audit Clerk and the establishment of the class of 

Meal Compliance Audit Supervisor.  (Case 11530) APPROVED   

 

 b. Approval of Class Description recommended, effective August 30, 2018:  APPROVED 

 

 Meal Compliance Audit Supervisor 

    

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

Class Title Recommendation 
 

 

Meal Compliance Audit Supervisor 

($24.83633-30.96359/hr.) 

 

Class Description dated August 30, 2018. 

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. 

 

 

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

 

11. 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. 

 

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

 to Consider: 

 

a. Disciplinary Appeals 

b. Examination Appeals 

 Area Facilities Services Director  

c. Potential Litigation 

 

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

 

 

14. Consideration of the recommendation of the Hearing Officer on the Disciplinary Appeals of: 

 

        Kevin DeLaine 

        Jose O’Neill 

 

15. Consideration of the recommendation of the staff on the Disciplinary Appeals of: 

 

    Raul Espinoza 

    Edgar Estrada 

    Johnny Johnson II 

    James Jordan 

    William Miranda 

    Rosalina Tena 

 

 

16. Consideration of the recommendation of staff on the Examination Appeals of: 

 

    Selwyn Lewis 

    Nat Ornelas 

     



 

    

LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION MANAGEMENT  
 CLASS CODE 2312 

         

COORDINATOR OF CIVIC ENGAGEMENT, OFFICE OF THE SUPERINTENDENT 

DEFINITION 

Develops, plans, coordinates, and administers civic engagement strategies and initiatives for the 
Office of the Superintendent.   

TYPICAL DUTIES 

Develops and manages civic engagement strategies and initiatives for the Office of the 
Superintendent. 

Liaises with the Board of Education staff, senior management staff, Chamber of Commerce, 
Mayor’s office, parent groups, and community committees and commissions on civic 
engagement matters. 

Advises and briefs the Office of the Superintendent on the development and status of various 
District initiatives, such as A – G Tracking, WASC Accreditation, Schools to Watch, and overdue 
IEPs.  

Advises and develops the strategic planning cycle, as well as implementation strategy, for the 
District by facilitating multiple forums, data review, and strategy development and implementation 
conversations with multiple stakeholders at all levels. 

Develops and writes strategic communications for various meeting formats ranging from policy 
briefings, community town halls, and conversations with elected, civic, and community leaders.  

Initiates, coordinates, and convenes committees, special teams and roundtables to address 
process improvement recommendations that improve the quality of services offered by the 
District. 

Coordinates and manages District investments funded by with various civic partners., such as the 
United Way of Greater Los Angeles, L.A. Compact, and other groups across the District. 

Conducts research, compiles data, and writes reports, correspondence, memoranda, and bulletins.  
May represent the Office of the Superintendent in meetings, as necessary. 
Performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 

The Coordinator of Civic Engagement, Office of the Superintendent is responsible for developing 
civic engagement strategies and acts as a liaison for the Office of the Superintendent with various 
community, parent, and civic organizations.  
 
An Executive Coordinator, Office of the Superintendent acts as a liaison for the Superintendent of 
Schools and serves as the primary liaison between the Superintendent of Schools and the Board of 
Education and the Superintendent’s direct reports. 

SUPERVISION 

Administrative direction is received from the Superintendent of Schools.  Supervision may be 
exercised over lower-level professional, or clerical staff.  

 



 

   

 

 

CLASS QUALIFICATIONS 

Knowledge of: 

Communications methods, media, and their most effective uses 
The ethnic, cultural, and socio-economic diversity of the population served by the District 
Public relations principles 
District organization, operations, procedures, and policies 
District oral and written communications standards 
Office practices and procedures, word processing, and spreadsheet software applications 
Current issues of educational policy and procedure 
Microsoft Windows operating system or Macintosh/Apple operating system 

Ability to: 

Develop, plan, and implement short and long-range goals and strategies 
Align messages across different types of media to different audiences 
Analyze and evaluate the effectiveness of plans, policies, programs, and organizations 
Formulate and express ideas effectively in both written and oral forms with all levels of Management 

and stakeholders 
Speak effectively before a variety of groups 
Establish and maintain effective and harmonious working relationships with other employees, officials 

of the District and other agencies, and the public 
Exercise independent judgment and initiative 
Analyze situations accurately and adopt an effective course of action 
Plan and organize work 
Compose and edit correspondence, reports, bulletins, and memorandums 
Develop efficient methods for obtaining and reporting information 
Oversee multiple projects and issues while working effectively under pressure in meeting deadlines 
Operate and use computers and other office equipment 

ENTRANCE QUALIFICATIONS 

Education: 

Graduation from a recognized college or university with a Bachelor’s degree, preferably in public 
relations, community relations, public administration, business administration, or a related field. A 
graduate degree in one of the areas listed above is preferable. Qualifying experience in addition 
to that required may be substituted on a year-for-year basis provided that the requirement of a 
high school diploma or equivalent is met. 

 

Experience: 

Two Four years of professional civic engagement experience or experience analyzing, managing, 
and implementing strategic plans and initiatives. Experience in California K-12 school district is 
preferable.  

  



 

   

 

Special: 

A valid California driver license and the availability of private transportation or the ability to utilize 
an alternative method of transportation. 
A valid California Driver License 
Use of an automobile 

SPECIAL NOTES 

1. An employee in this class may be subject to the reporting requirements of the District’s Conflict 
of Interest Code. 

2. Travel to locations throughout the District may be required. 
 

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 
08-30-18 
PJO 



LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Class Code 2300 

Management- District 
 
 
 MEDICAL DIRECTOR OF EMPLOYEE HEALTH SERVICES 
 
 
DEFINITION 
 
 Directs the Employee Health Services Unit of the Human Resources Division and coordinates  
 employee health services programs and mandates throughout the District. 
  
TYPICAL DUTIES 
 
 Directs the administration, and coordination, and recommendations of the required post employment  
  health evaluations examinations for District employees and applicants.  
 Directs the review and approval of mandated medical clearances for certificated applicants and 
  returning retirees. 
 Evaluates District employees returning from medical leaves, requesting leave extensions, and  
   reinstatements. 
 Directs and manages the District's tuberculosis compliance program. 
 Interviews, eEvaluates, examines, and counsels advises employees with health problems physical  
  and psychiatric health concerns who have been referred for assistance or fitness for duty  
  evaluations and provides medical clearance for employee reinstatement and makes 
  recommendations and referrals, as needed. 

Consults and participates with crisis intervention teams throughout the District, the Los Angeles  
 County Department of Mental Health, local law enforcement agencies, in cases of employee  
 mental health threats. 
Performs physical examinations, administers immunizations, and provides tuberculosis clearances,  
 as necessary. 
Performs toxicology evaluations for reasonable suspicion and last chance settlement agreement  
 compliance. 

 Provides medical opinions to the Office of General Counsel and may testify at administrative  
  hearings or in court proceedings. 

Administers the District's Medical Exemption Panel and coordinates the District's  
 review procedure. 
Evaluates medical data to approve requests for illness leave and extensions and to return-to- 
 work from employees who have been on leave. 
Serves as a professional medical resource to the District's Reasonable Accommodation Committee 

and Reasonable Accommodation Appeals Committee to consider accommodation requests of 
employees and applicants and makes appropriate recommendations on the basis of medical 
evaluations. 

 Investigates and confirms cases of employee reportable communicable diseases in accordance with  
  the Los Angeles County Health Department guidelines, facilitates investigations, and contacts  
  LAUSD locations.  
 Directs and manages the District's tuberculosis examination and administration  
  program, including Mantoux skin tests and follow-up X-rays for employees as necessary; and  
  monitors training and compliance on tuberculosis standards.  

Coordinates the delivery of clinical services for employee health needs in cooperation with the  
diagnostic health services personnel. 

Coordinates, maintains, and reports on Oversees the District’s Automatic Electronic Defibrillator  
 (AED)/resuscitation and Blood Borne Pathogens programs in conjunction with the Director of 
Student Medical Services. 

 Coordinates and confers with other District departments regarding the compliance with the Blood  
  Borne Pathogens requirements. 



Prepares, writes, and presents to District administrative and executive personnel special medical  
 reports, informatives, bulletins, and protocols for District administrators. 
Examines all employees requesting medical exemption from mandatory transfer or assignment, 

communicates with their physicians, and provides reports to the Reasonable Accommodation  
Committee. 

       Participates as a member of the LAUSD’s Emergency Response Team.  
Reviews and makes recommendations on State and federal legislation affecting employee medical 

services. 
 Directs the District's Medical Exemption Panel process. 
 Maintains all District’s employees confidential medical records and documents. 

May pPerforms emergency resuscitation and medical first-aid services, as necessary. 
May read x-rays. 
Performs related duties as assigned. 

 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

The Medical Director of Employee Health Services is the administrator responsible for employee and 
applicant medical evaluations and services and serves as a resource to various medical and health 
related departments and programs. 

 
A Medical Assistant provides support to physicians, nurse practitioners, and psychiatrists in all 
aspects of clinical practice by performing administrative, clinical, and laboratory duties. 

 
A Licensed Vocational Nurse possesses a California Vocational Nurse License and performs 
specialized physical health care procedures requiring technical manual skills practiced under the 
direction of a credentialed School Nurse. 

 
SUPERVISION 
 

Administrative direction is received from the Chief Human Resources Officer.  General supervision 
is exercised over medical and classified personnel. 

 
CLASS QUALIFICATIONS 
 

Knowledge of: 
 

Fundamental principles and occupational practices, current trends, literature, and research in  
 the field of instructional medicine and employee health services 
Effective administrative and managerial employment practices 
Occupational illnesses related to various employment classifications 
Theory and practice of physical diagnoses and psychological assessment methods, including  
 the use of the Diagnostic and Statistical Manual of Mental Disorders and psycho- 
 pharmaceutical methods of treating both chronic and episodic physical and mental disorders 
Federal and State health and safety regulations 

  Federal and State laws pertaining to worker’s compensation, Family and Medical Leave Act 
 (FMLA), Americans with Disability Act (ADA), and reasonable accommodation  

  Principles of supervision 
 

Ability to: 
 

Plan, organize, prioritize, and manage time for self and others 
Communicate effectively with colleagues, supervisors, District personnel and community, and  

employee representatives in an effective and diplomatic manner orally and in writing  
Compose and comprehend written communications 
Make, support, and explain recommendations and decisions 
Perform physical examinations and administer immunizations 



Perform Mantoux skin tests 
Read chest x-rays 
Operate a computer and associated peripheral equipment 
 

 
ENTRANCE QUALIFICATIONS 
 

License: 
 

A valid certificate verifying current license as a physician and surgeon issued by the Medical 
Board of California. 

 
Experience: 

 
Five years of full-time experience as a licensed physician, of which at least two years must have 
been during the five year period immediately preceding the application filing deadline date for 
the examination in which the candidate is competing. Service as a physician with a school district 
or educational institution, experience in employee or occupational health, and experience in the 
supervision of medical and clerical personnel are highly preferable. 

 
Special: 

 
A valid California Driver License. 
Use of an automobile. 

A valid Basic Life Support certificate issued by the American Heart Association or American Red  
      Cross must be kept valid during the term of employment. 

 
SPECIAL NOTES 
 

An employee in this class may be subject to the reporting requirements of the District’s Conflict of 
Interest Code. 

 
This class description is not a complete statement of essential functions, responsibilities, or requirements. 
Requirements are representative of the minimum level of knowledge, skill, 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 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  
08-30-18 
RGK/CA 
 
                                                                                                 District Notification: 08-15-18 



  

 
Case 11560 August 30, 2018 

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 30, 2018: 
 
I. The following classes be abolished: 

 
Meat Shop Worker (4339) 
Special Assistant to the Chief Strategy Officer (2152) 
 

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 Chief 

Strategy Officer 
 
 
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 



 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 OF A SENIOR MEAL COMPLIANCE AUDIT CLERK TO THE NEW 

CLASS OF MEAL COMPLIANCE AUDIT SUPERVISOR 
 
RECOMMENDATIONS: 
 
I. A. It is recommended that, effective August 30, 2018, the new class of Meal Compliance Audit Supervisor 

be established and that future salary movement be based upon the classes in the Supervisory and 
General Group, Clerical Series. 

 
 
 
 
 
 
 B. It is recommended that, effective August 30, 2018, the Senior Meal Compliance Audit Clerk ($19.33223-

24.07143/hr.) position (30096586) be reclassified to the new class of Meal Compliance Audit Supervisor. 
 

BASES OF RECOMMENDATIONS: 
 
A new classification was requested in order to encompass the planning and coordination of the meal compliance 
process and the supervision of the Meal Compliance Audit unit comprised of four Meal Compliance Audit Clerks 
and two Office Technicians. 
 
1. Currently the position occupied by P. Millender has been assigned the full range of duties of the new class of 

Meal Compliance Audit Supervisor. The incumbent in this position is responsible for assisting an administrator 
by reviewing, analyzing, and verifying the percentage of students categorically eligible for free meals complies 
with the reimbursement formula for the Community Eligibility Provision (CEP) implemented in 2014 in addition 
to the regular program and Provision 2.  The incumbent also coordinates and supervises the annual USDA 
Meal Eligibility application process to meet timelines and ensure accuracy and monitors and reports on 
progress to stakeholders. Reviews the annual updated USDA Free and Reduced Meal Eligibility manual, 
recommends procedural updates, and implements approved changes; Develops training materials and trains 
school employees to assist parents in determining student eligibility. Conducts special reviews of the meal 
control system at assigned schools to determine compliance with regulations in preparation for audits; and 
liaises with District and Charter school site administrators to acquire complete and accurate applications, and 
coordinates the work flow with the Data and Accountability Scanning Unit.  

 
2. A class description for the new class of Meal Compliance Audit Supervisor is submitted for approval in 

conjunction with this report. 

Hourly Rates 
 

$24.83633 26.20454 
 

27.72149 
 

29.27562 
 

30.96359 
 



 

Case 11530            August 30, 2018 

 
3. The salary level of the new class is internally aligned to the classifications of Chief Clerk ($24.83633-

30.96359) which supervise and participate in a highly specialized clerical activity and coordinate a complex 
and varied workflow; and assist an administrator in planning and managing support services. 

 
STATUS OF INCUMBENTS: 
 
Incumbent P. Millender (EN 199415) must compete in the examination for Meal Compliance Audit Supervisor, be 
reachable on the resultant eligibility list, and 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.  
 

RGK/SD/JXC 



 

  

LOS ANGELES UNIFIED SCHOOL DISTRICT CLASS DESCRIPTION 
PERSONNEL COMMISSION Unit  
 Class Code 
 
 MEAL COMPLIANCE AUDIT SUPERVISOR 
 
DEFINITION 
 

Supervises and coordinates the operations of the Meal Compliance Audit Unit by planning, 
organizing, coordinating, and participating in its activities to ensure accuracy, completeness, and 
compliance with regulations, procedures, and policies relating to the District’s free and reduced-
price meal programs. 

 
TYPICAL DUTIES 
 

Assists a Food Services Division administrator by reviewing, analyzing, qualifying schools, and 
verifying District compliance with meal compliance reimbursement formulas; compiles 
supporting data. 

Coordinates and supervises the annual United States Department of Agriculture (USDA) Meal 
Eligibility application process to meet timelines and ensure accuracy and monitors and reports 
on progress to stakeholders. 

Liaises with District and Charter school site administrators to acquire complete and accurate 
applications, and coordinates the work flow with the Data and Accountability Scanning Unit. 

Assists a Food Services Division administrator by reviewing the yearly updated USDA Free and 
Reduced Meal Eligibility manual, recommends procedural updates, and implements approved 
changes. 

Provides information and assistance to parents, District and Charter School administrators, 
California Department of Education (CDE), and USDA regarding meal eligibility policies, 
procedures, and laws; and provides reports as needed. 

Conducts the annual verification process, and other Child and Adult Care Food Program (CACFP) 
and National School lunch program audits, per USDA regulations for the District and provides 
reports to the CDE. 

Establishes controls for assuring detection and correction of process errors including in depth 
audits on samples of meal applications, and the effectiveness of procedures designed to 
protect student confidentiality. 

Develops training materials and trains school employees to assist parents in determining student 
eligibility, and ensure proper meal application submissions, regarding free and reduced-priced 
meals. 

Conducts special reviews of the meal control system at assigned schools to determine compliance 
with regulations in preparation for audits and confers with Area Food Services Supervisors, 
Food Service Managers, principals, and other school administrators individually or in groups to 
resolve meal compliance issues.  

Answers difficult calls referred by subordinates to resolve concerns or possible misunderstandings 
with parents or guardians and explains appeal process. 

Serves as a representative of the Food Services Division to school personnel regarding the  
monitoring of existing meal compliance regulations for new and existing programs. 

Supervises and trains technical-clerical staff in the specialized meal compliance eligibility and 
verification process. 

Performs related duties as assigned.  
 
  



 
DISTINGUISHING CHARACTERISTICS AMONG RELATED CLASSES 
 

A Meal Compliance Audit Supervisor is responsible for supervising and coordinating the operations 
of the Meal Compliance Audit Unit by planning, organizing, coordinating, and participating in its 
activities to ensure accuracy, completeness, and compliance with regulations, procedures, and 
policies relating to the District’s free and reduced-price meal programs. 

 
A Senior Meal Compliance Audit Clerk provides technical supervision over work performed by 
Meal Compliance Audit Clerks, trains new Meal Compliance Audit Clerks and school personnel 
regarding subsidized meal compliance regulations and procedures, receives and decides on 
appeals regarding the determinations of student eligibility for free or reduced-price meals, and 
assists the unit supervisor in general office tasks. 

 
A Meal Compliance Audit Clerk audits documents to determine compliance with legal and 
procedural requirements regarding the provision of free and reduced price meals to students, and 
prepares reports recommending corrective actions and changes in procedures to improve 
compliance and methods of control. 

 
SUPERVISION 
 

General supervision is received from Food Service Division administrators.  A Meal Compliance 
Audit Supervisor exercises supervision over Meal Compliance Audit Clerks. 

 
CLASS QUALIFICATIONS 
 
 Knowledge of: 
 

Principles of supervision and organization 
Orientation and training methods 
Federal, State, and District regulations and policies related to free and reduced-price meal 

programs 
Eligibility criteria for free or reduced-price meals 
District standards and legal provisions pertinent to meal compliance audit records management 
Various software and computer applications such as Microsoft Office Word, Outlook, and Excel 
Records management software and document imaging software 
Customer service techniques 
 

 Ability to: 
 

Exercise initiative and work independently 
Supervise, plan, assign, and direct the work of clerical staff 
Evaluate work methods and performances 
Understand, interpret, and apply rules, policies, and regulations 
Deal tactfully and effectively with administrators, employees, and the public 
Make accurate calculations and maintain accurate records 
Work under pressure of deadlines 
Review, analyze, and interpret eligibility data and related documents  
Prepare clear, concise reports 
Develop and revise forms and procedures 
Communicate effectively, orally and in writing 

 
  



 

  

ENTRANCE QUALIFICATIONS 
 
 Education: 
 

Graduation from high school or evidence of equivalent educational proficiency, preferably 
supplemented by courses in supervision, business arithmetic, business English, office practices 
and procedures, computer usage and report writing. 

 
 Experience: 
 

Two years of experience as a Meal Compliance Audit Clerk or four years of experience with 
responsibility for processing free and reduced-price meal applications; or preparing or verifying 
USDA school lunch meal program numerical or fiscal records.  Completion of a course of at 
least 30 hours in supervision at an adult school or recognized college or university; or 
completion of the Los Angeles Unified School District’s Organizational Excellence Exceptional 
Supervisor Program is preferable. 

 
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. 
 
New Class 
8-30-2018 
SD 

District Notification Date: 8-13-2018 
 


	agbus08302018
	CD-coor of civic engagment_
	CD-Med Dir CODE2300081318
	Abolishment Report 2018 08 30
	Reclassification of Senior Meal Compliance Audit Supervisor_v with Jeffreys component and align Chief Clerk
	Supervising Meal Compliance Audit Clerk_SD-GKaplan_align with Chief Clerk_8-15-2018

