‘ licey nife o tdl, ROO

Berkelev. CA f£% 77

LU A =

Commi&sing®




ATTACHMENT A

PERSONNEL COMMISSION
BERKELEY UNIFIED SCHOOL DISTRICT
January 9, 2018

AGENDA ITEM NO 7.B.
SUBJECT: DESK AUDIT - SCHOOL ADMINISTRATIVE ASSISTANT II
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In March of 20]7 School Admlmstratlve Assnstant Il (SAA2) Marle Ferguson requested
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of Human Resources Technician (HR Tech) Ms Ferguson is currently assigned to Berkeley
ink © oh t




; . T mi: araT !

-ATFACHMVIENTF—
Ta: The Rerspnnal Fammigsinn —
Eram. Doatne Dacantn lobawies N [ -V Py
[

ff

=

{ G —
1‘
l
[
A

L

Date: April 6, 2017
Subject: equest for Work-Out-Of-Class - Marie Ferguson

Recommendation:

It is recommended that the Personnel Commission find that Ms. Marie Ferguson, working within her
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v ATTACHMENT A
ATTACHMENT F

Education Code §45110 states:

Classified employees shall not be required to perform duties which are not fixed and prescribed for the
position by the governing board in accordance with Section 45109, unless the duties reasonably relate
to those fixed for the position by the board, for any period of time which exceeds five working days
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An employee may be required to perform duties inconsistent with those assigned to the position by the
governing board for a period of more than five working days provided that his salary is adjusted upward
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reflect the duties required to be performed outside his normal assigned duties.
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ATTACHMENT A
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ATTACHMENT A

Spanish translation for Attendance
Office

PE Waiver Processing
Maintains student attendance files
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ATTACHMENT A
SCHOOL ABMINISTRATIVE ASSISTANT (! BUSDFinal

e Train, assign and coordinate the work of assigned school personnel; prepare absentee forms as directed;
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e Coordinate, schedule and attend a varlety of meetings as asslgned prepare and send out notices of

meetines: maintain g
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ATTACHMENT A
SCHOOL ADMINISTRATIVE ASSISTANT !1 BUSDFna)

® Operate a variety of office equipment including a calculator, copier, laminator, fax machine, computer

and assigned software; operate a two-way radio as assigned.
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’ ATTACHMENT A
SCHOCL ADMINISTRATIVE ASSISTANT U BUSDFina)
EDUCATION AND EXPERIENCE:
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ATTACHMENT A

HUMAN RESGURCES TECHNICIAN BUSDFina)
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Y 4ldn’t have been here today.

i3 o S e O MIMISSIO N (e

WIdNS0Ur 1UUET, INF

Recniircpg vision. andmissian statements and

E






ATALHWNERT S

R S, _.___—_ullg;‘




ATTACHMENT B

CERTIRED AND ELECTRONICAMAIL
ttarch 30, 2016

2020 Bonar Street
Barkelcy, CA 54704
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RE:  [Interactive Process Status

This tetter i3 to inquire into my return from ADA and theinteractive process. | was released back 8o work
02/25/16 with modifications due to saveral work related injurtes. Gn 2/18, 02/9 and recently on
3/24/16 by fax, ) provided the required ADA reascnablo accommedstion forms and medical notes
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Monday, 3/28/16. Asoftoday, Wed. 03/30/16 | have not recaived a response from you. Howaver, to
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Paula Phiflips, BOCE Unton Presidant and | met with you 6n 03/14/16 and agsin on 03/16/16 to engage

n oan Intorasthan Drasnee | Infarmmwad canis $hod 1 corne sarniins fae ot nheslalan S (Vg py » amed




