
Mission Valley ROP
Thursday, February 15, 2018

4 p.m. Governing Council Meeting
MVROP Board Room

(510) 657-1865 Ext. 15141



Agenda



MVROP Governing Council Agenda – February 15, 2018 

Regular Meeting of the Governing Council 
Mission Valley Regional Occupational Center/ Program 
ROP Board Room 
Thursday, February 15, 2018 
Regular Meeting (Open Session) – 4 p.m. 
Closed Session: Following Open Session 
 
 
Call to order ______p.m. 
 
Pledge of Allegiance 
 
Roll Call:    _____ Nancy Thomas, President 
    _____ Sharan Kaur, Vice President 
    _____ Larry Sweeney, Clerk 
    _____  Other 
     
Approval of Agenda: 

Motion:  ______________________________ 
 Second:  ______________________________ 
 Vote:   ______________________________ 
 
Communication: 

a. Oral Communication 
● MVROP Student PLTW Presentation  

b. Items from the Staff 
c. Written Communication 

• 2018 MVROP Educators’ Brunch Event Announcement 
• Letter from Alameda County Office of Education re: 2017-18 2017-18 First 

Interim Report, January 26, 2018 
• 2018 MVROP CTE Program Showcase Announcement 

d. Items from the Board 
e.  Public Comment 

- Blue Speaker Card – Items on the agenda 
- Green Speaker Card – Items not on the agenda 

 
Consent Calendar: 
 

a. Minutes: 
Approve minutes from the Governing Council meeting on January 18,  
2018.  

 
b. Business and Finance: 
 B&F#1 Approve Purchase Orders Over $5,000 
 B&F#2 Approve Warrants $5,000 and Above 

B&F#3 Approve Audit Agreement with Vavrinek, Trine, Day & Company, 
LLP to provide financial audit services for year ending June 30, 
2018 

 
c. Employment and Personnel: 



MVROP Governing Council Agenda – February 15, 2018 

 E&P#1  Approve Report of Classified Personnel Actions 
 

 
 
End of Consent Calendar: 
 
 Motion: ____________________________ 
 Second: ____________________________ 
 Vote:  ____________________________ 
 
Board comments on Consent Calendar: 
______________________________________________________________________________
______________________________________________________________________________ 
 
Business and Finance #1                   Information 
  
 Review MVROP Fiscal Update 
 
Business and Finance #2                    Information 
 

Review CTEIG Financial Update 
 
Board of Education #1       Information/Action 
 

Review and Approve Revised Job Description for Senior Accounting Technician 
Classified Clerical Position  
 
Motion:  ______________________________ 

 Second:  ______________________________ 
 Vote:   ______________________________ 
 
Board of Education #2       Information/Action 
 

Review and Approve Revised Job Description for Grants Coordinator/Administrative 
Assistant Classified Clerical Position  
 
Motion:  ______________________________ 

 Second:  ______________________________ 
 Vote:   ______________________________ 
 
Board of Education #3       Information/Action 
 

Review and Approve Revised Job Description for Accounting Technician Classified 
Clerical Position  
 
Motion:  ______________________________ 

 Second:  ______________________________ 
 Vote:   ______________________________ 
 
 



MVROP Governing Council Agenda – February 15, 2018 

Board of Education #4       Information/Action 
 

Review and Approve Revised Job Description for Personnel Technician Classified 
Clerical Position 

 
Motion:  ______________________________ 

 Second:  ______________________________ 
 Vote:   ______________________________ 
 

 
Board Requests 
______________________________________________________________________________
______________________________________________________________________________ 
 
 
Adjourn to Closed Session: _____p.m. 
 
Agenda _Closed Session 
 
The Board of Education may adjourn to closed session during this meeting pursuant to Government 
Code Section 3549.1 to discuss and/ or give direction to its representatives. During adjournment to 
Closed Session the Council will consider and/ or take action upon: 
 
 ● Public Employment: Superintendent 
     (Government Code Section 54957) 
 
Reconvene to Open Session:_____p.m. 
 
Meeting adjourned: ______pm 



Communication



 

MVROP 
CORDIALLY INVITES YOU TO OUR  

2018  
EDUCATORS’       
BRUNCH 

EVENT DETAILS: 
THURSDAY, FEBRUARY 1, 2018 
8 A.M. (CONTINENTAL BREAKFAST PROVIDED) 

MISSION VALLEY ROP CENTER CAMPUS               
5019 STEVENSON BLVD., FREMONT                        

 

CONTACT ALLISON ALDINGER AT AALDINGER@MVROP.ORG FOR QUESTIONS OR MORE INFO 

mailto:aaldinger@mvrop.org






 

 

 
 

Join Mission Valley ROP for our 

 

        Thursday, February 22, 2018 
        6:30 – 8 p.m. 

       MVROP Center Campus 
        5019 Stevenson Blvd., Fremont 

 

          Learn more about Career Technical Education (CTE) classes  
 Discover your goals in various program pathways 

 Visit the Center Campus and classrooms 
 Meet our talented teaching staff 

 

For more information visit www.mvrop.org 

http://www.mvrop.org/


Consent Calendar



Minutes



MVROP Governing Council 
January 19, 2018 Meeting Minutes 

Regular Meeting of the Governing Council 
Mission Valley Regional Occupational Center/ Program 
Thursday, January 19, 2018 
 
Member Sweeney called the meeting to order at 4:01 pm. 
 
Present:    

Larry Sweeney, President 
Nancy Thomas, Vice President  
Sharan Kaur, Clerk    

 
Board of Education #1                                                               Election of Officers 
 
Member Kaur made a motion to elect Nancy Thomas, Newark Unified School District, to the 
office of President of the MVROP Governing Council. Member Sweeney made a second to the 
motion. Members voted 3-0 to elect Nancy Thomas as President of the MVROP Governing 
Council. Member Thomas will serve in that office for the remainder of the school year through 
December of 2018. 
 
Member Thomas made a motion to elect Sharan Kaur, New Haven Unified School District, to the 
office of Vice President of the MVROP Governing Council. Member Sweeney made a second to 
the motion. Members voted 3-0 to elect Sharan Kaur to the office of Vice President of the MVROP 
Governing Council. Member Kaur will serve in that office for the remainder of the school year 
through December of 2018. 
 
Member Thomas made a motion to elect Larry Sweeney, Fremont Unified School District, to serve 
as Clerk of the MVROP Governing Council. Member Kaur made a second to the motion.  
Members voted 3-0 to elect Larry Sweeney as Clerk of the MVROP Governing Council. Member 
Sweeney will serve in that office for the remainder of the school year through December of 2018. 
 
Newly elected MVROP Board President, Nancy Thomas, ran the remainder of the Governing 
Council meeting. 
 
Approval of Agenda: 
 
Member Sweeney made a motion to approve all items on the January agenda. Member Kaur made 
a second to approve the motion. Members voted 3-0 to approve all items on the January agenda.   
 
Communication: 
 
a.      Items from Staff: 
        Superintendent Hanson shared:  

• MVROP has been reaching out to valued business leaders in the area for support 
with ongoing costs for the PLTW pathway. MVROP received a $30,000 grant 
from Lam Research. MVROP recently met with Fremont Bank about potential 
grant opportunities for the PLTW program pathway. Cargill has also been 
approached. 



MVROP Governing Council 
January 19, 2018 Meeting Minutes 

• MVROP has conducted Board of Education Meeting presentations for two 
MVROP JPA Districts; New Haven and Newark Unified School Districts. A 
pending presentation date with FUSD should be solidified soon.  

• A productive facilities meeting with JLHS took place regarding the Culinary Arts 
program classroom. A district-approved architect was present. The current and  
adjacent classroom have been designated for the project.  

• The IHS Culinary Arts program instructor may be retiring at the conclusion of 
this school year. MVROP has plans to upgrade the existing classroom and support 
the replacement instructor.  

• The MVROP spray booth is functioning smoothly and being utilized by our Auto 
Body Painting and Refinishing instructor. A final punch list meeting will be held 
on January 20th. MVROP plans to hold a ribbon cutting ceremony to 
commemorate the project’s completion.  

• MVROP will continue to meet with all high school principals over the next two 
weeks. The discussions are centered on program offerings and supporting CTE on 
their campuses.  

• MVROP will host its annual Educators’ Brunch on February 1st at 8 a.m. 
• MVROP will host a CTE Program Showcase at the Center Campus on February   
   22nd from 6:30 to 8 p.m. 
• MVROP will host an ELAC meeting for Newark parents on the evening of  
   February 7th 
• The regional Technical Assistance providers of the CTEIG grant will hold their 

workshop at the MVROP Center Campus on January 30th.  
• FUSE Fellow, Parker Thomas, will be holding a brainstorming meeting at the 

MVROP Center Campus on February 2nd. The purpose of the meeting is to create 
an educational pipeline to manufacturing for students.  

 
b. Oral Communication: 

MVROP Superintendent Hanson presented the MVROP Legislative Update to the   
Governing Council.  
 

c. Written Communication: 
MVROP PR Administrator, Allison Aldinger, shared the following items with the 
Governing Council: 
 ● MVROP Winter 2017 Reflections Newsletter, December 19, 2017 

 
d. Items from the Board: 

Member Thomas acknowledged MVROP for sharing the recent MVROP Reflections 
Newsletter. She also thanked MVROP Superintendent Hanson for the recent presentation at 
the NUSD Board of Education meeting.  
  

d.         Public Comment: 
            None   
 
Consent Calendar: 
 
Member Thomas pulled C&I #1 for discussion.  
 



MVROP Governing Council 
January 19, 2018 Meeting Minutes 

Member Sweeney made a motion to approve all items in the Consent Calendar, excluding C&I #1. 
Member Kaur made a second to approve the motion. Members voted 3-0 to approve all items in 
the Consent Calendar, excluding C&I #1. 
 
Member Kaur made a motion to approve C&I #1. Member Sweeney made a second to approve the 
motion. Members voted 3-0 to approve C&I #1.   
 
Business and Finance #1                              Review and Accept Audit Report from  
          Vavrinek, Trine, Day & Co. for the  
          Fiscal Year 2016/2017 
           
An auditor from Vavrinek, Trine, Day & Co. presented her findings from the Final Audit Report for 
the Fiscal Year 2016/2017 for Mission Valley ROP. 
 
Member Kaur made a motion to approve Business and Finance #1, Review and Approve Audit 
Report from Vavrinek, Trine, Day & Co. for the Fiscal Year 2016/2017. Member Sweeney made a 
second to approve the motion. Members voted 3-0 to approve Business and Finance #1, Review 
and Approve Audit Report from Vavrinek, Trine, Day & Co. for the Fiscal Year 2016/2017. 
 
 
Business and Finance #2                              Review MVROP Fiscal Update  
 
MVROP Business Services Director, Joyce Veasley, reviewed Business and Finance Item #2 and 
answered subsequent Board inquiries regarding the item. 
 
This item is information only. 
 
Business and Finance #3                              Review CTEIG Financial Update 
 
MVROP Business Services Director, Joyce Veasley, reviewed Business and Finance Item #3 and 
answered subsequent Board inquiries regarding the item. 
 
This item is information only. 
 
 
Board Requests:  
Member Thomas requested the Governing Council be more involved in the audit process. This 
would include the options of having a meeting or interview call with the auditor, an audit plan, and 
a year-end Governing Council communication letter.    
 
Member Kaur requested to have an update on the student presentation at the California State 
PLTW Conference.  
 
The meeting was adjourned at 5:23 p.m. 
 
 
 
_________________________________ 
Nancy Thomas, President 



MVROP Governing Council 
January 19, 2018 Meeting Minutes 

 
_________________________________ 
Sharan Kaur, Vice President 
 
_________________________________ 
Larry Sweeney, Clerk 



Business and Finance













         Information 
   X   Action 

   Presentation 

MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM 
BOARD OF EDUCATION 

AGENDA ITEM 

B&F #3 

DATE OF BOARD MEETING: February 15, 2018 

TITLE: Approve Audit Agreement with Vavrinek, Trine, Day & 
Company, LLP to provide financial audit services for 
year ending June 30, 2018 

Background: 

Education Code Section 41020 requires all school district governing boards to provide for an 
audit of the books and accounts of the district. 

Current Status: 

Vavrinek, Trine, Day & Co., LLP was selected to perform the financial audits for the year ending 
June 30, 2018. The annual fee will not exceed $16,800.  

Recommendation: 

Approve audit agreement with Vavrinek, Trine, Day & Co., LLP to provide financial audit services 
as of and for the year ending June 30, 2018. 

Joyce Veasley Business Services Thomas Hanson 
Staff Contact Department Superintendent 



















Employment & Personnel



MISSION VALLEY REGIONAL OCCUPATIONAL CENTER/PROGRAM 
GOVERNING COUNCIL 

 
AGENDA ITEM 

          __________ Information 
 
Date:  February 15, 2018             X            Action 
 
Title: REPORT OF CLASSIFIED PERSONNEL ACTIONS 
 
______________________________________________________________________________ 
 
Background: 

 
The Governing Council has delegated authority to the ROP staff to take certain actions on 
its behalf related to Classified Personnel activities such as appointments, changes of 
status, resignations, requests for leaves, and retirements. 
 
ROP staff are authorized to take personnel actions in the interest of operational necessity.  
Following those actions, staff reports to the Governing Council and recommends they 
approve prior actions. 
 
 
 
 

 
Current Status: 
 

A report of Classified Personnel actions is submitted, recommending approval of prior 
actions taken by ROP staff. 
 
 
 
 

 
Recommendation: 
 

Approve Classified Personnel recommendations for:  Resignation.  
 
 
 
 
 
 
Joyce Veasley  ROP Center  Administration   Thomas Hanson 
Staff Contact   Location     Division        Superintendent 
     
 

ECL 1  



CONSENT ITEMS 
MISSION VALLEY ROP 

 
Classified Personnel 

 
 

Resignation 
 

NAME POSITION HOURS SUPERVISOR EFFECTIVE 
DATE 

OTHER 

Monica Suddarth Accounting Technician 8 hrs/day Joyce Veasley 2/1/18  
 
 
 
(con3Feb17.18) 
 
 
 



End of Consent



Business and Finance



    

        Business and Finance #1



   X Information 
  Action 
  Presentation 

 
MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM 

BOARD OF EDUCATION 
 

AGENDA ITEM 
Business & Finance #1 

DATE OF BOARD MEETING: February 15, 2018 

TITLE: Review MVROP Fiscal Update 
 

Background: 
The Governor’s 2018-19 budget proposal was released in January and there are aspects that could 
impact both MVROP and JPA member districts. MVROP is continuing to work on program 
improvements and major projects as well as considering new projects made possible by CTEIG 
funding. 

 
Current Status: 
MVROP JPA member districts will continue to fund MVROP at the current level through June 30, 
2019. Funding commitments have not been established for the 2019-20 school year. MVROP will 
initiate discussions next fall with JPA districts in order to address plans for 2019-20 funding. 

 
MVROP has received installments of CTEIG funds for 2015-16, and 2016-17. Included in the 
installments was an increase to the award due to the reallocation of funds from California Department 
of Education (CDE) in the 2015-16 year. MVROP submitted both required reports this past fall for 
year 2 of the CTE Incentive Grant on financial activity and indicators of high quality CTE.  Mission 
Valley is currently in the third year of funding. 
 
The following are the highlights from the 2018-19 Proposed Budget: 

• Despite revenue volatility and fiscal concerns in 2017-18, economic forecast for continued 
strong revenue growth in 2018-19 and out-years 

• Among states, California ranks 45th in the percentage of taxable income spent on education 
• California ranks 41st in per-pupil spending 
• California schools serve the largest percentage of English learner students (22.7%), and a 

high percentage of low-income students (58.6% free/reduced lunch eligible) 
 

Career Technical Education 
• $200 million to expand Strong Workforce program to K-12 local education agencies 

o Funds appropriated to Community College Chancellor 
o May blend elements of CTE Incentive Grant 

• $12 million to fund local industry experts to provide technical assistance to K-12 CTE 
programs 

 



 
CalSTRS & CalPERS: Employer Contribution Rates 

Fiscal Year CalSTRS CalPERS 

Current Year 14.43 15.531 

2018–19 16.28 17.7* 

2019–20 18.13 20.0* 

2020–21 19.10 22.7* 

2021–22 18.10* 23.7* 

2022–23 18.10* 24.3* 

2023–24 18.10* 24.8* 

2024–25 18.10* 25.1* 

* Projected 

 
What’s Next 

• January through May:  
o Budget subcommittees review 
o LAO issues detailed review of Governor’s plan – expect support for spending 

restraint and slightly higher revenue forecast 
• May Revision 
• On-time budget by June 15 
• Budget Perspectives Workshops in May & July 

 
The Auto Spray Booth is now being used here at the center.  The next major project is the Culinary 
Classroom at Logan High School, NHUSD. MVROP is waiting for a follow-up meeting with District 
and School site administrators, a consultant, and the architect to frame a vision for the room. 
 
Recommendation: 
None 
 
 
 
 
 
 
Joyce Veasley Business Services Thomas Hanson 
Staff Contact Division Superintendent 
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                          X    Information  
                      Action  
                    ______Presentation    
  

MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM  
BOARD OF EDUCATION  

  
AGENDA ITEM  

Business & Finance #2 
 

DATE OF BOARD MEETING: February 15, 2018  
  
TITLE:       Review CTEIG Financial Update  
 
Background:  
The California Career Technical Education Incentive Grant (CTEIG) program was established as a state 
education, economic, and workforce development initiative with the goal of providing pupils in 
kindergarten through grade twelve, inclusive, with the knowledge and skills necessary to transition to 
employment and postsecondary education. The purpose of this program is to encourage the development 
of new career technical education (CTE) programs and enhance and maintain current CTE programs during 
implementation of the school district and charter school local control funding formula (LCFF) pursuant to 
California Education Code (EC) Section 42238.02.  As the fiscal agent of the JPA representing the Fremont, 
New Haven, and Newark, Unified School Districts, MVROP received an initial grant award of $7,312,595 
Million to be expended over a three-year period, ending in 2017-18 with the opportunity to fully expend 
funds by the end of 2018-19.  Matching funds required by the grant will be provided by JPA pass through 
funds, currently at maintenance of effort levels through 2017-18.  
  
Current status:  
In addition to the original CTEIG allocation, MVROP in 2016-17 received an additional $851,630 due to 
the reallocation of total grant funds that were not disbursed.  The deadline for spending all CTEIG was 
extended through a fourth year.  The total amount of the grant for MVROP has increased to $4,248,866. 
The CTEIG award for 2017-18 is $3,063,729. The following is a summary of revenue and expenditures 
through 01/31/2018:  
   
2015-16 Expenditures           $   856,000   
2016-17 Expenditures                1,878,644   
2017-18 Expenditures to date (01/31/2018)       2,541,183   
Total Expenditures:                                $ 5,275,827  
  
Revenue from CTEIG          $ 4,248,866 
2017-18 Projected             3,063,729 
Total Revenue           $ 7,312,595  
  
Revenue from CTEIG                  $ 7,312,595  
less 2015-16, 2016-17, and 2017-18 expenditures     5,275,827  
Balance:                       $ 2,036,768  
  
Recommendation:  
None  
   
Joyce Veasley   Business Services   Thomas Hanson  
Staff Contact   Division    Superintendent  



CTEIG Target
Expenditures by District
(includes allocated costs)

Expenditure Targets
Total Grant $7,312,595 

Targets (Includes Center Allocations)
% Amount

Fremont 65% $4,753,187 
Newark 15% $1,096,889 
New Haven 20% $1,462,519 



Board 
Approval

Budget 
Approval

Auto Spray Booth-Center 1,182,563.00        2016-17 2016-17
Auto Trainer System-NHUSD, FUSD, Center 32,829.00             6/1/2017 6/15/2017
Culinary-AHS FUSD 70,000.00             6/1/2017 6/15/2017
Culinary-KHS FUSD 65,000.00             6/1/2017 6/15/2017
Culinary-WHS-FUSD 60,000.00             6/1/2017 6/15/2017

Total CTEIG Completed Projects 1,410,392.00$      

Engineering Ergonomic Upgrade 45,000.00             6/1/2017 6/15/2017
Business and Prof Ergonomic Upgrade-NUSD 55,000.00             10/9/2017 10/19/2017
Sports Therapy Double Door-Center 35,000.00             10/9/2017 10/19/2017

Total CTEIG in Progress Projects 135,000.00$         

Portable-Public Safety-Center 250,000.00           10/9/2017 10/19/2017
K-1 Conversion-Center 450,000.00           10/9/2017 10/19/2017
Culinary Arts Classroom technology upgrade-NHUSD 255,000.00           Pending Pending
Culinary Arts Classroom technology upgrade-NHUSD 40,000.00             6/1/2017 6/15/2017

Total CTEIG Future Consideration Projects 995,000.00$         

Total Major Projects 2,540,392.00$   

2017-18

Status:  Future Consideration

Status:  Completed

Status:  In Progress

Major Projects By Program



January  2018 

Page 1 of 2

District Location
Estimated 

Cost Status/Description
Approved Date Projected 

Completion

MVROP ROP Center 16,000$        
Not Started - Backup Battery Replacements for switches 
and servers 17-18 Budget 2017-18

MVROP ROP Center 1,500            Not Started - New switch for Backup services 17-18 Budget 2017-18

MVROP ROP Center 13,000          
Not Started - K1 Networking Equipment and Fiber 
Installation Project 17-18 Budget 2017-18

MVROP ROP Center 3,000            
Not Started - Secondary Firewall for redundancy, 
failover and emergency backup of main internet line 17-18 Budget 2017-18

MVROP ROP Center 1,000            
In Progress - Website training for newly designed 
website and continued learning 17-18 Budget 2017-18

MVROP ROP Center/ Room 101 45,000          In Progress - Replace computers in Room 101 17-18 Budget 2017-18

NUSD Newark Memorial - Jonathan Sabangan 50,000          
Not Started - Replace computers in Room 301 with touch 
screen desktops 17-18 Budget 2017-18

MVROP ROP Center/ Room 401 45,000          
Not Started - Replace computers in Room 401 with 30 
new desktops. 17-18 Budget 2017-18

FUSD Irvington High School - Hector Albizo 49,000          
Completed - Replace computers in computer lab with 36 
Dell All-in-One Desktops 17-18 Budget 2017-18

MVROP ROP Center - Teacher/Admin Upgrade 15,000          
In Progress - Replace 15 teacher and staff computers 
with Dell All-in One Desktops 17-18 Budget 2017-18

MVROP ROP Center 24,000          

In Progress - Wireless site survey and replacement of 
existing wireless access points in order to support more 
wireless devices in classrooms 17-18 Budget 2017-18

ROP Center Student Services 5,000            
In Progress - Replace 9-10 year old Student Services PCs 
with updated PCs

16-17 Budget 
Carryover 2016-17

ROP Center MVROP Technology 75,000          Not Started - Telephone system upgrade 17-18 Budget 2017-18

FUSD Irvington Internet Engineering 59,876          

Not Started - Fiber optic cabling which is essential 
component of network infrastructure, intended to bolster 
the program network support, data management, and 
cyber security. CCNA router bundles are upgrades from 
the older models are more in line and support by Cisco 
Networking Academy program 17-18 Budget 2017-18

FUSD ROP/Irvington Animation/Game Design 85,200          

Not Started - Upgrade to Cintiq 22" HD monitors, 
GeForce 1080 graphics cards upgrade to industry 
standard 17-18 Budget 2017-18



January  2018 

Page 2 of 2

District Location
Estimated 

Cost Status/Description Approved Date
Projected 

Completion

NHUSD James Logan Digital Photo/2D Animation 11,000          Completed - Upgrade old iMacs with 6 new iMacs
16-17 Budget 

Carryover 2017-18

FUSD Mission Digital Imaging & Photography 19,171          

Not Started - 5 - Dell OptiPlex 7040 mini tower desktop 
computer will improved processing capability, high-pixel 
images, and provide accurate color rendition. MacBook 
Pro Laptop for studio capture. 17-18 Budget 2017-18

Total 517,747$      



Board of Education
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   X   Information 
   X   Action 

 
 

MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM 
BOARD OF EDUCATION 

 
AGENDA ITEM 

Board of Education #1 
 

DATE OF BOARD MEETING: February 15, 2018 
 
TITLE: Review and Approve Revised Job Description for Senior 

Accounting Technician Classified Clerical Position  
 
Background: 
 
With the resignation of the Accounting Technician came the opportunity to realign the position to 
reflect actual duties. 
 
 
Current Status: 
 
The work year for the Senior Accounting Technician will remain the same, 261 days per year. The 
Classified Clerical Salary Schedule Step remains 3. The range has been updated to reflect the 
current range of $23.56 - $27.88 per hour. 
 
 
Recommendation: 
 
Staff recommends approving the revised Senior Accounting Technician job description. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Joyce Veasley    Business Services   Thomas Hanson  
Staff Contact    Division    Superintendent  

















Board of Education #2



   X   Information 
   X   Action 

 
 

MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM 
BOARD OF EDUCATION 

 
AGENDA ITEM 

Board of Education #2 
 

DATE OF BOARD MEETING: February 15, 2018 
 
TITLE: Review and Approve Revised Job Description for 

Grants Coordinator/Administrative Assistant Classified 
Clerical Position  

 
Background: 
 
With the resignation of the Accounting Technician came the opportunity to align duties to this 
position that were more administrative.  
 
 
Current Status: 
 
The work year for the Grants Coordinator/Administrative Assistant will remain the same, 261 days 
per year. The Classified Clerical Salary Schedule Step remains 4. The range has been updated to 
reflect the current range of $26.35 - $31.43 per hour. 
 
 
Recommendation: 
 
Staff recommends approving the revised Grants Coordinator/Administrative Assistant job 
description. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Joyce Veasley    Business Services   Thomas Hanson  
Staff Contact    Division    Superintendent  













   

     Board of Education #3



   X   Information 
   X   Action 

 
 

MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM 
BOARD OF EDUCATION 

 
AGENDA ITEM 

Board of Education #3 
 

DATE OF BOARD MEETING: February 15, 2018 
 
TITLE: Review and Approve Revised Job Description for 

Accounting Technician Classified Clerical Position  
 
Background: 
 
With the resignation of the Accounting Technician came the opportunity to shift administrative 
duties to the Grants Coordinator/Administrative Assistant position. 
 
 
Current Status: 
 
The work year for the Accounting Technician would be 231 days per year. The Classified Clerical 
Salary Schedule Step remains 2. The range has been updated to reflect the current range of $21.49 
- $25.59 per hour. 
 
Interviews for this position will be held in February 2018.  
 
 
Recommendation: 
 
Staff recommends approving the revised Accounting Technician job description. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Joyce Veasley    Business Services   Thomas Hanson  
Staff Contact    Division    Superintendent  

















   

     Board of Education #4



   X   Information 
   X   Action 

 
 

MISSION VALLEY REGIONAL OCCUPATIONAL PROGRAM 
BOARD OF EDUCATION 

 
AGENDA ITEM 

Board of Education #4 
 

DATE OF BOARD MEETING: February 15, 2018 
 
TITLE: Review and Approve Revised Job Description for 

Personnel Technician Classified Clerical Position  
 
Background: 
 
Job descriptions are periodically revised to reflect actual duties. The Personnel Technician job 
description was last revised June 6, 2012.  
 
 
Current Status: 
 
The work year for the Personnel Technician will remain the same, 261 days per year. The 
Classified Clerical Salary Schedule Step remains 3. The range has been updated to reflect the 
current range of $23.56 - $27.88 per hour. 
 
 
Recommendation: 
 
Staff recommends approving the revised Personnel Technician job description. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Joyce Veasley    Business Services   Thomas Hanson  
Staff Contact    Division    Superintendent  



Mission Valley ROP 
Classified Job Description 

Clerical 
 

  Pending Board Approval (jv 2/8/18) 

PERSONNEL TECHNICIAN 
 
DEFINITION 
Under general supervision of the Director of the Business Services, schedules interviews for prospective 
Mission Valley ROP employees; processes employment documents for all new hires; verifies teachers/ 
administrators credentials; assists in providing orientation to all new hires; maintains personnel and program 
records; and performs related duties as required. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Prepares and processes advertisements and position vacancy announcements for distribution/posting. 
• Schedules interviews for prospective employees and arranges for interview panels.  
• Maintains records of perspective applicants and their qualifications; reviews documents to identify 

qualified candidates for vacancies. 
• Processes all paperwork for new employees. Checks employment documents for accuracy, 

acceptability and completeness.  
• Explains salary and fringe benefits, and the rights and responsibilities of employment with MVROP. 
• Assists in providing orientation to new employees. 
• Processes credential applications and waivers; maintains credential files, notifying teachers regarding 

renewal requirements. 
• Prepares personnel related agenda items for ROP Governing Council. 
• Maintains staff attendance records and ensures that leave forms are completed and processed 
• Processes certificated and classified timecards; audits leave reports from the district. 
• Prepares open enrollment information; processes employee enrollment in medical and dental plans; 

acts as liaison with insurance carriers. 
• Responds to requests for verification of employment. 
• Arrange substitutes for teacher absences. 
• Audits medical and dental billing and prepares invoices for payment; processes on-line payment for 

monthly medical invoice; receives retiree payments for health benefits.  
• Audits monthly payroll 
• Orders and receives Office Depot supplies, codes invoices, and prepares expenditure transfers. 
• Assists with audit process. 
• Prepares a variety of reports, memos, forms, letters, contracts and other documents. 
• Performs a variety of general office duties including composing and preparing correspondence. 
• Inputs and updates data to maintain a variety of records. 
• Maintains files both on database and in hard copy. 
• Other duties as assigned. 

 
QUALIFICATIONS 
Education: 

• Equivalent to completion of high school with an emphasis on business training. 
 
Experience: 

• Two years of increasingly responsible related general clerical experience. 
 
 
 
 



P a g e  | 2 
Job Description 

Personnel Technician 
 

  Pending Board Approval (jv 2/8/18) 

Knowledge of: 
• Processes required to employ new staff, both classified and certificated. Electronic records 

management. 
• Personal computers. 
• A variety of software programs and their uses. 

 
Skills: 

• Operate a personal computer utilizing a variety of software. Use a keyboard with speed and 
accuracy. 

• Operate a variety of office equipment. 
 
Ability to: 

• Read and comprehend rules, regulations and complex technical documents.  
• Use and manipulate a variety of electronic office equipment and software.  
• Communicate effectively, both orally and in writing. 
• Relate to persons of many differing ethnic, cultural, and socioeconomic backgrounds.  
• Perform arithmetical computations with speed and accuracy. 
• Organize and maintain complex data and records. 
• Deal with people with patience, confidentiality, tact and empathy. 
• Work with constant interruptions. 

 
Physical Requirements: 

• Performs work which is primarily in an office and warehouse setting. 
• Requires mobility of arms to reach and dexterity of hands to grasp and manipulate small objects 

(keyboard, telephone, and common office machines). 
• Requires vision (which may be corrected) to read small print. 
• May require working at a computer screen for prolonged periods. 
• Requires the mobility to stand, stoop, reach, and bend. 
• Requires lifting, pushing and/or pulling office supplies, mail and packages which do not exceed  

30 pounds. 
 
LICENSES AND CERTIFICATES 
Possession of a California Driver’s License and an acceptable driving record is an on-going requirement. 
 
OTHER CONDITIONS OF EMPLOYMENT: 
In accordance with California law and the Education Code, position incumbents must maintain a conviction 
free Department of Justice background record, which is relevant to the position. 
 
SALARY SCHEDULE 
Classified Clerical 
 
SALARY RANGE 
Step 3:  $23.56 - $27.88/per hour 
 
WORK HOURS/WORK YEAR 
8 hours per day 
12 months per year 
261 work days per year including 15 paid holidays and 13 paid vacation days 
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BENEFITS 
Retirement: California Public Employees Retirement System (PERS) (amount varies)   
Medical:         100% paid by employee less employer contribution for those enrolled in MVROP plans 
Dental:  100% paid by employer for full time employees (Employer pays for employee only; 

Dependents may be added at employee’s expense) 
Vision:  100% paid by employee  
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