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Friendly Unit Modification MOU June 25, 2013 2:00 p.m.

MEMORANDUM OF UNDERSTANDING
“FRIENDLY” UNIT MODIFICATION

BETWEEN

PALO VERDE COMMUNITY COLLEGE DISTRICT
AND

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION AND ITS CHAPTER 180

Pursuant to negotiations between the Palo Verde Community College District (“District”) and
the California School Employees Association and its Chapter 180 (“CSEA”™) (collectively
“Parties”) the following CSEA proposal is in regards to a proposed unit modification of an
existing classified position “Student Activities/CalWorks Coordinator.” As a result of the Parties
negotiations over both the decision and the effects associated with the District’s proposed
transfer of some classified work outside the bargaining unit previously associated with the
“Student Activities/CalWorks Coordinator.” CSEA and the District have agreed to the following
considerations:

A. NEW STUDENT ACTIVITIES/CALWORKS COORDINATOR

1.

The Parties agree that as of July 1, 2013, only those relevant management duties
within the classified unit bargaining position “Student Activities/CalWorks
Coordinator” shall be transferred out of the classified bargaining unit into a new
management job description called “Student Development and Civic Center/Events
Manager” (Management salary schedule Range 3) as enclosed herein to this MOU as
Attachment A.

The current occupant of the classified position “Student Activities/CalWorks
Coordinator” shall immediately become the current occupant of the new management
position “Student Development and Civic Center/Events Manager.”

The “Student Activities/CalWorks Coordinator” classification within the classified
service shall not be deleted but shall continue to exist as classifications in the Master
Salary Schedule as enumerated in the Parties’ current Collective Bargaining
Agreement (“CBA”).

This Memorandum of Understanding (MOU) is effective beginning July 9, 2013,

pending approval by the PVCCD Board of Trustees, and CSEA and its Chapter 180
membership at Palo Verde College.

Agreed to this 25" day of June, 2013 at Blythe, California.

For Palo Verde College For CSEA Chapter 180

Denise Whittaker, Interim Superintendent/Pres. Rich Soto, President
Palo Verde Community College CSEA Chapter 180
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PALO VERDE COMMUNITY COLLEGE DISTRICT

Student Development and Civic Center/Events Manager

GENERAL DESCRIPTION

Reporting to the Chief Student Services administrator, the Student Development and Civic Center/Events
Manager is responsible for leadership and oversight of student activities and student government, Civic
Center rentals, major event management, CalWORKS, and outreach and recruitment. Responsible for
budget development and managing area budgets efficiently. Adheres to Board policies and procedures.
Hires, supervises, trains, and evaluates support staff for events and student workers. Develops and assists
with maintaining positive public and community relations and serves as a liaison between the community, K-12 and
Palo Verde College in all areas of responsibility.

NATURE OF THE POSITION

Student Activities and Student Government

Serves as the manager responsible for student activities, student government, and student life at Palo Verde
College.

Provides leadership, direction, and supervision for student activities and services including developing,
organizing and advising various clubs, cultural, educational and social programs for a diverse student
population, staff and community members.

Provides leadership, direction, and supervision as the advisor to student government; assists ASG boards
with developing and organizing activities, services and promotion of events; attend ASG meetings;
coordinates travel arrangements and accompanies ASG officers for student conferences; and oversees the
Associated Student Government (ASG) scholarship process;

Supervises and coordinates the student election process; screen potential candidates; provide paperwork
necessary for application for student leadership.

Identifies and selects qualified student representatives and encourage greater student participation in shared
governance.

Provides leadership, direction, and supervision for club activities including monitoring budgets assuring
proper administrative approval for club expenditures; recruiting faculty advisors for clubs; provides
orientation for new advisors and club officers.

Develops, organizes, coordinates and oversees major extra-curricular and co-curricular cultural, educational
and social programs for students, staff and the community.

Develops and promotes multicultural awareness and assist with diversity awareness events.

Supervises and ensures that necessary paperwork, and

Gathers and disseminates information pertaining to public information and promotional events, programs
and classes at Palo Verde College.

Serves as the liaison for student and college events between the college and local news media and assists
with campus publications.

Assists in the coordination of student services programs and activities including new student orientation,
welcome week and other activities; collaborate with other campus personnel regarding special activities
and services; present an overview of campus activities to various off-campus offices as necessary.
Coordinates and oversees various major campus-hosted events such as Commencement

Develops Student Handbook with coordination of all departments.

Develops an advertisement/marketing plan and implement for the campus.

Responsible for the over-site of the Student Activities Center and staffing with student workers.
Coordinates and administer student ASG/ID program.

Perform related duties as assigned.
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Civic Center and Events:

Manages and oversees all Civic Center rental contracts and serves as the primary contact in determining
Civic Center rental approvals and associated fees.

Oversees Civic Center events and all major events held on campus.

Maintains up-to-date records of all Civic Center Events.

Coordinates and oversees events with outside vendors from (contact to completion).

Develops and maintains current records for facility rentals / Civic Center, and all campus facilities,
including rental agreements and contracts.

Schedules facility use for all outside facility requests (not including instructional classes or events) and
coordinates the calendaring of events with appropriate staff.

Coordinates facility requests and work orders with Maintenance and Operations.

Coordinates with I'T any special requests for equipment per event.

Coordinates staffing needs for approved Civic Center agreements and internal special events.

Submits waivers to the Superintendent/President for approval by the Board of Trustees as identified.
Provides Civic Center contract information and fee determinations to the CBO for proper billing and
insurance compliance.

Assists with the coordination of advertisement for any major events held on campus.

Responsible for the Civic Center Calendar of Events.

Evaluates and makes recommendations to Civic Center Rental policy and procedures as necessary.

CalWORKS
This portion of the position is funded with categorical funds and is contingent upon continued CalWORKS funding.

Serves as the manager responsible for the development, planning, and implementation of the CalWORKS
program,

Maintains compliance with CalWORKS requirements and guidelines.

Manages the CalWORKS budget and provides accountability for program expenditures.

Qualifies students for CalWORKS funding.

Conducts job development and placement for students in the CalWORKS program.

Develops employability plans for CalWORKS recipients.

Identifies and monitors clients and interface with off-campus agencies and on-campus programs and
services.

Conducts on-site visits at companies in the area to develop career opportunities and/or internships for
students: full-time, part-time, and work study and to provide information about the college programs.
Confers with faculty to screen and refer qualified students for employment.

Represents Palo Verde College at job fairs and when meeting with employers, community groups and other
interested agencies in support of CalWORKS efforts.

Maintains relationships with community and other support program services both on and off campus, and
refer students to appropriate services.

Assists job applicants to enroll in job readiness skills courses.

Collaborates with Child Development Center Staff to facilitate the child care needs and parental
choice/voucher assistance program for CalWORKSs recipients.

Assists in developing a working relationship with community agencies that provide assistance for child
care and with child care providers that serve low income families.

Maintains records and assist with the monitoring and follow-up of students.

Serves on various college and advisory committees.

Collaborates with the EOPS/CARE program and Financial Aid in the provision of appropriate services to
students.

Maintains currency with the guidelines and regulations of the grant, and work within those guidelines and
regulations. Familiar with MIS, Galaxy, and SSARCC for reporting.

Maintains up-to-date reports and budgets for both CalWORKSs and TNF consistent with the grant
requirements and/or the State Chancellor’s Office requirements.
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QOutreach and Recruitment

Serves as the manager responsible for the development, planning, and implementation of the college’s
strategic outreach and recruitment efforts, building relationships and partnerships that support the college’s
strategic goal of attracting and retaining a diverse student population, provide community information and
educational outreach programs, and serve as a community liaison to establish effective relationships on
behalf of the college, overseeing all high school relations, and improving the college’s community
visibility; develops and implement recruitment strategies that promote the college to prospective
students with a focus on underserved populations.

Plans, develops, implements and evaluates recruitment campaigns (including events, public
relations and materials) to raise visibility of the college.

Researches, develops, plans, and coordinates activities of community outreach programs.
Provides assistance in needs assessments and analysis to identify community outreach needs.
Coordinates the facilitation and hosting of individual and large group tours on campus.

Provides leadership in the development of a variety of publicity brochures and flyers; participates in the
development of marketing strategies to promote campus activities and services.

Communicates with internal campus organizations and services regarding assistance with meetings,
programs or events.

Attends community meetings and serve on committees appropriate to the job function and scope.

MINIMUM QUALIFICATIONS:

1. Bachelor’s degree (Master’s degree preferred).

2. Demonstrated and effective leadership and management skills.

3. Exceptional interpersonal, oral and written communication skills.

4. Demonstrated computer skills in database management, Excel and Word, and the ability to learn
other computer programs.

5. Physical ability to work effectively in an environment which is typical of this position.

6. Ability to work confidentially with student information.

7. Ability to show clear evidence of sensitivity to, and understanding of the diverse academic,
socioeconomic, cultural, disability and ethnic backgrounds of community college students.

8. Ability to operate a variety of equipment including computers, banner maker, public address system, video
recorder and other equipment as assigned.

9. Possession of a valid driver’s license.

CLASSIFICATIONS

Classified Management/Confidential, Row 3

LENGTH OF CONTRACT

Full-time: 40 hours per week — 12 months. Flexible schedule due to evening and weekend supervision of

events.

POSITION STATUS/BENEFITS

Fringe benefit package is provided consistent with Classified Management/Confidential provisions.
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MEMORANDUM OF UNDERSTANDING
2013-14 COLLEGE CLOSURES

PALO VERDE COMMUNITY COLLEGE DISTRICT AND

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION, PALO VERDE COLLEGE CHAPTER 180

This Memorandum of Understanding between the Palo Verde Community College District
(“District”) and the California School Employees Association and its Palo Verde College Chapter
180 (*Association”) (collectively “Parties”) is entered into with respect to the following:

Whereas, all classified employees are afforded holidays on Tuesday, December 24, 2013, and
Thursday, January 2, 2014; and

Whereas, the District’s Spring Break for faculty and students begins on Friday, March 14, 2014
and ends Friday, March 21;

Whereas, there are currently three (3) working days for classified employees during this period:
Thursday and Friday, March 20 and 21, 2014; and

Whereas, it is anticipated that nearly all employees will request days off as vacation to extend
their winter and spring breaks, resulting in the College being unable to provide full services:

Therefore, the Parties have reached agreement on the following items:

1.

The Parties agree that the entire District will be closed on Monday, December 23, 2013
and Friday, January 3, 2014; and Monday, Tuesday, and Wednesday, March 17, 18, and
19, 2014 during winter and spring break whereby all employees shall take accrued
vacation, accrued comp time, or personal necessity days. For purposes of calculation,
these days shall be considered as eight-hour work days regardless of the employee’s 4/10
or 9/80 flexible work schedule.

2. The Parties further agree that no classified employee shall be placed in unpaid status or
otherwise “docked” pay for failure to have accrued vacation, comp time, or PN time
available (or floating holiday time if negotiated subsequent to this agreement).

3. Exceptions for certain classified employees may be needed in order to maintain basic
staffing levels during Winter Break, with such exceptions justified and approved by the
immediate supervisor and the Superintendent/President or designee, with notification to
CSEA as to who is approved to work on the designated days listed.

4. This MOU shall not be considered precedential, nor shall it create any binding practice
beyond the 2013-14 fiscal year.

5. This MOU is subject to review and ratification by the CSEA and its Chapter 180
Membership.

Agreed to this , pending Board of Trustees approval, at Blythe, California.

FOR THE DISTRICT FOR THE ASSOCIATION

Denise Whittaker, Interim Superintendent/President  Rich Soto, President, CSEA Chapter 180 at PVCCD





REFERENCE: C - 87






MEMORANDUM OF UNDERSTANDING

PALO VERDE COMMUNITY COLLEGE DISTRICT AND CSEA, CHAPTER 180

Classified Employees Working Out-of-Class to Teach

Classified Employee (Gamez) Working Out-of-Class/Temporary 1-Year Voluntary Assignment to
meet Unmet ESL Instructional Needs and the 50% Law Compliance for Summer and Fall 2013

For the Summer and Fall, 2013 to meet unmet ESL instructional needs and to be in compliance
with the 50% Law, it may be necessary to work a qualified classified employee, “out-of-class”
through a voluntary or involuntary transfer as a full-time, 86-87 days (pro-rated from 177 days
per year as needed), temporary, non-tenure track teaching faculty member. [NOTE: Classified
employees currently have the opportunity to teach part time as adjunct in the credit or non-
credit program and are not included in this MOU.]

1. One-Year, Temporary, Full Time, Non-Tenure Track Assignment for the 2013-14
Academic Year
Itis understood that this assignment is only for the Summer and Fall 2013 semester
(June 10, 2013 - December 13, 2013) as a temporary, non-tenure track full time
assignment.  If the need is justified for a full time faculty position in the discipline or
area filled through the temporary transfer, a full search and competitive process will
occur for the permanent teaching position for which the classified employee may apply.

2. Work Year and Summer School

a.

The academic work year for a full time faculty member is 177 days, pro-rated by
semester, based on the 2013-14 academic calendar, beginning August 12, 2013
and ending December 13, 2013. Summer school occurs June 10 —August 1, 2013.

3. Qualifications: The full time classified employee, employee, must:

d.

b.

Meet the minimum qualifications or obtain Equivalency

Be able to teach the face-to-face, on-line, or correspondence education courses
as needed as determined by the Division Chair and the Vice President of
Instruction

Will be assigned for Fall 2013 as needed to meet ESL instructional unmet needs
and the 50% compliance.

4. Compensation as a Full Time Faculty Member:

a.

Placement on the certificated salary schedule based on the Article 2, Section 2 of
the CTA contract.

No Changes in Health Benefits because this is a temporary out-of-class
assignment and both CTA and CSEA have the same HSA options and the
enrollment period for each has passed.

Retirement: An employee who is already in PERS is permitted to maintain their
PERS retirement plan, even if teaching.





d.

During non-teaching periods of the year as previously specified, the classified
employee retains his/her current salary.

5. Evaluation
All employees assigned to full or part-time teaching in Fall 2013 under this plan will be
evaluated in accordance with the provisions of the CTA Contract.

6. Unit Membership and Conflict Resolution

4.

The classified member who is working out-of-class, working a partial year as a
classified employee, and returning to their full time classified position at the end
of this out-of-class assignment, retains their CSEA membership.

A classified employee working temporarily out-of-class in a non-tenure track,
full-time teaching position during the Summer and Fall 2013 semester (June 10 -
August 1 and August 12, 2012 - December 13, 2013) will assume all the rights
and privileges of a faculty member.

Should a complaint be filed or an issue occur involving the employee during the
academic year and be applicable to the teaching assignment, the issue will be
resolved relative to the CTA contract and academic teaching standards.

Should a complaint be filed or an issue occur involving the employee during the
non-academic year and be applicable to the employee’s regular classified
position, the issue will be resolved relative to the CSEA contract.

The classified employee is leaving the position of Admissions & Records
Technician Il and upon her return she will be place in any other open position
that is available at the time of her return.

7. Retreat Rights
The classified employee has full rights to assume his/her classified position upon
completion of the Fall 2013 semester academic year.

Signed:

District Representative:

CSEA Representatives:

Denise Whittaker Date

Rich Soto Date

Dale Wissman, CSEA Labor Representative Date
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MEMORANDUM OF UNDERSTANDING (MOU)
LAYOFF MITIGATION AND EFFECTS AGREEMENT
AND FINANCIAL AIDE REORGANIZATION

Between Palo Verde Community College District
and

California School Employees Associations and its Chapter 180

Pursuant to negotiations between the Palo Verde Community College District ("District”) and the
California School Employees Association and its Chapter 180, ("CSEA” or “Association”) the
following proposal is in regards to the approximately 5 layoffs, reductions, involuniary transfers,
involuntary demotions and/or potential bumping of classified bargaining unit members proposed
by the District.

A, GENERAL LAYOFF/REDUCTION EFFECTS PROVISIONS: What follows in this Section

"A" are the Parties’ general effects agreement, which is applicable to all of those who may
be impacted, negatively or otherwise, by the District's layoffs, reductions, involuntary
transfers, involuntary demotions, and/or bumping, if any, of classified bargaining unit
members.

b
H

Upon request. the District will provide a current Reemployment List for each
classification to CBEA

In the event the District seeks to fill any current or future vacancies, such vacancies
shall be filled in accordance Article 9, and in accordance with applicable Education
Code provisions, including but not limited to section 45298 as interpreted by the
appeliate couwrl in the decision of Tucker v. Grossmont, which provides prionty
consideration for the hiring of laid off classified employee for positions in which they
are qualified to serve in preference to oulside candidates. In addition, persons laid off
bacause of lack of work or lack of funds shall have the right to parlicipale in
promotional examinations with the District during the period of 39 months.

Layoff and/or reduction of classified bargaining unit members shall be conducted in
accordance with the applicable lawful provisions of Article 9 Layoff and
Reemployment of the CSEA/PVUSD coliective bargaining agreement, Education Code
and other relevant statute.

Any unit member subject to layoff, involuntary demotion, reductions and/or bumping
can apply and will be allowed to interview for any position for which they have
qualified. In addition, bargaining unit members who are laid off shall have first right of
refusal on all offers to substitute within their classification, and other related
classifications in which they are qualified to serve, before any other bargaining unit
member or outside non-bargaining unit employee receives such work.

Unit members” who are ultimately subject to layoff, if any, shall receive health and
welfare benefits paid by the District, without a payroll deduction for two (2) months,
following the last day of employment prior to the layoff or reduction, provided that such
employees where eligible and receiving health and welfare benefits from the District
prior to their layoff.






Bargaining unit members who are laid off, if any, shall be allowed to exhaust all paid
leaves, such as vacation, personal necessity, and comp. time, for the purpose of
seeking alternate employment.

Unit members who are laid off shall be afforded up to eight (8) hours paid time to
attend meetings with representatives from the Employment Development Department
(EDDj regarding unemployment benefits as scheduled by the District.  The District
agrees not to contest any unemployment claims filed by affected employees.

Unit members affected by layoff shall be offered first right of refusal for substitute work
in the District in all areas for which the employees are qualified to serve, in preference
to any outside applicants who may be offered such work, currently or in the future.

The district will maintain up-to-date records of offers and responses relating to the
above regular, substitute, and additional work offers, and monthly report of all workers
performing classified work, whether in the bargaining unit or substitute, temporary or
the like, shall be given to CSEA for the next 12 months and thereafter upon request

from CSEA.

B. FINANCIAL AIDE REORGANIZATION: The Parties agree to the following specific effects

for bargaining unit positions and members impacted by the District's layoffs, reductions,
involuntary demotions and/or bumping of classified employees as set forth below:

Current Financial
Aid Staffing:

Effect of Financial Aid
Reorganization on Staffing:

Agreement on Effects for
Specific Unit Employee

s Financial ;%ééé{?ﬁ%}
Secretary

+ Eliminate FA Secretary
Position as of July 1, 2013,

+ Current Occupant of FA Secretary
Fosition shall be placed in new Financial
Aid Technician | position as of July 11,
2013 agreed upon by the parties and
enclosed with this MOU as Attachment A

+ Financial Aide (FA)
Technician Il
unfilled/vacant
[current FA Tech | is
working out-of-class
in this position]

+ No change - maintain as
unfilled FA Technician Il
position. The parties have
agread to revise the current
FA Tech Il job description as
enclosed with this MOU as
Attachment B.

+ No change - maintain unfilied FA Tech li
position. The classified employee currently
serving out-of-class in FA Tech Il position
shall be placed in new Financial Aide
Technician I position upon completion of
an AA degree. The new FA Tech Il
agreed upon between the Parties, is
enclosed with this MOU as Attachment C.

+ {(Vacani) Financial
Aide (FA) Assistant
{i.e. Assistant to the
Director of Financial
Aide/Scholarships)

« Bliminate FA Assistant
Position as of July 1, 2013

+ Pasition shall be eliminated from the
classified service. There are no occcupants
or effects associated with the deletion of
this obsolele position.

N/A

+ Create new Financial Aide
(FA} Computer Applications
Technician | position, as
enclosed with this MOU as
Attachiment D

« On QOctober 1, 2013 classified employee
currently serving as Information Technology
{IT) Help Desk Technician® shall be placed
in new FA Computer Applications Tech |
position agreed upon by the parties and
enclosed with this MOU as Attachment D.

NIA

N/A

“Please Note: Current occupant of the
Education Technologist position, which is
also being eliminated as of Oclober 1,
2013, has bumping rights to the iT Help
Desk Technician position,

[






C. EFFECTS ON DISTRICT'S ORGANIZATIONAL CHART : Included in this MOU for
reference purposes only is the effects upon the District’s Organization Chart due to the
parties’ agreed upon changes as per Section B (above) of this MOU.

CURRENT FA STRUCTURE Superintendent/
President

|

£

{nterim VPI/SS or Chief Student
Services Ufficer

|

soretary ) . o
¥ Director of Financial Ald

L%

FA Tech I

s ! FA Techt sef tes th
Unfilled & Vacant Assistant to the
{

FA Officer [Vacant)

REQRGANIZED FA STRUCTURE
« Nochange in overall number of staff
WMeets FA *ﬁ;&?/@i 53%3???3?2%? Superintendent/
e Improves Services to Students President
s One position remains unfilled/vacant

§ .
%

interim VPI/SS or Chief Student Services |

Officer
secretary Director of Financial Aid
EA Computer App Tech | ; FA Techl  Assistant Director un f;z ;?;;;m E FATechill

C. APPLICABILITY OF MOU

1. This “Layoff Mitigation and Effects Agreement” MOU shall not be interpreted by the
Parties to be in competition or conflict with the provisions of the "2013-14 Salanes MOU”
that the Parties have agreed to which impacts all bargaining unit employees, including
those covered by this MOU. Both MOUs shall be interpreted by the Parties as being
complementary documents developed and agreed upon by the Parties to address
separate, but related issues and problems facing Palo Verde College and its classified

employees.

bt





This Memorandum of Understanding (MOU) is subject to the grievance procedure
contained in Article 10 of the collective bargaining agreement between the parties
and is subject to review and ratification by the Palo Verde Community College
District Board of Trustees and CSEA and its Chapter 180 membership at Palo Verde
College.

Agreed to this 27 day of June, 2013 at Blythe, California.

For Palo Verde Cﬂ;ﬁege
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The Envollment Fee Waiver provided for under this section is provided

the eligible participant COMPLETES THE CLASS WITH A GRADE

Fuailure to meet the grade minimum resulis

in the eligible participant being fully responsible for the enroliment

Jees incurred for each class in which a “C” grade or betier was not

aftained for that semester.

=

Failure to pay the fees resulls in the

inability to participate in the program until the debt is paid.
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RESOLUTION 13-12 C-92 REORGANIZATION OF FINANCIAL AID

| CURRENT FA STRUCTURE | ;Supermtandent/
o o I President

4 Interim VP?/SS or Chief Student
fi Services Officer

|

Director of Financial Aid

Secretary |
| (1. Marquez) -

b (5. Woods)
ST , TJ 1.
* I FATechl |
FA Tech I ; " (R. Nelson) i Assistant to the E
’  Unfilled & Vacant || '~ [ ’ §
| Currently FA Officer {Vacant)
- working out- |
~ of-class at
Lo Techil. |
REORGANIZED FA STRUCTURE
» No change in overall number of staff
Meets FA Work Demands Superintendent/
* Improves Services to Students President
One position remains unfilled/vacant )
Allows for Administrative Transfer of a
Qualitied Classified Employee to Avoid S %
“bumping” domino effect resulting Interim VPI/SS or Chief Student Services
from Title lll grant ending® Officer
| Secretary Director of Financial Aid
i {I.Marquez)
‘ i
FA Computer App Tech | Do | FATechH | FA Tech Il |

FA Tech |

{H. Flores} as an
Administrative Transfer
from same job salary level
as Help Desk Tech | which
he is being “bumped” from
due to Title il grant
ending.

Unfilled & Vacant, | (R. Nelson) pending AA |

{J. Marquez) | Degree completion |

|
|
Moves from |
Secretary {at Row{
4 to Tech | Row 5}%
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Financial Aid Technician I

BASIC FUNCTION: Under the supervision of the Director of Financial Aid, perform
professional customer service transactions for all programs under Title IV Federal, State and
Institutional specialized grants, waivers and scholarships. Assist in the coordination of outreach
to area high schools, secondary education institutions, outside agencies including scholarship
donors, community service organizations, Department of Rehabilitation, Department of Social
Services, EOP&S, Workforce Preparation and other student service and academic departments.

REPRESENTATIVE DUTIES:

1.
2.

3.

a

10.

I1.

12.

Assist in the coordination the day to day operations and work flow of the front office.
Responsible for front counter and phone schedules to ensure effective coverage of the
front office.

Provides guidance and direction to students and families on guidelines for the
Department of Education for Dependency status changes requiring validation of various
official and high level security documents.

Maintain all files, making sure there is adequate supply of all financial aid forms,
applications and supplies. Using Galaxy, keep Director of Financial Aid informed of all
Purchase Requests and balances of funds.

With direction of the Financial Aid Director, coordinate all conferences and travel for
staff members.

Updates and prepares communication pieces and electronic correspondence to students.
Responsible for the scanning and archiving of student financial aid documents including
knowledge of the Image Now Scanners/Perceptives Software system.

Assist in determining the accuracy of required documents such as: Selective Service
Verification, Citizenship Verification, student and parent Federal Tax forms.

Assist in the development of forms and information for maintaining current knowledge of
Federal, State and Institutional policies and regulations for the delivery of all forms of
financial aid. Stay current through continual attendance at webinars, on and off campus
staff trainings and by using online resources.

Collaboration with various student services and academic departments including but not
lIimited to EOP&S, Admissions and Records, DSP&S, Career and Transfer, Assessment,
Foster Youth Initiative Programs, Palo Verde College Foundation office, Palo Verde
College Learning centers and other various academic programs through participation on
committees, meetings and discussions for the integration of financial aid to these
departments.

Assist in the workflow for processing file documents and completion of all financial aid
requests in compliance with Federal, State and Institutional regulations.

Ensure accurate communication and marketing of financial information to a diverse
student population through advertising campaigns, flyers, letters, emails and websites
which include information regarding financial aid updates, deadlines and programs.

1





13. Assist with the state wide grant Board of Governors Fee Waiver (BOGW) including:

a. Awarding of the grant.
14. Maintain compliance required by State regulations assuring modifications, additions, and

a. Legislative changes are implemented.

b. Develop annual applications, policy and procedures and customer service
guidelines for the BOGW program.

c. Verify Veterans eligibility for the BOGW through documents received through
the Department of Veterans Affairs.

d. Accountable for BOGW applications records retention in compliance with State
regulations.

e. Audit BOGW applications for eligibility requirements to ensure accurate data

input for State reporting purposes.

15. Ensure all non-verified files are processed and prepared for timely awarding,.
a. Accountable for the accuracy of information regarding the disbursement of funds
to students based on enrollment status and financial aid eligibility.
b. Continually updates financial aid regulatory knowledge by participating in

trainings and seminars provided by the District, Department of Education and
organizations including CCCSFAAA (California Community Colleges Student
Financial Aid Administrators Association), and other financial aid agencies.

16.  Assist with workshops and seminars related to student financial operations and benefits
for students.
a. Participates in District-provided in-service training programs.
b. Maintains a friendly, supportive atmosphere for students, staff, faculty, and the public.
c. Performs other duties, related to the position, as assigned.

LENGTH OF CONTRACT:
12 Month position (40 hours per week) (Evening and weekend duties may be assigned)

CLASSIFICATION:
Class 5 of'the classified schedule.

BENEFITS:
Regular fringe benefits package per CSEA contract will be accorded for this position.

POSITION QUALIFICATIONS:

Graduation from high school or GED equivalent.

Two years or more of working in a California Community College.

Typing skills @ 40 wpm.

Ability to communicate effectively orally and in writing.

Ability to work under time constraints.

Experience in data entry, retrieval, and report preparation or post secondary certificate in
office administration.

AN





7. Ability to pass clerical skills test.
8. Physical ability to work effectively i a fast paced environment.

PREFERED QUALIFICATIONS:

1. Associates Degree with business/computer emphasis.
2. Prior experience in an institution of higher education preferably in Financial Aid or
Student Services.





Palo Verde College

Financial Aid Technician I1

BASIC FUNCTION: Under the supervision of the Director of Financial Aid, perform
professional customer service transactions for all programs under Title IV Federal, State and
Institutional specialized grants, waivers and scholarships. Coordination of outreach to area high
schools, secondary education institutions, outside agencies including scholarship donors,
community service organizations, Department of Rehabilitation, Department of Social Services,
EOP&S, Workforce Preparation and other student service and academic departments.

REPRESENTATIVE DUTIES:

1. Assist with the day to day operations and work flow of the front office.

2. Responsible for front counter and phone schedules to ensure effective coverage of the
front office.

3. Provides guidance and direction to students and families on guidelines for the

Department of Education for Dependency status changes requiring validation of various
official and high level security documents.

4. Maintain all files, making sure there is adequate supply of all financial aid forms,
applications and supplies. Using Galaxy, keep Director of Financial Aid informed of all
Purchase Requests and balances of funds.

5. With direction of the Financial Aid Director, coordinate all conferences and travel for
staff members.

6. Updates and prepares communication pieces and electronic correspondence to students.

7. Responsible for the scanning and archiving of student financial aid documents including
knowledge of the Image Now Scanners/Perceptives Sofiware system.

8. Assist the Financial Aid Technician I1I in determining the accuracy of required

documents such as: Selective Service Verification, Citizenship Verification, student and
parent Federal Tax forms.

9. Assist in the development of forms and information for maintaining current knowledge of
Federal, State and Institutional policies and regulations for the delivery of all forms of
financial aid. Stay current through continual attendance at webinars, on and off campus
staff trainings and by using online resources.

10. Collaborates with various student services and academic departments including but not
limited to EOP&S, Admissions and Records, DSP&S, Career and Transfer, Assessment,
Foster Youth Initiative Programs, Palo Verde College Foundation office, Palo Verde
College Learning centers and other various academic programs through participation on
committees, meetings and discussions for the integration of financial aid to these
departments.

11.  Assist in the workflow for processing file documents and completion of all financial aid
requests in compliance with Federal, State and Institutional regulations.





12. Ensure accurate communication and marketing of financial information to a diverse
student population through advertising campaigns, flyers, letters, emails and websites
which include information regarding financial aid updates, deadlines and programs.

13, Assist in the administration of the state wide grant Board of Governors Fee Waiver
(BOGW) including:
a. Awarding of the grant.

14. Maintain compliance required by State regulations assuring modifications, additions, and
a. Legislative changes are implemented.
b. Develop annual applications, policy and procedures and customer service

guidelines for the BOGW program.
C. Verify Veterans eligibility for the BOGW through documents received through
the Department of Veterans Affairs.

d. Accountable for BOGW applications records retention in compliance with State
regulations.
e. Audit BOGW applications for eligibility requirements to ensure accurate data

input for State reporting purposes.

15. Assist the FA Technician 11 with all non-verified files are processed and prepared for
timely awarding.

a. Accountable for the accuracy of information regarding the disbursement of funds
to students based on enrollment status and financial aid eligibility.

b. Continually updates financial aid regulatory knowledge by participating in
trainings and seminars provided by the District, Department of Education and
organizations including CCCSFAAA (California Community Colleges Student
Financial Aid Administrators Association), and other financial aid agencies.

16.  In the absence of the VA Certifying Official, provide specialized assistance to new and
continuing veteran students and/or dependents of veterans. Utilizing the Veteran’s
Administration Web program VA Once, check and maintain students’ enrollment is
correctly reported.

17. Present workshops and seminars related to student financial operations and benefits for
students.
a. Participates in District-provided in-service training programs.
b. Maintains a friendly, supportive atmosphere for students, staff, faculty, and the public.
c. Performs other duties, related to the position, as assigned.

KNOWLEDGE OF: State, Institutional, Federal student financial assistance programs, policies,
rules and regulations; Federal programs such as FAA Access, Ed Express, NSLDS, as well as
institution programs (Datatel, SARS, Webl) knowledge of policies and procedures related to
Federal, State and Institutional grants and loans; Federal and State processing and counter intake
guidelines; operations of a financial aid office; knowledge of financial issues impacting at-risk
students, students in support services students in the public and high school settings.

ABILITY TO: Interpret Federal, State and Institutional policies and procedures in order to
implement changes or modifications to ensure compliance with financial aid regulations; to






create and update policies and procedures for existing and new financial aid processes and
programs; maintain communication and cooperative working relationships with Student Services
Staft, students, families and other departments. Assure confidentiality of student records in
compliance with Federal regulations. Work independently in the effort to facilitate the
verification of all data for the timely delivery of student financial assistance. Coordinate the
daily, weekly monthly and annual tasks of the Financial Aid department. Interpret policies and
procedures related to grants, programs and scholarships; to present workshops and seminars.

LENGTH OF CONTRACT:
12 Month position (40 hours per week) (Evening and weekend duties may be assigned)

CLASSIFICATION:
Class 8 of the classified schedule.

BENEFITS:
Regular fringe benefits package per CSEA contract will be accorded for this position.

POSITION QUALIFICATIONS:

1. Typing skills @ 40 wpm.

2. Associates Degree and two years of experience in Student Services.

3. Ability to communicate effectively orally and in writing.

4. Ability to perform duties requiring attention to detail.

5. Ability to work under time constraints.

6. Experience in using computers in terms of data entry, retrieval, and report preparation or
a post secondary certificate in office automation.

7. Ability to pass the clerical skills test.

8. Physical ability to work effectively in an environment which is typical of this position.

PERFERRED QUALIFICATIONS

1. Associates Degree with business/computer emphasis.
2. Prior experience in an institution of higher education preferably in Admissions and
Records or Student Services.





Financial Aid Technician 111

BASIC FUNCTION: Under the supervision of the Director of Financial Aid, supervise all
professional customer service transactions for all programs under Title IV Federal, State and
Institutional specialized grants, waivers and scholarships, ensuring complex and confidential
documents and information are accurate, current and are compliant with all required regulations.

PROVIDES WORK OR LEAD DIRECTION TO: Supervise Student workers as well as
Federal Work Study student(s).

REPRESENTATIVE DUTIES:

1.
2.

=

10.

11.

Assist in coordinating the day to day operations and work flow of the front office.
Makes recommendations regarding new technology, departmental operation and
procedures with the front office staff, support specialist and short term employees and
adheres compliance to policies and procedures.

Coordinates counter and phone schedules with Financial Aid Specialist 11 to ensure
effective coverage of the front office.

Responsible for the integrity and accuracy of data gathered and compiled for State
reporting.

Provides guidance and direction to students and families on guidelines for the
Department of Education for Dependency status changes requiring validation of various
official and high level security documents.

Provide initial contact, information and advice for tuition deferments for non-resident
students.

Updates and prepares communication pieces and electronic correspondence to students.
Serves as the counter lead in the Student Services office when determining the accuracy
of required documents such as: Selective Service Verification, Citizenship Verification,
student and parent Federal Tax forms.

Develop forms and information for maintaining current knowledge of Federal, State and
Institutional policies and regulations for the delivery of all forms of financial aid. Stay
current through continual attendance at webinars, on and off campus staff trainings and
by using online resources.

Serve as liaison between the initial line of customer service and the Financial Aid
Technician(s) to determine the course of further action for customers with extenuating
circumstances and financial situations.

Collaborates with various student services and academic departments including but not
limited to EOP&S, Admissions and Records, DSP&S, Career and Transfer, Assessment,
Foster Youth Initiative Programs, Palo Verde College Foundation office, Palo Verde
College Learning centers and other various academic programs through participation on
committees, meetings and discussions for the integration of financial aid to these
departments.





12.

13.

14.

15.

16.

17.

18.

19.

20.

Responsible for the workflow for processing file documents and completion of all
financial aid requests in compliance with Federal, State and Institutional regulations.
Must guarantee the accuracy of confidential eligibility documents received that have been
requested by the Department of Homeland Security, Social Security Administration,
Selective Service Administration, Department of Education and other legal authorities.
Ensures accurate communication and marketing of financial information to a diverse
student population through advertising campaigns, flyers, letters, emails and websites
which include information regarding financial aid updates, deadlines and programs.
Responsible for the administration of the state wide grant Board of Governors Fee
Waiver (BOGW,) including:

a. Awarding of the grant.

Assists with collection of data for determination of satisfactory progress for Financial Aid

students.

Responsible for (or assist others) awarding and reporting Cal Grant Awards and

reconciliation to California Student Aid Commission.

Maintain compliance required by State regulations assuring modifications, additions, and:

a. Legislative changes are implemented.

b. Develop annual applications, policy and procedures and customer service
guidelines for the BOGW program.

c. Verify Veterans eligibility for the BOGW through documents received through
the Department of Veterans Affairs.

d. Accountable for BOGW applications records retention in compliance with State
regulations.

e. Audit BOGW applications for eligibility requirements to ensure accurate data
input for State reporting purposes.

f. Assist with end of the year reports to the state, regarding BOGW for next year’s
allocation.

Responsible for (or assist others) ensuring all non-verified files are processed and
prepared for timely awarding. Coordinate receipt of non-verified student file lists from
support specialists and monitor processing progress for each deadline. Verify the
accuracy of documents received and make sure that all saved lists are accurate, organized
and follow established policy and procedures prior to awarding and:

a. Accountable for the accuracy of information regarding the disbursement of funds
to students based on enrollment status and financial aid eligibility.
b. Continually updates financial aid regulatory knowledge by participating in

trainings and seminars provided by the District, Department of Education and
organizations including CCCSFAAA (California Community Colleges Student
Financial Aid Administrators Association), and other financial aid agencies.
C. Mentor and train new employees in all areas related to preparation and processing
of student files for awarding in accordance with financial aid regulations.
Responsible for the collection of data for federal and state program yearly applications
and reports including State MIS reporting. Assist with all edits of MIS reporting to the
State.
Responsible for Return to Title IV calculations based on student withdrawals and total
Failure (all F grades).





21.  Present workshops and seminars related to student financial operations and benefits for

students.

a. Participates in District-provided in-service training programs.

b. Maintains a friendly, supportive atmosphere for students, staff, faculty, and the public.
C. Performs other duties, related to the position, as assigned.

22.  Inthe absence of the Director of Financial Aid and Scholarships, maintain the current
functions of the office to ensure the delivery of Federal and State Financial Aid.

KNOWLEDGE OF: State, Institutional, Federal student financial assistance programs, policies,
rules and regulations; Federal programs such as FAA Access, Ed Express, NSLDS, as well as
institution programs (Datatel, SARS) knowledge of policies and procedures related to Federal,
State and Institutional grants and loans; Federal and State processing and counter intake
guidelines; operations of a financial aid office; knowledge of financial issues impacting at-risk
students, students in support services students in the public and high school settings.

ABILITY TO: Interpret Federal, State and Institutional policies and procedures in order to
implement changes or modifications to ensure compliance with financial aid regulations; to
create and update policies and procedures for existing and new financial aid processes and
programs; maintain communication and cooperative working relationships with Student Services
Staff, students, families and other departments. Assure confidentiality of student records in
compliance with Federal regulations. Work independently in the effort to facilitate the
verification of all data for the timely delivery of student financial assistance. Coordinate the
daily, weekly monthly and annual tasks of the Financial Aid department. Interpret policies and
procedures related to grants, programs and scholarships; to present workshops and seminars.

LENGTH OF CONTRACT:
12 Month position (40 hours per week) (Evening and weekend duties may be assigned)

CLASSIFICATION:
Class 10 of the classified schedule.

BENEFITS:
Regular fringe benefits package per CSEA contract will be accorded for this position.

POSITION QUALIFICATIONS:

1. Graduation from high school or GED equivalent. An Associate’s Degree (or equivalent)
from an accredited institution.

2. Two years or more of working in a California Community College and/or working in the
accounting or business services department.

3. Typing skills @ 40 wpm.

4. Ability to communicate effectively orally and in writing.

5. Ability to work under time constraints.

6. Experience in data entry, retrieval, and report preparation or post s3econdary certificate
in office administration.

7. Ability to pass clerical skills test.

8. Physical ability to work effectively in a fast paced environment.





PREFERED QUALIFICATIONS:

1. Associates Degree with business/computer emphasis.
2. Prior experience in an institution of higher education preferably in Financial Aid or
Student Services.





Financial Aid Computer Applications Technician 1

BASIC FUNCTION: Under the supervision of the Director of Financial Aid and Scholarships, the FA Computer
Applications Technician I will install, maintain, and upgrade software applications designed for the specialized use
of the District’s Financial Aid and Scholarships; ensure efficient operation and integrity of computer operating
systems; provide training and support of office computers and software applications; assist students to secure
financial aid, and perform related work as required.

REPRESENTATIVE DUTIES:

The Financial Aid Computer Applications Technician ensures that computer information systems,

hardware, software and database table maintenance meet the current needs and future demands of the
Financial Aid Office within Federal guidelines; maintains applications and multiple databases which
generate reports and track financial aid disbursements; and determines student eligibility for

financial aid programs. Installs, configures, maintains, updates and troubleshoots software programs used by
Financial Aid, Scholarship Programs as required by Federal and State entities.

1. Assists in the development and implementation of the information processing center for the Financial
Aid Office.

2. Works with Computing Services to obtain additional programs and reports from the District’s Student

Information System (SIS).

Trains financial aid staff in the use of software applications.

Performs backup and storage procedures for all financial aid information databases.

Maintains current knowledge of emerging sofiware applications and makes recommendations for

Financial aid office; troubleshoots technical hardware and software problems; attends conferences

and workshops.

6. Serves as back up to Financial Aid Technicians to evaluate financial aid applications and supporting

documents for accuracy, clarity and completeness according to Federal and State rules and

regulations to determine eligibility for financial aid.

Monitors disbursement of federal and state financial aid and scholarship awards.

Monitors students’ academic progress to evaluate continued financial aid eligibility.

. May make presentations to students and parents regarding financial aid availability and process.

0. Provides technical assistance to students applying for financial aid electronically.

1. Maintains user access (password control) to confidential financial aid management system, as well

as local access to State and Federal databases.

12. Queries database to create various Financial Aid Reports.

13. Keeps informed about the regulations of federal, state, and local financial aid programs.

14. Assists with maintaining permanent student financial aid records, and completes financial aid information
requests by local or state agencies.

15. Assists the evaluation of financial aid applications, completes budgets, and verification process.

16. Attends regular meetings, workshops. and conferences as needed (may require out of town travel).

S B2 B

— — o oo

EMPLOYMENT STANDARDS ABILITY TO:

Learn new technologies quickly; analyze, implement and troubleshoot new software programs; interact
effectively with all areas of Computing Services: perform complex technical tasks accurately and within
defined deadlines; work effectively with diverse group of technical and non-technical users; give and

follow oral and written instructions; analyze the financial needs of students to determine their financial aid
eligibility; apply financial aid program in a fair, consistent and objective way; maintain cooperative working
relationships; demonstrate a sensitivity to, and respect for, a diverse population.






KNOWLEDGE OF:

Principles, practices, and technologies of computer operating systems such as UNIX, Windows, Windows
NTFS; use of computer servers and services, networking and software; maintaining database

parameters; Federal and State programs that provide financial assistance to students; needs’ analysis,
financial aid packaging, fee waivers, verification procedures, and student eligibility guidelines;
mterviewing techniques; relevant Federal, State and local laws, rules, and regulations; Federal
reconciliation processes and reporting processes.

LENGTH OF CONTRACT:

12 Month position (40 hours per week) (Evening and weekend duties may be assigned)

CLASSIFICATION:

Class 5 of the classified schedule.

BENEFITS:
Regular fringe benefits package per CSEA contract will be accorded for this position.

MINIMUM QUALIFICATIONS:

High school or GED equivalent
Associate’s degree or equivalent desired.

POSITION QUALIFICATIONS:

I.

B

>

% =

Graduation from high school or GED equivalent. An Associate’s Degree (or equivalent) from an accredited
institution is desired.

Two years or more of working in a California Community College.

Typing skills @ 40 wpm.

Ability to communicate effectively orally and in writing.

Ability to work under time constraints.

Experience in data entry, retrieval, and report preparation or post s3econdary certificate in office
administration.

Ability to pass clerical skills test.

Physical ability to work effectively in a fast paced environment.





