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PALO VERDE COMMUNITY COLLEGE DISTRICT

CalWwORKs CLERK
(Part-Time)

NATURE OF THE POSITION

Under the direction of the Student Development and Civic Center/Events Manager, the Part-
Time CalWORKSs Clerk will perform support services for the CalWORKSs Department.

ACCOUNTABILITY OBJECTIVES:

1. Assist students with files and verification paperwork.
2. Assist with the purchasing of instructional supplies for CalWORK’s students.
3. Assist with the distribution of CalWORKSs Student’s books.

4.  Assist the CalWORKSs Department with the following duties: distribution of bus passes,
instructional supplies, and child care vouchers.

5. Provide routine information to employees, students and the public as requested on an as
needed basis.

6.  Understand functions of other departments and make appropriate referrals.

7. Perform clerical work such as typing, answering phones, scheduling appointments, as
well as proofreading for other departments within Student Services.

8.  Input various materials into County Computer System and Datatel.
9.  Assist with planning and implementation of monthly meeting.

10. Other duties as assigned by the Student Development and Civic Center/ Events
Manager.
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REQUIRED QUALIFICATIONS:

Ability to type 40 wpm.

High School diploma or equivalent.

Three years related experience.

Ability to communicate effectively orally and in writing.

Proven ability to deal with a diverse student and staff population.

Ability to pass the Clerical Skills Tests.

Experience working with a variety of computer programs.

Physical ability to work effectively in an environment which is typical of this position.
Ability to maintain confidentiality.

CoNoR~LNE

PREFERRED QUALIFICATIONS:

1. Bi-lingual abilities.
2. A.A. degree or equivalent.

CLASSIFICATION:

Classification 3 on the Classified Salary Schedule.

BENEFITS AND POSITION STATUS:

12 Month position — 19 hours per week (evening and weekend duties may be assigned).
Bargaining unit position. This is a categorical position and will be filled based on categorical
funding availability.
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PALO VERDE COMMUNITY COLLEGE DISTRICT

EOPS/CARE CLERK
(Part-Time)

NATURE OF THE POSITION
Under general supervision of the EOPS/CARE Director/Counselor, the EOPS/CARE Clerk
performs routine clerical duties in support of the EOPS/CARE Program.

ACCOUNTABILITY OBJECTIVES:

1. Greets students and other program visitors; accepts and directs telephone inquiries to
appropriate staff or department

2. Screens and assesses students’ needs and refers to appropriate area or related services
3. Schedules student appointments

4. Assists in maintaining student program files

5. Disseminates information regarding EOPS/CARE programs and eligibility

6. Maintains supply of resource information and materials and distributes as requested
7. Performs routine data entry and keyboarding tasks

8. Copies, collates and staples various documents

9. Assists with mailings

10. Performs other related duties as assigned

REQUIRED QUALIFICATIONS:

Ability to type 40 wpm.

High School diploma or equivalent.

Three years related experience.

Ability to communicate effectively orally and in writing.

Proven ability to deal with a diverse student and staff population.

Ability to pass the Clerical Skills Tests.

Experience working with a variety of computer programs.

Physical ability to work effectively in an environment which is typical of this position.
Ability to maintain confidentiality.
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PREFERRED QUALIFICATIONS:

1. Bi-lingual abilities.
2. A.A. degree or equivalent.

CLASSIFICATION:

Classification 3 on the Classified Salary Schedule.

BENEFITS AND POSITION STATUS:

12 Month position — 19 hours per week (evening and weekend duties may be assigned).
Bargaining unit position. This is a categorical position and will be filled based on categorical
funding availability.

DRAFT 8/14/13 Page 2 of 2 Board Approved:
CSEA Approved:






PALO VERDE COMMUNITY COLLEGE DISTRICT
HUMAN RESOURCES TECHNICIAN Il

NATURE OF THE POSITION:

Under the direct supervision of the Director of Human Resources, the Human Resources
Technician Il performs the following assigned functions:

DUTIES AND RESPONSIBILITIES:

1.  Responsible for maintaining confidentiality of all personnel proceedings, records and
reports.

2. AEsist with implementation and recording of all Affordable Care Act requirements and
reporting.

3. Assist with input of insurance information in all required systems, including RCOE
Galaxy, Benefits Bridge and Health Savings Account reporting.

4.  Assist with completing mandated state and federal reports: (i.e. MIS, IPEDS, E-6, GCR,
FON, Adjunct Report, etc).

5. Set up and maintain personnel files for all employees.

6.  Input personnel records of Certificated and Classified employees in all required data
management systems currently in use by the district.

7. Maintain knowledge of CalSTRS and CalPERS requirements for employment, including
membership, retirement and refund of funds.

8.  Verify enrollment, GPA and semesters worked for requested student employees per
semester. Create monthly list for board approval.

9.  Set up and maintain all student records in required data management systems currently in
use by the district.

10. Assist with distribution and maintenance records of room keys for all employees and for
facility use requests.

11. Maintain mail boxes for all employees and records of mail box keys.

12. Assist with advertising and posting notices of all staff vacancies, internal and external.

13. Distribute, collect and organize application material for all staff vacancies.

14. Assist with classified pre-employment testing.

15. Assist with organization of interview committee for staff candidate pools.

16. Assist with notification of unsuccessful candidates by letter when vacancies are filled.

17. Assist with orientation for new employees.

18. Assist with new employee orientation and exit interviews for terminating employees.

19. Process all purchase requisitions for the Human Resource Department.

20. Assist with distribution of employment forms including Health & Welfare forms.

21. Assist with creation of, review and editing job descriptions/announcements for new and
replacement positions.

22. Assist with the organization of Employee Evaluation process.
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23. Maintain and update records of T. B. Test requests.

24. Create and update salary history records and follow-up on adjunct contracts each
semester.

25. Assist in creating all manner of Human Resource department handbooks.

26. Assists the public, either in person or over the phone, by referring them to sources of
information, giving out standard forms and explaining how to complete them, and giving
information where judgment, technical knowledge and interpretation of policies,
procedures and regulations are necessary or answering requests for information by
consulting various available sources.

27. Maintains friendly and supportive atmosphere for students, faculty staff and the public.
Assists in greeting and providing services to the public and District staff and in answering
telephone calls.

28. Assists with the Administrative Services counter, including taking payments for student
enrollment, request for transcripts, postage and misc fees.

29. Revises and updates a variety of District forms related to the Personnel process, creates
and designs special forms as needed and new forms to improve systems and expedite
personnel processes.

30. Attends trainings for the Riverside County Office of Education computer system and
Colleague computer system.

31. Other Human Resource duties as assigned by the Director of Human Resources.

REQUIRED QUALIFICATIONS:
1. A.A. degree in Liberal Arts or A.S. degree in General Studies and 2 years of related work
experience OR
Five years related work experience.
Computer literate in terms of data entry in a variety of software packages.
Ability to type at 50 WPM.
10 key by touch and other business machines.
Physical ability to work effectively in an environment which is typical of this position.
Ability to pass the Clerical Skills Tests.

Nookrwn

PREFERRED QUALIFICATIONS:
1. A.A. or A.S. with emphasis in Accounting or Business.

CLASSIFICATION:

Classification 8 on the Classified Salary Schedule.

BENEFITS AND POSITION STATUS:

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

Bargaining unit position - regular fringe benefits as accorded per CSEA agreement.
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MEMORANDUM OF UNDERSTANDING (MOU)
A&R SPECIALIST/A&R TECHNICIAN III POSITIONS

PALO VERDE COMMUNITY COLLEGE DISTRICT
AND
CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION, PALO VERDE CHAPTER 180

This MOU between the Palo Verde Community College District (“District™) and the California
School Employees Association, Palo Verde Chapter 180 (“CSEA™) (collectively “Parties”) is
entered into with respect to the following:

On or about August 14, 2013, the District and CSEA negotiated the effects of the reinstatement
of the Admissions and Records (A&R) Specialist position within the classified bargaining unit
represented by CSEA. The District and CSEA further negotiated the effects of the removal of
the A&R Technician Il position from the unit represented by CSEA to accommodate the
reinstatement of the A&R Specialist position.

The Parties agree to the following:

1. The A&R Specialist position (Range 13) shall be reinstated as a classified
bargaining unit position start of business day August 15, 2013.

2. The A&R Technician III position shall be removed from the classified bargaining
unit as of August 15, 2013

3. This MOU does not modity or amend any current contract language, except to the
extent contemplated above in this MOU for the A&R Specialist and A&R
Technician 111 job descriptions.

4. This MOU is subject to review and ratification by the Palo Verde Community
College District Board of Trustees and the CSEA Chapter 180 Membership at Palo
Verde College.

Executed this day August 19, 2013 in Blythe, California.

FOR THE DISTRICT FOR THE ASSOCIATION

Don Wallsce, Superintendent/President
Palo Verde Community College District







PALO VERDE COMMUNITY COLLEGE DISTRICT

TECHNOLOGY INSTRUCTIONAL AIDE
(Part-Time)

NATURE OF THE POSITION:

The Technology Instructional Aide, working under the direct supervision of the Vice
President of Instruction and Student Services, or designee, assists with technology duties
in the classroom or laboratory. The Technology Instructional Aide may help various
faculty members on an as needed basis to be determined and scheduled by the Office of
Instructional Services.

ACCOUNTABILITY OBJECTIVES:

1. Assist faculty members with technological issues concerning The Bridge or the
ITV system.

2. Respond to faculty needs concerning technological issues, on in-class instruction
regardless of the mode of delivery.

3. Ensure the classrooms are ready for faculty to conduct their class using the ITV

equipment and The Bridge.

Assist students with the proper use of The Bridge.

Assist students in learning the proper use of equipment assigned to the specific

subject area.

6. Performs other duties as assigned.

ok~

REQUIRED QUALIFICATIONS:

1. High school graduate or GED.

2. Knowledge and experience working with a variety of computer hardware and
software programs.

3. Ability to work cooperatively with others and to use sound judgment.

4. Ability to pass the college employment tests as needed.

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

6. Bilingual ability in English and Spanish is desirable.

CLASSIFICATION/BENEFIT AND POSITION STATUS:

Classification 3 of the Classified Salary Schedule. Part-time, not to exceed 19 hours per
week. Working months will be dependent on the Instructor’s teaching schedule and
program funding.
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PALO VERDE COMMUNITY COLLEGE DISTRICT
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VICE PRESIDENT
OF INSTRUCTION & STUDENT SERVICES

NATURE OF THE ASSIGNMENT:

Under the supervision of the Superintendent/President, the Vice President of Instruction
and Student Services serves as the Chief Academic Officer of the District and provides
administrative leadership and operational supervision of all Instructional and Student
Services programs.

EXAMPLES OF DUTIES & RESPONSIBILITIES:

1.

10.

11.

Serve as a member of the Superintendent/President’s executive cabinet and management
team.

Provide transparent leadership and managerial vision and direction, including educational
master planning, accreditation compliance, area and institutional budget development,
goal setting, academic and student support advancement, implementation, coordination,
evaluation and accountability for all areas of responsibility.

Provide leadership in the recruitment, retention, training, and evaluation of full and part-
time staff in all areas of responsibility.

Work collaboratively with the Academic Senate, union leadership, managers and students
to effectively resolve instructional or student services issues or concerns.

Recommend to the President hiring selections of staff for Instruction and Student
Services positions through established processes.

Develop and implement conscientious budgets and ensure fiscal responsibility.

Maintain a current understanding and stay abreast of the trends of each instructional and
student service program offered by the College including face-to-face, distance
education, and on-line instructional programs and student support services.

Direct and supervise the development, evaluation and improvement of course outlines,
course objectives, program reviews, and Student Learning Outcomes.

Provide leadership in the development of the college catalog and class schedules based
on FTES calculations, student and community needs.

Interpret, articulate, implement and monitor district compliance with district policies and
procedures and further implement state and federal regulations.

Plan, implement and foster a philosophy of data-driven decision-making through the
collection and utilization of data generated through internal and external needs
assessment, trend data, FTES calculations, 50% Law calculations and institutional
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12.

13.

14.

15.

16.

research as appropriate to instructional and student service programs and provide reports
to the designated areas of supervision and campus-wide.

Coordinate with the Director of Information Technology, the planning, implementation
and training needed relative to instructional and student support technology and
telecommunications.

Provide opportunities for faculty and staff in-service training and professional
development.

Develop and maintain collaborative relationships with local schools, colleges,
universities, and community organizations.

Serve as chair or member of committees as appropriate to carry out the responsibilities of
the position.

Perform other duties as assigned.

MINIMUM QUALIFICATIONS:

1.
2.

Master’s Degree from a regionally accredited institution

One year full-time experience and a record of achievement in an Academic Administrator
position at a post-secondary institution

Three years successful full-time teaching or full-time work in an area of Student Services
Demonstrated achievement in building and developing educational programs and services
within a system of shared governance

Demonstrated ability to communicate effectively both orally and in writing

Personal characteristics necessary for working with students, employees and the public in
a senior administrative capacity

Demonstrated commitment to the mission and goals of a comprehensive community
college

Possess a vision for promoting student success and persistence

Demonstrated successful experience providing programs for students with diverse
educational and economic backgrounds in a setting in which cultural diversity is valued

PREFERRED QUALIFICATIONS:

a s E

An earned doctorate from a regionally accredited institution

Experience in a collective bargaining setting

Experience in the California Community College system

Experience with non-traditional methods of instruction including online instruction
A background in the development, assessment and recording of course, program and
institutional Student Learning Outcomes

SALARY

1.

Salary will be on Row 7 of the college’s Academic Administrator pay schedule with
placement appropriate to experience.

The college offers an attractive package of fringe benefits including district paid
medical/hospital, dental and vision care and group life insurance.
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PALO VERDE COMMUNITY COLLEGE DISTRICT

Admissions & Records Specialist

NATURE OF THE POSITION

Under the supervision of the Registrar, the A & R Specialist coordinates and performs
specialized duties related to admissions, registration, residency determination, special
student applications, and maintenance of student records requiring knowledge of state
requirements affecting District funding. Assists and advises reservists, veterans, and their
dependents regarding benefits, educational programs and referral and counseling
services; performs complex technical responsibilities related to veterans program and
benefits.

ACCOUNTABILITY OBJECTIVES

1. Process a variety of documents and information related to admissions and the
maintenance of student permanent records.

2. Perform computer data entry and/or retrieval of all academic records including
admissions application, enrollments, drop/adds, withdrawals, and other related
personal student information. Data entry of final grades, mid-term grades, and
positive attendance.

3. Verify residency status and make fee corrections when necessary; assists in
resolving student and faculty complaints regarding program errors and makes
program changes as appropriate.

4.  Prepare and transmit correspondence for students, verifying student status and
other information; respond to requests from other educational institutions and
agencies involving the verification of student status and student records.

5. Make residency determinations based on State and local board policy residency
requirements.

6.  Process/verify all high school student registration and certify credit for Advance

Placement test scores.

Process student refunds and determine refunds from cancelled course lists.

Assist with the completion of surveys requiring admissions & records data.

9.  Assist with classifying, purging, and archiving student records, ensuring
compliance with Federal and State records retention policies.

10. Assist with the development of the document imaging process for the admissions
and records department which includes document preparation, scanning, and
indexing.

11. Process and distribute various types of class rosters to instructors including
permanent rosters, no-show rosters, mid-term deficiency rosters, attendance
rosters, and final grade rosters.

12. Track various types of incomplete contracts, independent studies, credit by exam,
and various petitions related to student records.

13. Provide reports and information regarding registration, admissions and
maintenance of student permanent records to students, faculty, and administration.

o~
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14.

15.
16.
17.

18.

19.

20.

21.

22.

23.

24.
25.

Enter MIS and attendance for the submission of the 320 Apportionment and MIS
reports to the State.

Assist Registrar with progress/probation/dismissal files.

Assist with graduation and diplomas/certificate processing.

Assist with processing transcript requests, verifies accuracy of student records,
verify degrees and attendance. Including sending and receiving transcripts over
the internet using EDI/SPEEDE standards.

Coordinate with the Occupational Education Department in the processing of
contract education registration packages.

Coordinate with the Distance Education Office and other off-campus sites with
the processing of Distance Ed enrollments and non-credit enrollments.

Provide specialized assistance to new and continuing veteran (and/or dependents
of veterans) students; discuss educational planning and provide related materials;
refer students to counselors and advisors as appropriate.

Maintain permanent records for all VA benefit recipients and perform online
certification utilizing VA-ONCE. Perform mid-term enrollment verifications and
end of the term progress evaluations to determine continued eligibility.

Working with the web service/network specialist, design and update informational
webpage for VA benefit recipient students with step by step application and
academic information online applications and links for other services.

Attends meetings, conferences and trainings as appropriate to keep up to date with
state reporting requirements, Veterans compliance standards and remain current
with computer information system.

Perform general typing, filing, and respond to all general inquiries.

Perform other duties as required by the Registrar.

POSITION QUALIFICATIONS

N

© kAW
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Typing skills @ 40 wpm.

Associates Degree and two years technical experience in Admissions and
Records.

Ability to communicate effectively orally and in writing.

Ability to perform duties requiring attention to detail.

Ability to work under time constraints.

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

Ability to pass the clerical skills test.

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

PERFERRED QUALIFICATIONS

1.
2.

Associates Degree with business emphasis.
Prior experience in an institution of higher education preferably in Admissions
and Records or Student Services.
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LENGTH OF CONTRACT

12 Month position — 8 hours per day - 40 hours per week (evening and weekend duties
may be assigned).

CLASSIFICATION

Class 13 of the classified schedule
BENEFITS

Bargaining unit position, regular fringe benefits package per CSEA contract will be
accorded this position.

Page 3 of 3
Admissions & Records Specialist
CSEA Approved: 10/09/2007 Revised 07/01/2012
Board Approved: 10/16/2007 Reinstated 08/27/13






FROM THE DESK OF RUSSI EGAN
FISCAL SERVICES MANAGER

TO: PALO VERDE COMMUNITY COLLEGE BOARD OF TRUSTES
FROM: RUSSI EGAN

SUBJECT: TEMPORARY LOAN RESOLUTION

DATE: 8/21/2013

CC: DON WAILLACE

This board resolution will allow the college to loan money to the Child Development Center for
cash flow purposes. The Child Development Center does not receive their initial funding until after
September 1 of each year.

The contract was approved at the last board meeting (6/25/13). The state should have received
it by now and can begin the process of funding that contract.

It is expected to repay this loan no later than 10/31/13.





RIVERSIDE COUNTY OFFICE OF EDUCATION

PALO VERDE COMMUNITY COLLEGE DISTRICT

RESOLUTION FOR TEMPORARY LOAN

WHEREAS the governing board of the Palo Verde Community College District has determined
that a temporary loan to the Child Development Fund in the amount of $50,000 is necessary for cash
flow purposes during the fiscal year 2013-2014; and

WHEREAS the governing board of the Palo Verde Community College District has sufficient funds
in the General Fund to provide a temporary loan.

NOW, THEREFORE, BE IT RESOLVED that a temporary loan not to exceed $50,000 be approved
for the Child Development Fund for the fiscal year 2013-2014 from the General Fund.

PASSED AND ADOPTED this 27th day of August, 2013 by the Board of the Palo Verde Community
College District, by the following vote:

AYES
NOES

ABSENT

Secretary / Clerk / President





