






























































































































































































 

 
Payroll Supervisor  Rev. 03/2024 

 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be made to enable 
employees with disabilities to perform the essential duties.  
 

POSITION TITLE    Payroll Supervisor 

Activity                                                                 Hours Per Day NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
Power Grasping (left hand)  x  
Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing & Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  

 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs x   x   

76-100 lbs x   x   
100+ lbs x   x   
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Payroll/HRIS Administrator 
 

Disclaimer: Job descriptions are written as a representative list of the ADA essential duties performed by a job 
class. They cannot include nor are they intended to include all duties performed by all positions occupying a 
class. 
 
Salary Range: Grade 13        FLSA Status: Exempt          Date Approved: 11/20/2019 
  
SUMMARY:    
Manages the Payroll function for the CAPK bi-weekly payroll, which includes timely and accurate 
payments to CAPK employees.  Ensure proper time recording procedures are in place.  Manages 
the time and attendance system and transfer of data to payroll.  Responsible for proper accrual 
tracking and pay-outs of vacation time, sick leave, and/or floating holidays when 
required.  Manage payroll adjustments.  Acts as primary Administrator for all agency Payroll and 
Human Resources (HRIS) systems. This position is the primary point of contact and subject 
matter expert, ensuring data integrity, testing of payroll system changes/upgrades, testing, report 
writing, and analyzing data flows for process improvement opportunities.  Prepares various 
reports and reviews system specifications and data interfaces to identify irregularities and 
troubleshoot issues. Acts as systems/technical point-of-contact for the Human Resources (HR) 
and Payroll team.  Focuses on initiatives to automate and streamline system analysis, data 
integration, and reporting capabilities. Responsible for being current on Payroll and HR law. 

SUPERVISION RECEIVED: 
Receives supervision from the Chief Financial Officer. 
 
SUPERVISION EXERCISED: 
Payroll Supervisor and Payroll Specialists. 
 
DUTIES AND RESPONSIBILITIES: 
Disclaimer: This list is meant to be representative, not exhaustive. Some incumbents may not perform all the 
duties listed or may perform related duties as assigned. Reasonable accommodation may be made to enable 
individuals with disabilities to perform essential functions. 
 
Essential Job Specific Duties: Payroll/HRIS Responsibilities 

• Manages the Payroll function for the CAPK bi-weekly payroll, which includes timely and 
accurate payments to CAPK employees.  Ensure proper time recording procedures are 
in place.  Controls the time and attendance system and transfers data to payroll. 
Manage payroll adjustments. 

• Responsible for proper accrual tracking and pay-outs of vacation time, sick leave, and/or 
floating holidays when required.  Ensures timely processing of termination checks. 
Ensures accurate payroll deductions, including state and federal taxes, benefit 
deductions, garnishments, etc.   

• Ensures that all local, state, and government laws relating to the payment of employees 
are followed. Responsible for payroll tax reports and paying the employer’s share of 
applicable taxes. 

• Acts as primary Administrator for all HR software systems and is the primary point of 
contact for the HRIS/payroll systems. 

• Responsible for all payroll/HR software integration of the HRIS system:  Benefits, Time & 
Attendance, Recruitment, Background Checks, Compensation, Performance 
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Evaluations, Organizational Structure in payroll system, and other applications that may 
be added. 

• Administers reviewing, testing, and implementing HRIS/payroll system upgrades or 
patches. Collaborates with functional and technical staff to coordinate the application of 
connections, upgrades, or fixes. Maintain HRIS/payroll system validation tables. 

• Researches and resolves HRIS/payroll problems, unexpected results, or process flaws; 
performs scheduled activities; recommends solutions or alternate methods to meet 
requirements. 

• Guides and trains staff in tasks, data entry, and HRIS/payroll system functions. Trains 
and guides users in utilizing HRIS/payroll and Time & Attendance. Documents 
processes/procedures for department use. Creates training documents for payroll 
system Time & Attendance, Performance Evaluation tool, and other documentation. 

• Liaison with third parties and other stakeholders (e.g., payroll, benefit vendors, etc.). 
Works with HR to resolve billing issues regarding benefit carriers. Maintains awareness 
of current trends in HRIS/payroll system with a focus on product and service 
development, delivery, and support, and applying key technologies. 

• Ensure confidentiality of employees, business, HRIS, and other sensitive data. 
Represents CAPK at required trainings/meetings as needed. 

• Administers retirement plan eligibility determination, enrollment, and employee and 
employer plan contributions. 

• Special projects as assigned. 

Other Job-Specific Duties: Payroll HRIS 
• Ensures that high-quality key metric reports are developed and implemented in a timely 

manner and data is presented in a logical and understandable format for the user via 
HRIS interface, MS Office tools, or Power BI/SharePoint/Tableau. 

• Manages day-to-day reporting requests while maintaining various tables/codes in the 
system. 

• Ensures data integrity and identifies opportunities for improvement. 
• Detects, troubleshoots, and resolves data anomalies in a time-critical environment. 
• Identifies issues and initiates resolution. Generates reports from HRIS/Payroll and/or 

other systems to assist in compensation analysis. 
• Supports the annual performance management program, including annual merit 

increases and performance review tracking. 
• Recommends process/customer service improvements, innovative solutions, policy 

changes, and/or major variations from established policy that must be approved by 
appropriate leadership before implementation. 

• Assists with various surveys by retrieving the appropriate data, completing 
questionnaires, and coordinating with survey vendors. 

• Special projects, as assigned. 
 
MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills, and abilities required to satisfactorily 
perform the essential duties and responsibilities. 
 
Knowledge of: 
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• HRIS/payroll system database, design, structure, functions, and processes, such as 
ADP or other platform, talent acquisition management, background check software, and 
HRIS/payroll system/payroll time management systems. 

• MS, Excel, Word, and PowerPoint (Advanced). 
• Demonstrated knowledge of mathematical/statistical methods to develop reports and 

design presentations and graphs utilizing Microsoft Excel and Microsoft PowerPoint. 
• HRIS software, including integrations of HR data between multiple systems such as HR 

and Payroll. 
• Previous exposure to project-related activities through active participation in system-

related projects. 
• Payroll processing standards and state and federal laws.    

 
Ability to: 

• Manage multiple projects simultaneously. 
• Adhere to strict confidentiality standards. 
• Detect, troubleshoot, and foresee anomalies in data. 
• Manage a heavy workload, prioritize work, and meet deadlines. 

 
EDUCATION AND EXPERIENCE: 
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability 
necessary to perform the duties of the position. 
 

• Bachelor’s degree in business, information systems, human resources, or related field or 
equivalent combination of education and experience.  

• Three (3) to five (5) years of payroll experience. 
• A minimum of three (3) years of functional experience in Human Resources HRIS 

software and/or three (3) years of experience with an agency-wide payroll system HRIS 
system is required. 

• Two (2) to three (3) years of benefits management experience. 
• Five (5) years’ experience with progressive responsibility, including personnel functions 

and supervision. 
• Certified Payroll Professional (CPP) is desired. 

 
OTHER REQUIREMENTS: 
 

• Possession of a valid California driver license and state automobile insurance with an 
acceptable driving record, substantiated by a DMV printout. 

• Must be fingerprinted and pass pre-employment background check.   
• Successful completion of physical, substance abuse screening, TB, and all required 

vaccinations.  
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative of those an employee encounters in 
performing the essential functions of this job. 
 

• Work is primarily performed indoors. 
• Noise level is quiet to moderately quiet. 

99



 

Payroll/HRIS Administrator  Rev. 03/2024 

• Hazards are minimal. 
 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be made to enable 
employees with disabilities to perform the essential duties.  
 

POSITION TITLE    Payroll/HRIS Administrator 
Activity                                               Hours Per Day NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
Power Grasping (left hand)  x  
Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing &Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  
    

 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs x   x   

76-100 lbs x   x   
100+ lbs x   x   
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Procurement Contract Specialist 
 

Disclaimer: Job descriptions are written as a representative list of the ADA essential duties performed by a job 
class. They cannot include nor are they intended to include all duties performed by all positions occupying a 
class. 

Salary Range: Grade 09         FLSA Status: Non-Exempt          Date Approved: 08/08/2016 
 
SUMMARY:   
Under the supervision of the Procurement Manager, the Procurement Contract Specialist is 
responsible for preparing and reviewing basic contracts for services, contracts for goods, 
professional consultant agreements, and leases and memorandums of understanding, in addition 
to recurring business activities. 
 
SUPERVISION RECEIVED:   
Receives supervision from the Procurement Manager. 
 
SUPERVISION EXERCISED:   
None. 
 
DUTIES AND RESPONSIBILITIES:   
Disclaimer: This list of meant to be representative, not exhaustive.  Some incumbents may not perform all of 
the duties listed or may perform related duties as assigned.  Reasonable accommodation may be made to 
enable individuals with disabilities to perform essential functions. 
 
Essential Job Specific Duties: 

• Prepares and reviews basic contracts for services, contracts for goods, professional 
consultant agreements, leases, and memorandums of understanding (MOUs) based on 
recommended awards. 

• Monitors contract terms/performance for renewal or expirations and renews as 
appropriate. 

• Coordinates and is responsible for all activities related to leases for all buildings and/or 
land space agreements. 

• Ensures all contracts and leases comply with federal and state regulations. 
• Works with management to finalize lease agreements for new locations, renewals, or 

terminations and coordinates lease activity with the Facilities Manager and program 
staff. 

• Manages and coordinates the purchase of a widely varied and diverse selection of 
commodities, including but not limited to, heavy equipment, vehicles, instructional items, 
office supplies, food service items, janitorial supplies, and many other supplies and 
equipment for purchases. 

• Communicates effectively with coworkers, suppliers, salespersons, and the public to 
establish and maintain effective working relationships.   

• Participates in cross-functional teams assigned to develop or evaluate contracts and 
proposals.   
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• Assists in developing a variety of purchasing-related documents, which may include 
contract terms, conditions, specifications, and other contractual agreements. 

• Prepares bid specifications and other required documents (including requests for 
quotations and requests for proposals) to solicit price quotations. 

• Research/investigates vendor sources for product information to include evaluation and 
quality/suitability of supplies. 

• Maintains electronic files on vendors, purchase orders, check requests, contracts, 
packing slips, and receipts for transactions.  

• Contacts vendors to discuss products and resolve any delivery or order problems on 
orders. 

• Assists the Procurement Manager in gathering, updating, and maintaining Agency 
inventory database and reports. 

• Performs other duties as assigned. 
 

Other Job Specific Duties: 
• Attends all meetings, trainings and conferences as assigned. 
• Maintains a safe and functional work environment. 

 
MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills and abilities required to satisfactorily 
perform the essential duties and responsibilities. 
 
Knowledge of: 

• Contracts/business law. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Administration, insurance, types of insurance, leases, and risk management. 
• Modern office practices, methods, procedures, and equipment. 
• Word processing, spreadsheet, database, and related software applications 

 
Ability to: 

• Analyze and interpret Agency and department policies and procedures and applicable 
federal, state, and local laws, codes, and regulations. 

• Communicate effectively, verbally, and in writing to employees at all levels of the 
organization. 

• Deal with conceptual matters. 
• Demonstrate good interpersonal skills. 
• Effectively present Agency program information to the public. 
• Establish professional working relationships with staff, other agencies, and parents. 

 
EDUCATION AND EXPERIENCE: 
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability 
necessary to perform the duties of the position. 
 

• Associate or bachelor’s degree in business administration, public administration, legal or 
paralegal studies, planning, finance, or a closely related field. 
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• Three (3) years of administrative experience in purchasing and contracts, preferably with 
a non-profit organization, public agency, government funded agency, or similar type 
program. 

• Experience as a paralegal preparing and reviewing contracts in a law firm or corporate 
legal department may be substituted. 

 
OTHER REQUIREMENTS: 
 

• Possession of a valid California driver’s license and state automobile insurance with an 
acceptable driving record, substantiated by a DMV printout. 

• Must be fingerprinted and pass pre-employment background check.   
• Successful completion of physical, substance abuse screening, TB, and all required 

vaccinations.  
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative of those an employee encounters in 
performing the essential functions of this job. 
 

• Work is primarily performed indoors. 
• Noise level is quiet to moderately quiet. 
• Hazards are minimal. 

 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be provided to enable 
employees with disabilities to perform their essential duties.  
 

POSITION TITLE    Procurement Contracts Specialist 
Activity                                                             Hours Per Day NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
Power Grasping (left hand)  x  
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Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing & Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  

 
 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs x   x   

76-100 lbs x   x   
100+ lbs x      
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Procurement Manager 
 
Disclaimer: Job descriptions are written as a representative list of the ADA essential duties performed by a job 
class. They cannot include nor are they intended to include all duties performed by all positions occupying a 
class. 
 

Salary Range: Grade 11          FSLA Status: Exempt          Date Approved: TBD 
 
SUMMARY:  
Under the direction of the Director of Finance, the Procurement Manager coordinates all aspects 
of procurement, contracts, leases, inventory and assets, memorandum of understandings 
(MOUs), and risk management in accordance with funding source regulations and internal policies 
and procedures. This position is responsible for the continuity of service to support CAPK 
programs and to ensure the purchase of goods and services are at the lowest cost consistent with 
quality needed. The Procurement Manager ensures compliance with Code of Federal Regulations 
2 CFR 200 – Uniform Administrative requirements, Cost Principles and Audit Requirement for 
federal awards.   
 
SUPERVISION RECEIVED: 
Receives supervision from the Director of Finance. 
 
SUPERVISION EXERCISED: 
Directly supervises the Procurement Contracts Specialist and Procurement Technician. 
 
DUTIES AND RESPONSIBILITIES: 
Disclaimer: This list is meant to be representative, not exhaustive. Some incumbents may not perform all the 
duties listed or may perform related duties as assigned. Reasonable accommodation may be made to enable 
individuals with disabilities to perform essential functions. 
 
Essential Job Specific Duties: 

• Identify, control, and develop purchasing processes and practices to ensure the best 
value for expenditure on goods and services. Procurement procedures must reflect the 
applicable state and local laws and regulations, as well as conform to applicable federal 
law. 

• Communicate effectively with coworkers, suppliers, salespersons, and the public to 
establish and maintain effective working relationships.  

• Participate in or lead cross-functional teams assigned to develop or evaluate contracts 
and proposals.  

• Assist in developing a variety of purchasing-related documents including contract terms, 
conditions, specifications, and contractual agreements. 

• Manage and coordinate preparation of bid proposals and construction and service 
contracts. Preside over public bid openings and analyzes and recommends award of 
contracts. 

• Analyze requisitions for new service contracts and evaluate the efficiency of existing 
service contracts. Perform research to assist in determining the best method for 
procuring a wide variety of services. Evaluate proposals and assist other employees with 
proposal evaluation.  

• Coordinate, monitor, track, and process all activities related to liability insurance policies 
for general liability, fire, automobile, and other insurance coverage. Process any required 
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policy changes. Communicate with insurance carriers regarding insurance coverage and 
ensuring that proper insurance requirements are met.  

• Coordinate and handle all activities related to Agency leases for all buildings and/or land 
space agreements. Ensure leases comply with federal, state, and local regulations. 
Assist Directors and/or Program Managers in negotiation or re-negotiation of leases, 
space agreements, contracts, or MOUs. Serve as liaison between tenants and landlords 
concerning complaints or problems. Track, update, and coordinate renewal of leases, 
space agreements, contracts, or MOUs. 

• Gather, update, and maintain Agency inventory database and reports. Train staff on 
inventory policies and procedures. Assist program management staff with the disposition 
of state and federal assets. 

• Process DMV transactions, including renewals, stolen or lost tag replacement, and smog 
notification. 

• Mentor and supervise Procurement Contracts Specialist and Procurement Technicians.  
 
Other Job Specific Duties: 

• Attend all meetings, trainings, and conferences as assigned, including evenings and 
weekends. 

• Maintain a safe and functional work environment. 
• Perform any other like duties as assigned. 

  
MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills, and abilities required to satisfactorily 
perform the essential duties and responsibilities. 
 
Knowledge of: 

• Agency policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Departmental policies and procedures. 
• Modern office practices, methods, procedures, and equipment. 
• Word processing, spreadsheet, database, and related software applications. 
• OMB Uniform Guidance.  

 
Ability to: 

• Communicate effectively, verbally and in writing, to employees at all levels of the 
organization. 

• Plan, organize, allocate, and control substantial resources. 
• Demonstrate good interpersonal skills. 
• Effectively present program information to the public. 
• Establish professional working relationships with staff, agencies, and parents. 
• Use computer software programs, such as Microsoft Office. 
• Capable of conducting agency-wide training to improve procurement processes and 

procedures. 
 
EDUCATION AND EXPERIENCE: 
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability 
necessary to perform the duties of the position. 
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• Bachelor’s degree with a major in business administration, public administration, 
planning, finance, or a closely related field.  

• Four (4) years’ procurement experience in purchasing, contracts, and budgets, 
administering and managing employees, preferably in a non-profit organization, public 
agency, government funded agency, or similar program.   

• Experience may be substituted for the education requirement on a year for year basis. 
• Certification from the Universal Public Purchasing Council as a Certified Public 

Purchasing Buyer (CPPB) within one (1) year of hire is required. 
 
OTHER REQUIREMENTS: 
 

• Possession of a valid California driver’s license and state automobile insurance with an 
acceptable driving record, substantiated by a DMV printout. 

• Must be fingerprinted and pass pre-employment background check.   
• Successful completion of physical, substance abuse screening, TB, and all required 

vaccinations.  
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative of those an employee encounters in 
performing the essential functions of this job. 
 

• Work is primarily performed indoors. 
• Noise level is quiet to moderately quiet. 
• Hazards are minimal. 

 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be provided to enable 
employees with disabilities to perform the essential duties.  
 

POSITION TITLE    Procurement Manager 
Activity                                                            Hours Per Day NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
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Power Grasping (left hand)  x  
Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing & Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  

 
 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs  x   x  

76-100 lbs x   x   
100+ lbs x      
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Procurement Technician 
 

Disclaimer: Job descriptions are written as a representative list of the ADA essential duties performed by a job 
class. They cannot include nor are they intended to include all duties performed by all positions occupying a 
class. 
 

Salary Range: Grade 08          FLSA Status: Non-Exempt          Date Approved: 08/26/2020 
   
SUMMARY:  
Under the supervision of the Procurement Manager, the Procurement Technician is responsible 
for day-to-day recurring procurement activities, including review of purchase order requests to 
ensure that Agency procurement guidelines are followed and issuing purchase orders using 
accounting software, as well as performing other recurring business activities.   
 
SUPERVISION RECEIVED: 
Receives supervision from the Procurement Manager. 
 
SUPERVISION EXERCISED: 
None 
 
DUTIES AND RESPONSIBILITIES: 
Disclaimer: This list is meant to be representative, not exhaustive. Some incumbents may not perform all the 
duties listed or may perform related duties as assigned. Reasonable accommodation may be made to enable 
individuals with disabilities to perform essential functions. 
 
Essential Job Specific Duties: 

• Research and/or investigate vendor sources for product information, including evaluation 
and quality/suitability of supplies. 

• Contact vendors to discuss products and resolve any delivery or order problems. 
• Helps coordinate the purchase of a varied and diverse selection of commodities, 

including, but not limited to, instructional items, heavy equipment, vehicles, office 
supplies, food service items, janitorial supplies, and many other supplies and equipment.  

• Reviews purchase order requests and inputs data into the purchasing module of the 
accounting system.   

• With final review provided by the Procurement Manager, finalizes and issues purchase 
orders to requestors.   

• Maintains titles and licenses on all Agency vehicles, renewing licenses with DMV as 
appropriate. 

• Maintains log of all Agency contracts and maintains electronic files of contracts. 
• Monitors insurance renewal or expirations for contracts and leases and requests renewal 

policies as appropriate.  
• Maintains business licenses for all Agency locations, renewing as appropriate.  
• Assists the Procurement Contract Specialist, Procurement Manager, and Director of 

Finance, as needed. 
• Maintains electronic files on vendors, purchase orders, check requests, contracts, titles, 

licenses, packing slips, receipts, inventory, etc. 
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Other Job Specific Duties: 
• Attends all meetings, trainings, and conferences as assigned. 
• Maintains a safe and functional work environment. 
• Performs any other duties as assigned. 

  
MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills, and abilities required to satisfactorily 
perform the essential duties and responsibilities. 
 
Knowledge of: 

• Agency policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Departmental policies and procedures. 
• Modern office practices, methods, procedures, and equipment,  
• Word processing, spreadsheet, database, and related software applications. 

 
Ability to: 

• Communicate effectively, verbally and in writing, to employees at all levels of the 
organization. 

• Demonstrate good interpersonal skills. 
• Effectively present Agency program information to the public. 
• Establish professional working relationships with staff, other agencies, and parents. 

 
EDUCATION AND EXPERIENCE: 
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability 
necessary to perform the duties of the position. 

 
• High school diploma or equivalent and six (6) semester units of post high school 

coursework in general accounting, bookkeeping, business math, and/or accounting 
related courses. 

• Three (3) years of increasingly responsible experience in fiscal record keeping, 
accounting, and reporting, including computer-assisted processes. 

• One (1) year of demonstrated experience working with spreadsheet applications. 
• Accounting experience in a non-profit or governmental entity is desirable. 

 
OTHER REQUIREMENTS: 
 

• Possession of a valid California driver’s license and state automobile insurance with an 
acceptable driving record, substantiated by a DMV printout. 

• Must be fingerprinted and pass pre-employment background check.   
• Successful completion of physical, substance abuse screening, TB, and all required 

vaccinations.  
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative of those an employee encounters in 
performing the essential functions of this job. 
 

• Work is primarily performed indoors. 
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• Noise level is quiet to moderately quiet. 
• Hazards are minimal. 

 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be made to enable 
employees with disabilities to perform the essential duties.  
 

POSITION TITLE    Procurement Technician 
Activity                                                               Hours Per Day NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
Power Grasping (left hand)  x  
Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing & Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  

 
 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs x   x   

76-100 lbs x   x   
100+ lbs x      
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MEMORANDUM 
To: Personnel Committee 

From: Susana Magana, Director of Health & Nutrition 

Date: May 8, 2024  

Subject: Agenda Item 4(d): Women, Infants & Children (WIC) Program Restructure – 
Action Item 

__________________________________________________________________________ 

As you may recall, over the past few months, WIC leadership has been diligently 
reviewing processes and operations to identify areas for improvement. Through this 
evaluation, it became evident that restructuring the department was necessary to 
optimize our performance and ensure compliance with contractual obligations.  

As the program administration staff initiated the implementation process for the WIC 
restructuring changes approved by the Board on March 27, 2024, an error was found in 
the grade for the Breastfeeding Education Coordinator and the Nutrition Education 
Coordinator positions. The position competencies in CompEase were reviewed by the 
Director of Human Resources and program administration staff and it was concluded 
that these roles should be supervisor positions rather than coordinator positions. This 
determination was made due to the supervisory responsibilities exercised and the FLSA 
exempt status of these positions. 

Summary of Proposed Changes 
Below is a description of the proposed position changes and fiscal sustainability: 

Position Title Proposed Changes 
Current 
Grade 

Proposed 
Grade 

Breastfeeding 
Education Supervisor 

Formerly the Breastfeeding Education 
Coordinator. Grade change due to 
supervisory responsibilities exercised and 
FSLA status change. 

10 
Min: $27.88 
Mid: $34.83 

 Max: $41.80

11 
Min: $31.01 
Mid: $38.77 

 Max: $46.54

Nutrition Education 
Supervisor 

Formerly the Nutrition Education 
Coordinator. Grade change due to 
supervisory responsibilities exercised and 
FSLA status change. 

10 
Min: $27.88 
Mid: $34.83 

 Max: $41.80

 11 
Min: $31.01 
Mid: $38.77 

 Max: $46.54

Fiscal Impact and Timeframe 
The adjustments in title and grade enable our program to align with market standards, 
enhancing our competitiveness in recruitment to fill existing vacancies and enhance 
retention efforts for the current fiscal year of 2023-2024. These modifications to the 
supervisor positions are endorsed by the WIC budget, which was thoroughly reviewed 
by the Chief Financial Officer. The restructuring proposal was presented to the Personnel 
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Personnel Committee 
WIC Program Restructure 
May 8, 2024 
Page 2 of 2 

Committee on March 6, 2024, and subsequently approved by the Board on March 27, 
2024. 

Strategic Plan Impact 
As part of the 2021-25 Strategic Plan, specifically under Goal 4: CAPK seeks to be an 
employer of choice and attract and retain a high-quality workforce to achieve the 
organization's desired results, and as part of following objectives, the proposal supports 
staff development, growth, and retention: 

• Objective 4.2: Increase employee engagement, morale, and retention.
o 4.2.1 Conduct an internal and external equity analysis to evaluate the labor

market and fiscal impacts; (b) Complete development and consolidation of
revised job descriptions.

Recommendation: 
Staff recommends the Personnel Committee approve the WIC Program reclassification 
of the Breastfeeding Education Supervisor and the Nutrition Education Supervisor job 
descriptions. 

Attachments: 
Organizational Chart 
Breastfeeding Education Supervisor Job Description 
Nutrition Education Supervisor Job Description 
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WIC Breastfeeding Education Supervisor 

WIC Breastfeeding Education Supervisor 
 
Disclaimer: Job descriptions are written as a representative list of the ADA essential duties performed by a job 
class. They cannot include nor are they intended to include all duties performed by all positions occupying a 
class. 
 

Salary Range: Grade 11          FLSA Status: Exempt          Date Approved: TBD 
 
SUMMARY:  
The WIC Breastfeeding Education Supervisor develops and implements the Community Action 
Partnership of Kern WIC policy and plan for the promotion and support of breastfeeding. Develops 
the breastfeeding education plan for staff.  Provides nutrition assessment and counseling for high-
risk WIC and high-risk Peer Counselor (PC) participants. Provides overall management and 
supervision to the WIC Breastfeeding Education and Peer Counselor program. 
 
SUPERVISION RECEIVED: 
Receives supervision from WIC Program Manager. 
 
SUPERVISION EXERCISED: 
Assigned WIC Nutrition Education Specialists, WIC Nutrition Education Technicians, and 
Degreed Nutritionists.  
 
DUTIES AND RESPONSIBILITIES: 
Disclaimer: This list is meant to be representative, not exhaustive. Some incumbents may not perform all the 
duties listed or may perform related duties as assigned. Reasonable accommodation may be made to enable 
individuals with disabilities to perform essential functions. 
 
Essential Job Specific Duties: 

• Responsible for the development of the policy and plan for breastfeeding support and 
promotion: 
o Develops the lesson plans for breastfeeding classes for WIC participants and 

instructs staff in their use. 
o Provides 20 hours of breastfeeding instruction to all new counseling staff. 
o Provides breastfeeding in-services for staff and hub meetings. 
o Oversees the breast pump inventory and distribution. 
o Oversees the inventory of breastfeeding supplies. 
o Develops and implements breastfeeding support activities. 
o Prepares and presents breastfeeding information to community organizations. 
o Attends/participates in meetings/conferences pertinent to WIC and/or breastfeeding 

support. 
• International Board-Certified Lactation Consultant (IBCLC) for the Peer Counselor (PC) 

program: 
o Works with Program Manager to provide overall management for the PC program. 
o Provides peer counselors with basic and current information on breastfeeding. 
o Provides breastfeeding counseling for high-risk PC participants. 
o Prepares the records and reports required by State WIC Branch Peer Counselor 

program. 
• Provides oversight and assistance to the Regional Breastfeeding Specialist (RBS): 

o Assists with the development of the RBS action plan. 
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WIC Breastfeeding Education Supervisor 

o Acts as a resource for the RBS 
• Provide services to high-risk participants:  

o Assess nutrition status and diet histories of participants on an individual basis, 
provides nutritional counseling, and assists participant in setting priorities. 

o Documents counseling session to provide an inventory of problems, 
recommendations, and follow-up. 

o At appropriate intervals, re-evaluates the participant’s dietary/nutritional progress and 
needs to determine continued eligibility. 

• Maintains regular contact with health care providers. 
• Understands the function of each WIC position and performs the function, if necessary, 

to deliver WIC services. 
• Stays abreast of high-risk criteria and other federal and state regulations used in 

determining eligibility of WIC sites. 
• Attends/participates in meetings/conferences pertinent to the WIC Program. 
• Prepares and presents WIC information to community organizations.                                                   
• Responsible for reports necessary for WIC operations under the automated system.  
• Assists with internal compliance protocols and special projects.                                                                                

 
Other Job Specific Duties: 

• Transports WIC equipment, and/or supplies using a WIC vehicle or personal vehicle 
(with mileage reimbursement) if a WIC vehicle is not available. 

• Attends meetings and conferences as assigned. 
• Maintains a safe and functional work environment. 
• Works alternative hours as required. 
• Is proactive in the effort to recruit and enroll families that qualify for CAPK programs. 
• Performs any other duties and special projects as assigned. 

 
MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills, and abilities required to satisfactorily 
perform the essential duties and responsibilities. 
 
Knowledge of: 

• The benefits and physiology of breastfeeding. 
• Agency policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Departmental policies and procedures. 
• Modern office practices, methods, procedures, and equipment, including computers. 
• Word processing, spreadsheet, database, and related software applications. 
• Regulations governing the administration federal and state programs.  

 
Ability to: 

• Develop interactive lesson plans. 
• Communicate effectively, verbally and in writing. 
• Demonstrate good interpersonal skills. 
• Attend evening and weekend meetings. 
• Effectively present program information to the public. 
• Establish professional working relationships with staff, agencies, and parents. 
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WIC Breastfeeding Education Supervisor 

 
EDUCATION AND EXPERIENCE: 
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability 
necessary to perform the duties of the position. 
 

• Bachelor’s degree in nutrition, dietetics, public health, marketing, communication, 
nursing, health education, health care administration, psychology, or related field 
required.    

• Five (5) years of working with various socio-economic populations, families with infants 
and children, social services, health/nutrition education, or related field.  

• Five (5) years working in a health/nutrition field with experience working with community 
groups as a nutritionist and developing education curriculum. 

• Two (2) years of progressive administrative/management experience with emphasis in 
social services, health/nutrition, or related field. 

• Two (2) years of experience staff supervising.  
• Any equivalent combination of education, training and/or experience will provide the 

ability to perform the described duties.    
 
OTHER REQUIREMENTS: 
 

• Possession of current certification as a Registered Dietitian. 
• Possession of current certification as International Board-Certified Lactation Consultant 

(IBCLC).  
• Possession of a valid California driver’s license and state automobile insurance with an 

acceptable driving record, substantiated by a DMV printout. 
• Bilingual language fluency (Spanish/English) preferred. 
• Must be fingerprinted and pass pre-employment background check. 
• Successful completion of physical, substance abuse screening, TB, and all required 

vaccinations.  
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative of those an employee encounters in 
performing the essential functions of this job. 
 

• Work is primarily performed indoors. 
• Noise level is quiet to moderately quiet. 
• Hazards are minimal. 

 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be provided to enable 
employees with disabilities to perform the essential duties.  

 
POSITION TITLE    WIC Breastfeeding Education Supervisor 

Activity                                                             Hours Per Day NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
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WIC Breastfeeding Education Supervisor 

Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
Power Grasping (left hand)  x  
Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing & Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  

 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs x   x   
76-100 lbs x   x   
100+ lbs x   x   
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WIC Nutrition Education Supervisor 
 

WIC Nutrition Education Supervisor 
 
Disclaimer: Job descriptions are written as a representative list of the ADA essential duties performed by a job 
class. They cannot include nor are they intended to include all duties performed by all positions occupying a 
class. 
 

Salary Range: Grade 11        FLSA Status:  Exempt          Date Approved: TBD 
 
SUMMARY:  
Responsible for developing, implementing, and monitoring the training process for all WIC staff. 
Develops and implements Community Action Partnership of Kern WIC Program’s Nutrition 
Education plan. Provides oversight and supervision for staff training.  Provides nutrition 
assessment and counseling for high-risk WIC participants. Supports various WIC sites as needed. 
 
SUPERVISION RECEIVED: 
Receives supervision from the WIC Program Manager. 
 
SUPERVISION EXERCISED: 
WIC Nutrition Education Specialists and WIC Nutrition Education Technicians.  
 
 
DUTIES AND RESPONSIBILITIES: 
Disclaimer: This list is meant to be representative, not exhaustive. Some incumbents may not perform all the 
duties listed or may perform related duties as assigned. Reasonable accommodation may be made to enable 
individuals with disabilities to perform essential functions. 
 
Essential Job Specific Duties: 

• Responsible for the development and implementation of the Nutrition Services Plan 
(NSP) as required by California Department of Public Health, WIC Division.  
o Review plan with WIC Program Administrator. 
o Successfully complete the NSP Plan and implement activities. 
o Maintain documentation of NSP activities. 

• Responsible for the development and oversight of the Nutrition Education training plan 
for WIC staff: 
o Responsible for assisting in the development of individual training plans for new hire 

WNAs that facilitate certification within a year of hire. 
o Works with the Program Manager to develop and present in-services and workshops 

for staff development. 
o Coordinate activity with quantitative outcome of WIC CQI as reported by the Quality 

Assurance Coordinator. 
• Develop the lesson plans for WIC participant classes and teach staff how to present the 

class. 
o Develop and maintain a system of objective observation to ensure that class material 

is being presented correctly and effectively by staff. 
• Provide services to high-risk participants:  

o Assess nutrition status and diet histories of participants on an individual basis, 
provide nutritional counseling and assist participants in setting priorities. 

o Records to provide an inventory of problems, recommendations, and follow-up. 
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WIC Nutrition Education Supervisor 
 

o At appropriate intervals, re-evaluate the participant’s dietary/nutritional progress and 
needs to determine continued eligibility. 

• Understand the function of each WIC position and perform the function, if necessary, to 
deliver WIC services. 

• Stay abreast of the high-risk criteria, and other federal and state regulations used in 
determining eligibility of the WIC sites. 

• Prepare and present WIC information to community organizations.                                                   
• Responsible for reports necessary for WIC operations under the automated system. 
• Responsible for the supervision of direct reports       

 
Other Job Specific Duties: 

• Attends all meetings, trainings, and conferences as assigned. 
• Provides transportation for herself, WIC equipment and/or supplies using a WIC vehicle 

or personal vehicle (with mileage reimbursement) if a WIC vehicle is not available. 
• Maintains safe and functional work environment. 
• Work alternative hours as required, including nights and weekends. 
• Is proactive in the program effort to recruit and enroll families that qualify for CAPK 

programs. 
• Performs any other duties and special projects as assigned. 

 
MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills, and abilities required to satisfactorily 
perform the essential duties and responsibilities. 
 
Knowledge of: 

• Agency policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Departmental policies and procedures. 
• Modern office practices, methods, procedures, and equipment, including computers. 
• Word processing, spreadsheet, database, and other related software applications. 

 
Ability to: 

• Develop interactive lesson plans. 
• Communicate effectively, verbally and in writing. 
• Demonstrate good interpersonal skills. 
• Attend evening and weekend meetings. 
• Effectively present program information to the public. 
• Establish professional working relationships with staff, agencies, and parents. 

 
EDUCATION AND EXPERIENCE: 
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability 
necessary to perform the duties of the position. 
 

• Bachelor’s degree in nutrition or a related field. 
• Possess and maintain the Registered Dietitian credential as approved by the Academy of 

Nutrition and Dietetics. 
• Five (5) years of working with various socio-economic populations, families with infants 
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WIC Nutrition Education Supervisor 
 

and children, social services, health/nutrition education, or related field.  
• Five (5) years working in a health/nutrition field with experience working with community 

groups as a nutritionist and developing education curriculum. 
• Two (2) years of progressive administrative/management experience with emphasis in 

social services, health/nutrition, or related field. 
• Comprehensive knowledge of regulations governing the administration federal and state 

programs highly desirable. 
• Any equivalent combination of education, training and/or experience will provide the 

ability to perform the described duties.    
• Minimum of two (2) years supervisory experience. 

 
OTHER REQUIREMENTS: 
 

• Possession of a valid California driver’s license and state automobile insurance with an 
acceptable driving record, substantiated by a DMV printout. 

• Bilingual Fluency (English/Spanish) preferred. 
• Must be fingerprinted and pass pre-employment background check. 
• Successful completion of physical, substance abuse screening, TB, and all required 

vaccinations.  
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative of those an employee encounters in 
performing the essential functions of this job. 
 

• Work is primarily performed indoors. 
• Noise level is quiet to moderately quiet. 
• Hazards are minimal. 

 
ESSENTIAL PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job. Reasonable accommodation may be provided to enable 
employees with disabilities to perform the essential duties.  
 

POSITION TITLE    WIC Nutrition Education Supervisor 
Activity                                                             Hours Per Day NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

Sitting   x 
Walking   x 
Standing   x 
Bending (neck)   x 
Bending (waist)   x 
Squatting  x  
Climbing x   
Kneeling  x  
Crawling x   
Twisting (neck)   x 
Twisting (waist)   x 
Is repetitive use of hand required?   x 
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WIC Nutrition Education Supervisor 
 

Simple Grasping (right hand)   x 
Simple Grasping (left hand)   x 
Power Grasping (right hand)  x  
Power Grasping (left hand)  x  
Fine Manipulation (right hand)   x 
Fine Manipulation (left hand)   x 
Pushing & Pulling (right hand)  x  
Pushing & Pulling (left hand)  x  
Reaching (above shoulder level)  x  
Reaching (below shoulder level)  x  
    

 LIFTING CARRYING 
 NEVER 

0 HOURS 
OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

NEVER 
0 HOURS 

OCCASIONALLY 
UP TO 4 HOURS 

FREQUENTLY 
4-8 HOURS 

0-10 lbs   x   x 
11-25 lbs  x   x  
26-50 lbs  x   x  
51-75 lbs x   x   
76-100 lbs x   x   
100+ lbs x      
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MEMORANDUM 
To: Personnel Committee 

From: Jerry Meade, Assistant Director of Head Start, Program 
Robert Espinosa, Program Design and Management Administrator 

Date: May 8, 2024 

Subject: Agenda Item 4(f): Head Start Personnel Update – Info Item 

The Head Start and State Child Development Division remains dedicated to providing regular 
updates on personnel challenges impacting the Head Start program. 

For the month of April 2024, the following information is provided to the Personnel Committee: 

 599 staff currently employed.
 102 vacant positions.
 Onboarded seven (7) new staff members.
 Twelve (12) resignations
 Conducted five (5) days of interviews for six (6) open requisitions.

Job postings continue to be listed on the Head Start California website, and ongoing 
recruitment endeavors persist for our direct service roles. We are actively promoting 
recruitment incentives to attract qualified personnel. 

Attached is a document outlining closed classrooms and staff vacancies for both closed and 
open classrooms as of April 30, 2024.  

Attachment: 
Enrollment Staffing Data Sheet 
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