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e Bachelor's degree from an accredited college or university in business or public
administration, information technology, computer science, or a technology related field
and/or equivalent work experience in areas outlined above.

o Seven (7) years of experience managing a technology related operation, including
supervision of staff.

OTHER REQUIREMENTS:

e Possession of a valid California driver’s license and state automobile insurance with an
acceptable driving record, substantiated by a DMV printout. Must have reliable
transportation during work hours.

o Successful completion of live scan, 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.

e Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
e 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 Information Technology (IT) Manager

Activity Hours Per Day NEVER OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO 4 HOURS 4-8 HOURS

Sitting X
Walking X
Standing X
X
X

Bending (neck)
Bending (waist)
Squatting X
Climbing X
Kneeling X
Crawling X
Twisting (neck)

Twisting (waist)

Is repetitive use of hand required?
Simple Grasping (right hand)
Simple Grasping (left hand)
Power Grasping (right hand) X
Power Grasping (left hand) X
Fine Manipulation (right hand) X
Fine Manipulation (left hand) X

XXX [X X
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Pushing & Pulling (right hand) X
Pushing & Pulling (left hand) X
Reaching (above shoulder level) X
Reaching (below shoulder level) X
LIFTING CARRYING
NEVER | OCCASIONALLY | FREQUENTLY | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO4HOURS | 4-8HOURS | 0 HOURS | UPTO4HOURS | 4-8 HOURS
0-10 Ibs X X
11-25 Ibs X X
26-50 Ibs X X
51-75 Ibs X X
76-100 Ibs X X
100+ Ibs X

Information Technology (IT) Manager
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Maintenance 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 10 FLSA Status: Exempt Date Approved: TBD

SUMMARY:
Under the general direction of the Facilities Manager, the Maintenance Supervisor delegates
assignments and ensures progress and completion of maintenance work orders. Will perform a
variety of skilled and semi-skilled trades related to the construction and maintenance of buildings,
grounds, and equipment. Maintains related records and ensures compliance with all required
regulations.

SUPERVISION RECEIVED:
Receives supervision from Facilities Manager.

SUPERVISION EXERCISED:
Maintenance Technician Il and |

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:

¢ Monitor facility work orders to ensure requests are appropriately handled and resolved in
a timely manner.

e Maintain status, generate, close, and input material cost and labor hours in the work order
system.

o Evaluate and prioritize facilities work orders to determine assignments/scheduling.

e With the guidance of the Facilities Manager, determine when projects should be
contracted.

¢ Organize and maintain appropriate documentation for all facilities and maintenance jobs,
projects, and equipment.

e Supervise staff in the performance of maintenance and construction work.

e With the assistance of Risk Management, monitor and evaluate the quality and completion
of jobs.

e Coordinate and/or perform routine emergency repairs and maintenance at all sites,
including evening and weekend emergency calls.

¢ Complete performance evaluations as required.

e Assist in the procurement of goods and services for the maintenance of all facilities.

Other Job Specific Duties:
¢ Conduct and attend all meetings, trainings, and conferences as assigned.
¢ Maintain a safe and functional work environment.
o Work alternative hours as required, including nights and weekends.
e Perform any other like duties as assigned.

Maintenance Supervisor 1
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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:

e Agency policies and procedures.
o Applicable federal, state, and local laws, codes, and regulations.
e Departmental policies and procedures.
o Modern office practices, methods, procedures, and equipment, including computers.
e Word processing, spreadsheet, database, and related software applications.
e Vehicle maintenance/repair.
Ability to:

o Handle conceptual issues.

Plan, organize, allocate, and control substantial resources.

Communicate effectively, verbally and in writing.

Demonstrate good interpersonal skills.

Effectively present program information to the public.

Establish professional working relationships with staff, agencies, and parents.
Establish priorities and organize work accordingly.

Motivate subordinate employees.

Interpret and implement a variety of regulatory standards and guidelines.

Repair and maintain equipment, furniture, fixtures, facilities systems, grounds, and
structures.

o Supervise employees professionally to achieve professional and organizational goals.
o Work collaboratively and effectively lead a team.

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.
e Five (5) years of work experience in building construction and/or maintenance/repair.
e Two (2) years of supervisory experience in building and/or construction/maintenance.

OTHER REQUIREMENTS:

o Possession of a valid California driver’s license and state automobile insurance with an
acceptable driving record, substantiated by a DMV printout. Must have reliable
transportation during work hours.

e Successful completion of live scan, physical, substance abuse screening, TB, and all
required vaccinations.

e Bilingual language fluency (Spanish/English) highly desirable.

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

Maintenance Supervisor 2
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o Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
e 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 Maintenance Supervisor

Activity Hours Per Day NEVER OCCASIONALLY | FREQUENTLY
0 HOURS | UP TO 4 HOURS 4-8 HOURS

Sitting X
Walking

Standing

Bending (neck)

Bending (waist)

Squatting

Climbing

Kneeling

Crawling

Twisting (neck)

Twisting (waist)

Is repetitive use of hand required?
Simple Grasping (right hand)
Simple Grasping (left hand)
Power Grasping (right hand) X
Power Grasping (left hand)
Fine Manipulation (right hand)
Fine Manipulation (left hand) X

X
X
X
X

X[ XX |X

XX XX X

x

x

Pushing & Pulling (right hand) X
Pushing & Pulling (left hand) X
Reaching (above shoulder level) X
Reaching (below shoulder level) X
LIFTING CARRYING
NEVER [ OCCASIONALLY | FREQUENTLY | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO4HOURS | 4-8 HOURS | 0 HOURS | UP TO 4 HOURS | 4-8 HOURS

0-10 Ibs X X
11-25 Ibs X X
26-50 Ibs X X
51-75 Ibs X X
76-100 Ibs X X

100+ Ibs X X
Maintenance Supervisor 3
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Network Engineer

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 10 FLSA Status: Non-Exempt Date Approved: TBD

SUMMARY:

Under the supervision of the Information Technology Infrastructure Manager, the Network
Engineer will be responsible for the day-to-day overall infrastructure management and project
support. Work collaboratively with the technical support team to ensure successful functionality
of network and software systems.

SUPERVISION RECEIVED:

Receives supervision from the Information Technology Infrastructure 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:

Configure and manage the organization’s cloud, server, and network devices and
services (e.g., switches, firewalls, VPN, domain controllers, Microsoft 365).

Configure network software, including network management tools, monitoring systems,
and security applications.

Monitor network performance and security using network management and monitoring
tools to identify and resolve issues proactively.

Diagnose and resolve network problems, including connectivity issues, hardware
failures, and software malfunctions.

Perform routine maintenance tasks, such as firmware updates, patch management, and
system backups.

Maintain comprehensive documentation of network configurations, topologies, hardware,
and software inventory.

Maintain, monitor, and test backup and disaster recovery systems and data.

Monitor system resource utilization, trending, and capacity planning.

Provide Level-2/3 support and troubleshooting to resolve issues.

Work within established configuration and change management policies to ensure
awareness, approval and success of changes made to the network infrastructure.
Create and maintain technical documentation for cloud and application environments,
including network diagrams, installation, and configuration procedures, troubleshooting
guidelines, and operational procedures.

Network Engineer Rev. 05/2024
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Other Job Specific Duties:
e Attends all meetings, trainings, and conferences as assigned.
e Maintains safe and functional work environment.
o Work alternative hours as required, including nights and weekends.
e Performs 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:
e Current computer and networking technology solutions.
Operations management principles in complex environments.
Information resource development and access of complex information systems.
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 other related software applications.

Ability to:

e Ability to deal with conceptual matters.

¢ Ability to communicate effectively verbally and in writing.

e Good interpersonal skills.
Establish priorities, organize work, and work independently.
Interpret and implement a variety of regulatory standards and guidelines.
Establish professional working relationships with staff, agencies, and parents.
Work collaboratively as a team.
Effectively present program internally and externally.

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

e Bachelor’'s degree in business or public administration, information technology, computer
science, or a technology related field from an accredited college or university, and/or
equivalent work experience in areas outlined above.

» Seven (7) years of experience managing a technology related operation.

OTHER REQUIREMENTS

e Possession of a valid California Driver's License and State automobile insurance, and
acceptable driving record substantiated by a DMV printout. Must have reliable
transportation during work hours.

» Successful completion of live scan, physical, substance abuse screening, TB, and all
required vaccinations

Network Engineer Rev. 05/2024
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WORK ENVIRONMENT:
The work environment characteristics described are representative of those an employee encounters in
performing the essential functions of this job.

o Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
e 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 Network Engineer
NEVER OCCASIONALLY FREQUENTLY
ACTIVITY (HOURS PER DAY) 0 HOURS UP TO 4 HOURS 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 | OCCASIONALLY | FREQUENTLY | NEVER | OCCASIONALLY FREQUENTLY
0 HOURS | UPTO4HOURS | 4-8HOURS | 0 HOURS | UP TO 4 HOURS 4-8 HOURS
0-10 Ibs X X
11-25 Ibs X X
26-50 Ibs X X
51-75Ibs X X

Network Engineer Rev. 05/2024
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76-100Ib

X

100lbs+
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Risk 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 Grade: 12 FLSA Status: Exempt Date Approved: TBD

SUMMARY:

Under the direct supervision of the Chief Facilities and Technology Officer, the Risk Manager will
plan, organize, and administer a program of comprehensive risk management and loss control;
to analyze, develop and recommend risk management procedures and programs to include
workers’ compensation, accident investigation, occupational and industrial safety, disaster
preparedness, and related activities; to supervise and evaluate the work of a staff engaged in
claims adjustment and safety activities.

SUPERVISION RECEIVED:
Receives direct supervision from Chief Facilities and Technology Officer.

SUPERVISION EXERCISED:
Assistant Risk Manager

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:

¢ Develops the implementation, maintenance, and compliance of an agency-wide safety
program and workers’ compensation program, including updates to the Written Injury and
lliness Prevention Program (IIPP).

e Conducts and supervises the routine survey of facilities, work sites, programs, and
operations to identify and correct hazardous conditions and potential liabilities.

¢ Monitors, investigates, and analyzes accidents, accident reports, and safety hazards to
initiate corrective action to eliminate unsafe areas and/or acts and make recommendations
for preventative action ensuring proper procedures are followed and paperwork
completed.

e Develops procedures to maintain complete and current statistics on loss and accident
frequency to include OSHA 300A Log, severity, and costs; develops procedures to protect
and minimize exposure to general and workers’ compensation liability risks.

e Develops safety education and training programs, including training sessions for
employees on safety, risk management, loss prevention and monitors for effectiveness.

e Provides assistance to departments in the implementation of and compliance with the
California Occupational Safety and Health Act.

e Serves as primary contact and maintains effective working relationships with the agency’s
workers’ compensation carrier, insurance broker and employees to support related safety
and workers’ compensation activities.

Risk Manager Rev. 05/2024
61



k

Community Action | Partnership

of Kern

Collects data and maintains accurate files and comprehensive reports to include assisting
with department budget preparation, federal and state reports, and special projects
required by the Director.

Completes and supervises full facility assessments on a regular basis to inspect quality
control and identify future or immediate facility improvements.

Coordinates safety training related to mitigating losses and assists divisions/departments
with maintaining annual training calendars as needed.

Maintains and distributes facility evacuation routes.

Completes playground safety inspections on all agency play structures and keeps records
of each inspection.

Stays current with changes to California Code of regulations Title 24 and 22 and Head
Start Environmental Health & Safety Protocol.

Other Job Specific Duties:

Conducts and attends meetings, training, and professional growth activities, as required.
Works alternative hours as required, including nights and weekends.
Performs 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:

Safety regulations and practices involved in operations and safety laws regarding the
public sector.

Administrative practices and procedures involved in insurance and risk management
programs, claims investigations, and processing.

Principles and practices of various insurance policies.

Basic medical terminology related to safety and risk policies and practices.

Pertinent federal, state, and local laws, codes, and regulations.

Principles and practices of record keeping.

Principles of effective presentation and public speaking.

Customer service and public relations methods and techniques.

Office procedures, methods, and equipment, including computers and applicable
software.

Agency policies and procedures.

Ability to:

Plans and implements developmentally appropriate routines, activities, and
experiences.

Plan, organize, and allocate resources.

Work independently.

Prepare clear, concise reports.

Exercise sound, independent judgment within general policy guidelines.

Provide guidance and interpret and explain policies and procedures.

Analyze problems; identify alternative solutions.

Communicate effectively verbally and in writing.

Risk Manager Rev. 05/2024
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&
Work with accuracy and attention to detail.
Operate and use modern office equipment.
Effectively organize and prioritize assigned work.
Establish and maintain effective working relationships internally and externally.
Supervise employees effectively to achieve professional and organizational goals.
Work collaboratively and effectively lead a team.

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

e Associate of Art Degree from an accredited university in public administration, business
administration, human resources, or related field, plus two (2) years demonstrated
experience in safety and/or workers’ compensation, or high school diploma or
equivalent, plus four (4) years demonstrated experience in safety and/or workers’
compensation.

e Experience in implementing job safety programs and/or reducing on the job injuries
desirable.

o Must possess or must obtain certification as a Playground Safety Inspector through the
National Recreation and Parks Association.

e Bilingual (English/Spanish) capabilities desirable

OTHER REQUIRMENTS:

o Possession of a valid California driver’s license and state automobile insurance with an
acceptable driving record, substantiated by a DMV printout. Must have reliable
transportation during work hours.

e Successful completion of live scan, physical, substance abuse screening, TB, and all
required vaccinations.

¢ Bilingual language fluency (English/Spanish) preferred, but not required.

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

e Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
e 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 _Risk Manager
Activity Hours Per Day NEVER OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO 4 HOURS 4-8 HOURS
Sitting X
Risk Manager Rev. 05/2024
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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 | OCCASIONALLY | FREQUENTLY | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UP TO 4 HOURS 4-8HOURS | 0HOURS | UPTO4HOURS | 4-8 HOURS

0-10 Ibs X X

11-25 Ibs X X

26-50 Ibs X X

51-75 Ibs X X
76-100 Ibs X X

100+ Ibs X

Risk Manager Rev. 05/2024
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Service Desk 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 10 FLSA Status: Non-Exempt Date Approved: TBD

SUMMARY:

Under the supervision of the Information Technology (IT) Manager, the Service Desk Supervisor
will be responsible for leading the Service Desk team, creating support standards and metrics,
and improving the overall quality of support provided by the CAPK Help Desk.

SUPERVISION RECEIVED:
Receives supervision from the Information Technology (IT) Manager.

SUPERVISION EXERCISED:
Technical Support Specialist | and Il.

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:

e Supervise and provide guidance to the service desk team, including hiring, training,
scheduling, and performance evaluation.

e Foster a positive and productive work environment, encouraging teamwork and
professional growth.

¢ Manage the daily operations of the IT service desk, ensuring efficient and effective
handling of support requests.

¢ Monitor service desk metrics, including ticket volumes, response times, and resolution
rates.

e Oversee the logging, categorization, prioritization, and resolution of incidents and service
requests.

e Ensure that escalated issues are addressed promptly and effectively, coordinating with
other IT teams as necessary.

¢ Maintain high levels of customer satisfaction by ensuring service desk staff provide
courteous, efficient, and effective support.

¢ Communicate with users and stakeholders to keep them informed of incident progress,
upcoming changes, and service improvements.

o Develop, implement, and maintain service desk policies, procedures, and best practices
to enhance service delivery.

e Ensure accurate and up-to-date documentation of support processes, incident
resolutions, and knowledge base articles.

e Provide advanced technical support and guidance to the service desk team, assisting
with complex or high-priority issues.

Service Desk Supervisor Rev. 05/2024
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e Stay current with the latest technology trends and tools to provide effective solutions and
advice.

¢ lIdentify training needs and develop training programs for service desk staff to enhance
their technical and customer service skills.

e Conduct regular training sessions and workshops to keep the team updated on new
technologies, tools, and processes.

e Track and analyze service desk performance metrics, generating regular reports for
management.

¢ |dentify trends and areas for improvement, making data-driven recommendations to
enhance service quality and efficiency.

o Work closely with other IT departments, such as network, security, and applications
teams, to ensure coordinated support and service delivery.

o Participate in IT projects and initiatives, providing input and support from a service desk
perspective.

e Oversee the management of IT assets, ensuring accurate inventory tracking and proper
maintenance of hardware and software.

e Ensure that the service desk team follows asset management policies and procedures.

e Ensure that service desk operations comply with organizational policies, industry
standards, and regulatory requirements.

e Promote and enforce IT security best practices among the service desk team and end-
users.

Other Job Specific Duties:
e Attends all meetings, trainings, and conferences as assigned.
e Maintains safe and functional work environment.
o Work alternative hours as required, including nights and weekends.
e Performs 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:
e Current computer and networking technology solutions.
Operations management principles in complex environments.
Information resource development and access of complex information systems.
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:
e Ability to deal with conceptual matters.
¢ Ability to communicate effectively.
o Good interpersonal skills.
e Willingness to attend evening and weekend meetings.

Service Desk Supervisor Rev. 05/2024
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o Effectively present program 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.

e Bachelor’'s degree in business or public administration, information technology, computer
science, or a technology related field from an accredited college or university and/or
equivalent work experience in areas outlined above will be considered.

e Seven (7) years of experience managing a technology-related operation, including
supervision of staff required.

OTHER REQUIREMENTS:

o Possession of a valid California driver’s license and state automobile insurance with an
acceptable driving record, substantiated by a DMV printout. Must have reliable
transportation during work hours.

e Successful completion of live scan, 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.

o Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
e 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 Service Desk Supervisor

Activity Hours Per Day | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO 4 HOURS | 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
Service Desk Supervisor Rev. 05/2024

67



c@p

k

Community Action il Partnership
of Kern
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 | OCCASIONALLY | FREQUENTLY | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UP TO 4 HOURS 4-8 HOURS | 0HOURS | UPTO4HOURS | 4-8 HOURS

0-10 Ibs X X

11-25 Ibs X X

26-50 Ibs X X

51-75 Ibs X X
76-100 Ibs X X

100+ Ibs X

Service Desk Supervisor
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Technical Support 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 08 FLSA Status: Non-exempt Date Approved: TBD

SUMMARY:

Under the direction of the IT Manager, the Technical Support Specialist | will provide technical
support, training, and direction to departmental staff using computer equipment and applications
on a wide area network (WAN) or large local area network (LAN). Installs, tests, and resolves
problems with computer hardware and software.

SUPERVISION RECEIVED:
Receives supervision from the IT 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:

¢ Provide first-level technical support to internal and external customer issues via service
desk concerning computer systems, equipment, and software operation.

e Responds to technical service requests via telephone, email, or other electronic
communication in a courteous manner to build rapport and elicit problem details to
ensure accurate documentation of issues.

e Maintains Help Desk logs (manually or in a system) of incoming requests for service;
generates problem reports for the more difficult jobs; escalates urgent problems to next
level of support; refers problem reports to the appropriate staff for follow-up and problem
resolution; and informs supervisor of recurring problems.

¢ Diagnose, troubleshoot, and resolve issues by gathering detailed information from
customers regarding technical issues.

e Documents pertinent end user information, concerning the nature of problem or issue.

e Prioritize, schedule, and escalate technical service requests to the appropriate
experienced technician(s).

e Record, track, and document the service desk problem-solving process, including
decisions, and actions taken, through to the final resolution.

e Apply diagnostic utilities to aid in troubleshooting.

e Access resources to aid in problem resolution, which includes but is not limited to
software updates, drivers, and knowledge bases.

¢ Identify and learn appropriate software and hardware used and supported by the
organization.

Technical Support Specialist | Rev. 05/2024
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e Perform hands-on fixes at the desktop level, including installing and upgrading software,

implementing file backups, and configuring systems and applications.

Install and configure computer applications.

Configure desktop operating systems.

Test fixes to ensure the problem is adequately resolved.

Maintain procedural documents and reports.

Provide accurate feedback to customers promptly.

Follow up with customers to ensure computer systems are functioning properly after

troubleshooting.

Prepare accurate reports promptly.

e Provide Tier | Network support.

e Ensure Service Level Agreements (SLAs) are met to maintain the high-quality customer
service set forth by CAPK.

e Conduct physical inventory of equipment as required. Determine which systems need to
be upgraded and make recommendations.

e Provide training and support to agency telephone (cellular and land line) users.

e Maintain inventory of equipment and coordinate vendor support and maintenance.

e Assist in the management and monitoring of LAN operated by the agency.

Other Job Specific Duties:
e Work alternative hours as required, including nights and weekends.
May assist in deploying new software or hardware systems.
Assist in monitoring and maintaining computer networks.
Monitor daily performance of technical systems.
Develop help sheets and knowledge base articles for end users.
Document technical knowledge in the knowledge database.
Perform related duties consistent with the scope and intent of the position.

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 other related software applications.
ITIL (Information Technology Infrastructure Library) Foundation Basics.

Ability to:

¢ Handle conceptual issues.
Communicate effectively, verbally and in writing.
Demonstrate good interpersonal skills.
Establish priorities, organize work, and work independently.
Effectively present program information to the public.

Technical Support Specialist | Rev. 05/2024
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o Establish professional working relationships with staff, agencies, and parents.
e Work collaboratively as a team.

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

e High School diploma or GED required.

o One (1) year of experience with extensive working knowledge of information systems
principles, operating systems, database, word processing and spread sheet applications,
current trends in information management, network management, and communication
systems.

OTHER REQUIREMENTS:

o Possession of a valid California driver’s license and state automobile insurance with an
acceptable driving record, substantiated by a DMV printout. Must have reliable
transportation during work hours.

e Successful completion of live scan, 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.

o Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
o 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 Technical Support Specialist |

Activity Hours PerDay | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO4HOURS | 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

Technical Support Specialist | Rev. 05/2024
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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 OCCASIONALLY | FREQUENTLY | NEVER | OCCASIONALLY | FREQUENTLY
0HOURS | UPTO4HOURS | 4-8HOURS | 0 HOURS | UP TO 4 HOURS 4-8 HOURS
0-10 Ibs X X
11-25 Ibs X X
26-50 Ibs X X
51-75 Ibs X X
76-100 Ibs X X
100+ Ibs X X

Technical Support Specialist |
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Technical Support Specialist 1l

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: TBD

SUMMARY:

Under the supervision of the IT Manager, the Technical Support Specialist Il is responsible for the
coordination, implementation, monitoring, and supporting of the Agency’s hardware and software
systems.

SUPERVISION RECEIVED:
Receives supervision from the IT 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:

e Provide journey-level technical support to internal and external customer issues
concerning their computer systems, equipment, and software operation.

e Perform hands-on fixes at the desktop level, including installing and upgrading software,
implementing file backups, and configuring systems and applications.

e Assists with training for both users and technical staff.

e Respond to technical service requests via telephone, email, or other electronic
communication in a courteous manner to build rapport and elicit problem details to
ensure accurate documentation of issues.

e Diagnose, troubleshoot, and resolve issues by gathering detailed information from

customers regarding technical issues.

Install and configure computer applications.

Configure desktop operating systems.

Deploy new software and/or hardware systems.

Document all pertinent end-user information concerning the nature of the problem or

issue.

e Prioritize, schedule, and escalate technical service requests (when required) to the
appropriate experienced technical staff.

e Record, track, and document the service desk problem-solving processes, including
decisions, and actions taken, through to the final resolution.

o Utilize diagnostic utilities to aid in troubleshooting.

e Access resources to aid in problem resolution which includes but is not limited to
software updates, drivers, and knowledge bases.

Technical Support Specialist Il Rev. 05/2024
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¢ Identify and learn appropriate software and hardware used and supported by the

organization.

Test fixes to ensure problems are adequately resolved.

Maintain procedural documents and reports.

Provide accurate feedback to customers promptly.

Follow up with customers to make sure their computer systems are functioning properly

after troubleshooting.

Prepare accurate reports promptly.

e Provide Tier | Network support.

e Ensure Service Level Agreements (SLAs) are met to maintain the high-quality customer
service set forth by CAPK.

Other Job Specific Duties:
e May assist in deploying new software or hardware systems.
Assist in monitoring and maintaining computer networks.
Monitor daily performance of technical systems.
Develop help sheets and knowledge base articles for end users.
Document technical knowledge in the knowledge database.
Perform related duties consistent with the scope and intent of the position.
Work alternative hours as required, including nights and weekends.

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.
ITIL (Information Technology Infrastructure Library) Foundation Basics

Ability to:
¢ Handle conceptual issues.
Communicate effectively, verbally and in writing.
Demonstrate good interpersonal skills.
Establish priorities, organize work, and work independently.
Effectively present program information to the public.
Work collaboratively as a team.
Establish professional working relationships with staff, agencies, and parents.
Communicate effectively with staff, volunteers, and community members.
Stay current with changes in technology.

EDUCATION AND EXPERIENCE:

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

Technical Support Specialist Il Rev. 05/2024
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e High School Diploma, G.E.D., and completion of sixty (60) semester or ninety (90)
quarter units from an accredited college or university with course work in computer
science or information systems; AND two (2) years of experience in the installation,
repair and maintenance of enterprise computer systems, equipment, mobile devices,
and other technical systems.

o Completion of an accredited trade or vocational school training program in computer
repair, computer science, or information systems; AND two (2) years of experience in the
installation, repair, and maintenance of enterprise computer systems, equipment, mobile
devices, and other technical systems.

o Three (3) years of paid full-time experience in electronics or the installation, repair, and
maintenance of enterprise computer systems, equipment, mobile devices, and other
technical systems.

¢ Knowledge of the operation and use of automated systems, personal computers,
network technologies, and peripheral equipment; an understanding of the logical
operation of complex IT systems and mobile communication devices; PC operating
systems and hardware; directory services, such as Active Directory, and basic
networking of computers; working knowledge of data processing methodology and
techniques in creating documentation and data security.

OTHER REQUIREMENTS:

e Possession of a valid California driver’s license and state automobile insurance with an
acceptable driving record, substantiated by a DMV printout. Must have reliable
transportation during work hours.

e Successful completion of live scan, 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.

e Work is primarily performed indoors.
¢ Noise level is quiet to moderately quiet.
e 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 Technical Support Specialist Il
Activity Hours PerDay | NEVER | OCCASIONALLY | FREQUENTLY
0HOURS | UPTO4HOURS | 4-8 HOURS
Sitting X
Walking X
Standing X
Bending (neck) X
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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 | OCCASIONALLY [ FREQUENTLY | NEVER | OCCASIONALLY | FREQUENTLY
0 HOURS | UPTO 4 HOURS | 4-8 HOURS 0 HOURS | UP TO 4 HOURS 4-8 HOURS
0-10 Ibs X X
11-25 Ibs X X
26-50 Ibs X X
51-75 Ibs X X
76-100 Ibs X X
100+ Ibs X X
Technical Support Specialist Il Rev. 05/2024
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MEMORANDUM

To: Personnel Committee

From: Jerry Meade, Assistant Director of Head Start, Program

L
*/{&qf //éf/za(b
Date: June 5, 2024

Subject: Agenda Item 4(c): Head Start Organizational Structure Revision — Action
Item

The Head Start and State Child Development Division is proposing a change to their
organizational structure related to the addition of the Family Child Care program option and
revisions to the Home Base Department.

Program staff have been working with the Office of Head Start’s Training and Technical
Assistance team on the development of the Family Child Care program option. Through this
consultation and development discussion, Program has confirmed the approach will follow the
Child Care Partnership model. With that said, the changes to the organizational structure will
combine our current partnership program with Family Child Care with reviving the Partnership
Manager position that will report to the Program Services Administrator.

Staff will consult with Human Resources on updating the approved Partnership Manager job
description. If significant changes are needed, staff will bring the job description back to the
Board for approval.

Within the 2024-25 Head Start Funding application, revisions were made to the Home Base
program to include three (3) Home Base Supervisor positions (two in Kern and one in San
Joaquin County). The included organizational chart accurately displays the change with the
quantity of two (2) supervisors in Kern. The transition of the program option will begin July 1,
2024.

Revisions included in this organization change will have a slight financial impact as we have
budgeted positions for each role. Any fiscal impact will be included in the 2024 Head Start
Budget Revision being presented to the Budget and Finance Committee later this year.

Recommendation
Staff recommends the Personnel Committee approve the revised organizational structure for the
Head Start and State Child Development division as presented.

Attachment:
HSSCD Organizational Chart
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MEMORANDUM

To: Personnel Committee

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

|
WA
‘5(’%/ d:%/’/,)
Date: June 5, 2024

Subject: Agenda Item 4(d): 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 May 2024, the following information is provided to the Personnel Committee:

603 staff currently employed.

98 vacant positions.

Onboarded six (6) new staff members.

Two (2) resignations.

Conducted eight (8) days of interviews for nine (9) open requisitions.

VVVVY

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 May 29, 2024.

Attachment:
Enrollment Staffing Data Sheet
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Head Start State Child Development

Enrollment Staffing Data Sheet

site Funded Reportable % Budgeted | Currently| Staff % Closed Classrooms Funded Staff
Enrollment |Enrolled| Staffed Staffed |Vacancies | Staffed Enrollment | Vacancies
Alberta Dillard (PY) Bakersfield College ~
40 37 93% 9 8 1 89% 32
Alicante 20 20 100% 5 5 0 100% Class 1 8 0
Angela Martinez EHS 24 20 83% 9 6 3 67% Gianone ~ 16
Angela Martinez HS 60 59 98% 19 11 8 58% Class 1 &2 16 6
Bakersfield College 32 23 72% i D D E T D Harvey Hall EHS ~ 60
Blanton 16 13 81% I e R e Class 7 & 8 16 5
Broadway (PY) 40 37 93% 9 9 0 100% Harvey Hall HS ~ 80
California City (PY) 20 20 100% 4 4 0 100% Class C-FD 20 3
California Street 24 25 104% 14 14 0 100% Class D-FD 20 3
Cleo Foran EHS 8 7 88% 3 3 0 100% *MJM EHS ~ 16
Cleo Foran HS 15 14 93% 6 5 1 83%) Class 1 8 3
Delano (PY) 76 67 88% 19 17 2 89% Class 2 8 3
E. Cal 40 31 78% 13 12 1 92% MJM HS ~ 55
E. Cal EHS 12 6 50% 6 3 3 50% *Class A- FD 20 3
Escuelita Hernandez 16 15 94% T~ o e e Class B- FD 17 2
Fairfax (PY) 39 33 85% 9 6 3 67% Class C- FD 15 2
Garden Pathways 11 11 100% | e~ | Tl Tl TS Oasis EHS ~ 8
Gianone 16 0 0% 8 2 6 25% Class 1 (HB) 2 2
Harvey L. Hall EHS 60 42 70% 24 18 6 75% Oasis HS ~ 37
Harvey L. Hall 80 38 48% 25 19 6 76% Class B-SS 17 3
Heritage (PY) 20 19 95% 4 4 0 100%) Class C- SS 20 2
Kennedy 16 12 75% 9 8 1 89%) Pete Parra EHS ~ 48
Lamont (PY) 20 19 95% 0 100%) Class 3 5 2
Lathrop 24 16 67% 14 12 2 86%) Class 4 3 2
Lodi 24 24 100% 13 11 2 85% Class 5 20 2
M. Massei 16 13 81% 9 7 2 78% Class 6 20 2
MJM EHS 16 0 0% 6 4 2 67%) Pete Parra HS ~ 80
MJM HS 55 0 0% 14 9 5 64% Class B-FD 8 1
McFarland (PY) 20 17 85% 5 5 0 100%) Class D-FD 20 3
Mojave (PY) 20 16 80% 4 4 0 100% Prim. Pasos HS ~ 60
Oasis EHS (PY) 8 6 75% 3 1 2 33%) Class C- FD 20 3
Oasis (PY) 37 20 54% 11 9 2 82% Rosamond ~ 60
Pete Parra EHS 48 24 50% 20 11 9 55%) Class A-PD 20 2
Pete Parra HS 80 50 63% 23 16 7 70%) San Diego ~ 32
Primeros Pasos EHS 16 13 81% 6 6 0 100%) Class2 & 3 4 1
Primeros Pasos HS 60 34 57% 15 11 4 73% Shafter EHS ~ 24
Rosamond (PY) 60 38 63% 16 13 3 81% Class 2 4 0
San Diego EHS 32 28 88% 17 16 1 94% Stockdale HS ~ 60
Seibert (PY) 20 20 100% 4 4 0 100% Class A-D-PD 60 11
Shafter EHS 24 14 58% 12 10 2 83% Sterling EHS ~ 64
Shafter 20 20 100% 5 5 0 100%) Class 3 4 1
St. Mary's 24 24 100% 13 13 0 100% Class 7 8 1
Stockdale HS 60 0 0% 17 1 16 6% Class 8 8 3
Sterling EHS 64 39 61% 26 20 6 77% Vineland ~20
Sterling HS 60 61 102% 18 16 2 89% Class A 8 1
Sunrise Villa (PY) 20 19 95% 5 5 0 100% Taft College ~ 60
Taft (PY) 60 57 95% 14 14 0 100% Class 5 8 0
Taft College 42 13 31% TSl T~el| T TS SJC EHS HB ~ 130
Tehachapi (PY) 34 27 79% 4 4 0 100% Lathrop 3 11 1
Vineland (PY) 20 11 55% 5 4 1 80% Stockton 6 12 1
Virginia (PY) 20 20 100% 4 4 0 100% Wesley ~60
Wesley (PY) 60 38 63% 17 13 4 76%) Class A-D 12 4
Willow (PY) Classrooms Fully
40 39 98% o o 0 100% Closed Total Slots | Sttt Vac:
Home Base Kern 152 152 97 64% 14 14 0 100% 40 442 78
SJC EHS HB 130 142 72 51% 12 9 3 75%
Total 2083 1438 69% 554 438 116 79% * MIJM slots moved to Angela Martinez and Sterling
Slots Staff Vac.
Funded Enrollment 2083 1438 Active Enrollment 1641 1438 Closed Enrollment 21% 67.24%
69% 88% Open Enroliment 79% 32.76%

Enrollment Data Run Date 5/29/2024 Staffing Data an Date
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	SUPERVISION EXERCISED:
	 Conducts and attends meetings, training, and professional growth activities, as required.
	 Works alternative hours as required, including nights and weekends.
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	 Bachelor of Arts or Bachelor of Science Degree in Management Information Systems (preferred), Information Technology, Business Administration, Entrepreneurship, Engineering, Economics, or other related field of study preferred.
	 Three (3) to five (5) (years’ experience working with Dynamics 365 and MS SharePoint.
	 Experience with advanced Microsoft Excel and Visio concepts.
	 Experience with relational databases.
	 Experience with .NET framework (C#, VB.NET, C++).
	 Experience with JavaScript.
	 UI/UX development skills.
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	 One (1) to three (3) years’ experience with data, statistics, or similar analysis.
	 Any equivalent combination of education and/or experience may be substituted on an annual basis.
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	SUPERVISION RECEIVED:
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	 Bachelor of Arts or Bachelor of Science Degree in Management Information Systems (preferred), Information Technology, Business Administration, Entrepreneurship, Engineering, Economics, or other related field of study preferred.
	 Four (4) to six (6) years’ experience working with Dynamics 365 and MS SharePoint.
	 Experience with advanced Microsoft Excel and Visio concepts.
	 Experience with relational databases.
	 Experience with .NET framework (C#, VB.NET, C++).
	 UI/UX development skills.
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	Ops_Technical Support Specialist I 03.10.2017.pdf
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