






















































































































































Personnel Committee 
Position Analysis and Equity Review for Friendship House 
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Fiscal Impact and Timeframe  
Pending approval, the proposed grade increases and job title changes are scheduled to 
take effect on September 30, 2024. These adjustments will increase the annual salary 
cost by $10,135.00. This additional expense will be covered by existing funding sources, 
including Cal-VIP, Cal-VIP Outreach, Positive Youth Impact, and CSBG, which currently 
support Friendship House. The grade and title changes will enhance our program's 
competitiveness in recruitment, help fill vacant positions, and improve staff retention for 
the 2024/2025 fiscal year. The revised and new job descriptions have been reviewed 
and approved by the Chief Program Officer, Chief Financial Officer, and the Human 
Resources Department. 
 
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. 

 
Recommendation:  
Staff recommends the Personnel Committee approve the Friendship House job 
descriptions and pay grade changes.   
 
Attachments: 
Friendship House Organizational Chart 
Administrative Assistant Job Description   
Cal-VIP Outreach Specialist Job Description 
Program Activity Assistant Job Description 
Program Administrator Job Description 
Program Educator Mentor Services Job Description 
Program Educator Violence Intervention Services Job Description 
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Administrative Assistant 
 
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 06          FLSA Status: Non-Exempt          Date Approved: TBD 
 
SUMMARY:  
Provides a wide variety of administrative and clerical duties, prepares reports, and performs 
special projects. The Administrative Assistant will relieve the supervisor of a wide variety of 
administrative details and interacts with high-level external and internal contacts requiring 
specialized confidential subject matter expertise in business administration, information systems, 
and personnel management, including the application and interpretation of federal, state, and 
local laws related to these subject areas.  
 
SUPERVISION RECEIVED: 
Receives supervision from the Program Administrator.  
 
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: 

• Responsible for accurately entering, maintaining, and organizing department files, 
customer information, and electronic records.  

• Delivers outstanding customer service to clients and team members with a commitment 
to helpfulness, dignity, and respect.  

• Provides general information about Agency programs to the public.  
• Assist the Program Administrator with department projects, meetings, reports, and 

correspondence.  
• Prioritize workflow, including handling routine matters such as distributing mail, faxing, 

and photocopying.  
• Engage in recruitment and outreach efforts across multiple program service lines. 

 
Other Job Specific Duties: 

• Attends all meetings, trainings, and conferences as assigned. 
• 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 like duties as assigned. 
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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: 

• Applicable federal, state, and local laws, codes, and regulations. 
• Agency and departmental policies and procedures. 
• Modern office practices, methods, procedures, and equipment, including computers.  
• Word processing, spreadsheet, database, and related software applications. 
• Current problems of socially and economically challenged families. 

 
Ability to: 

• Problem solve and address conceptual matters. 
• Communicate effectively, verbally and in writing. 
• Work independently 
• Demonstrate good interpersonal skills. 
• 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. 
 

• High school diploma or equivalent. 
• Three (3) years of clerical 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 language fluency (English/Spanish) desirable. 
• 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. 
 

• 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 made to enable 
employees with disabilities to perform the essential duties.  
 

POSITION TITLE    Administrative Assistant 
Activity                                                            Hours Per Day NEVER OCCASIONALLY FREQUENTLY 
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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 

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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Cal-VIP Outreach 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 Program Administrator, the Cal-VIP Outreach Specialist is responsible 
for establishing a positive rapport with communities and individuals that are at risk of gun and 
gang violence. The Cal-VIP Outreach Specialist solicits high-risk individuals to encourage positive 
community engagement while linking them to social services, education, and jobs through an 
intensive case management process. Additionally, will serve as a liaison between health/social 
services and the community.  
 
SUPERVISION RECEIVED: 
Receives supervision from the Program Administrator. 
 
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 court advocacy services and support high-risk clients in court proceedings, 
ensuring they understand their rights and the legal processes involved. 

• Supply food boxes and essential food supplies to clients in need, ensuring nutritional 
needs are met. 

• Maintain inventory of food pantry and replenishment of the food pantry, ensuring 
accurate inventory records and timely restocking. 

• Implement and conduct Aggression Replacement Training sessions in schools to help 
students develop better anger management and social skills. 

• Visit high-risk youth in local youth detention centers to offer personalized mentoring and 
support, aiming to guide them towards positive behavioral changes. 

• Conduct group and individual job readiness training sessions focused on enhancing job 
readiness skills, such as resume building, interviewing techniques, and application 
processes; monitors and tracks milestones such as employment acquisition, and/or 
educational progress. 

• Coordinate and facilitate emergency relocation for victims and at-risk clients, ensuring 
their safety and providing necessary support during the transition. 

• Help clients and their families complete Home Energy Assistance Program (HEAP) 
applications to secure energy bill assistance. 

• Process and distribute vouchers to community members for obtaining California 
identification cards, aiding in their access to various services. 
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• Provide participants with gift cards and other incentives to encourage participation and 
acknowledge achievements. 

• Compose detailed letters justifying specific client needs for various services or supports, 
advocating on their behalf. 

• Attend pre-release and safety meetings focused on the safety and reintegration of 
clients, contributing insights and planning for their successful reentry into the community. 

• Engage with the community both individually and as part of a team to establish and 
maintain positive relationships with high-risk individuals, residents, businesses, and 
community groups, including neighborhoods at high risk of gun violence. 

• Develop strong connections with community-based service organizations, school 
officials, and resource providers; work collaboratively with City and County partners to 
align efforts, execute presentations, and sustain a robust network of intervention 
services and violence prevention initiatives. 

• Evaluate each client's situation thoroughly to determine the most appropriate needs and 
support plan.  

• Provide comprehensive case management for high-risk clients, maintaining daily contact 
and offering coaching, support, and connections to community programs (e.g., job 
programs, health and wellness services, social services, GED programs, drug treatment, 
and mentoring). 

• Engage in weekly strategic planning sessions to research and identify potential hot spots 
for gun and gang violence, contributing to the development of intervention strategies. 

• Accurately record all observations and actions using program-specific forms and 
standards, ensuring thorough documentation for reporting and analysis; perform 
necessary data entry and maintain confidentiality. 

• Act as a bridge between health/social services and the community, facilitating 
communication and support; assist in managing crises and deescalating tense 
situations. 

• Advocate for community education, counseling, and social support while engaging in 
outreach activities to raise awareness, provide necessary resources, and inform the 
community about program services.  

• Develop and maintain positive working relationships with team members, co-workers, 
and supervisory staff, as well as those contacted during the performance of duties. 

• Adhere to and enforce proper safety procedures and program guidelines during all 
activities and interactions. 

• Support applicants in completing program applications accurately and efficiently, 
providing guidance as needed. 

• Keep participants informed about renewal dates and requirements, ensuring they remain 
compliant with program protocols. 

• Collect relevant data and compile routine reports to track program progress and 
outcomes; handle all paperwork tasks diligently while maintaining confidentiality. 

• Maintains a variety of manual and electronic documents/reports, files and records for the 
purpose of providing up-to-date information and historical reference in accordance with 
established administrative guidelines and legal requirements. 

• Performs other related tasks as assigned. 
 

Other Job Specific Duties: 
• Attends all meetings, trainings, and conferences as assigned. 
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• Maintains safe and functional work environment. 
• Work alternative hours as required, including nights and weekends. 
• Proactive in the program effort to recruit and enroll families that qualify for CAPK 

programs. 
 

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:  

• Kern County demographics, culture and population. 
• Needs, perspectives, and lifestyle patterns of high-risk, gang-impacted, and/or gang-

involved individuals. 
• Techniques and strategies for working with diverse populations and individuals.  
• General office practices, including operation of standard office equipment. 
• Basic interviewing methods and principles. 
• Safety practices and procedures related to the job. 
• Agency and departmental policies and procedures. 
• Current problems of socially and economically challenged families.   

 
Ability to:  

• Plan, organize, allocate, and control substantial resources. 
• Communicate effectively, verbally and in writing. 
• Demonstrate good interpersonal skills. 
• Work independently. 
• Work alternative hours as necessary 
• Establish professional working relationships with staff, agencies, and clients. 
• Prepare and maintain accurate records and reports.  
• Interact effectively within diverse cultural communities and with a variety of public and 

private agencies, including public school officials, law enforcement, community-based 
and non-profit organizations, and other city, county, state, and federal agencies. 

 
 
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 degree from an accredited college or university with coursework in counseling, 
social services, or a related field is preferred.   

• Experience working or interacting with high-risk populations providing intervention and 
diversion services.  

• Understanding of best practices in gang intervention and harm reduction. 
• Experience in lieu of education may be considered on a year-per-year basis. 

 
OTHER REQUIREMENTS:  
 

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

• Work is performed indoors and outdoors. 
• Noise level is mild to moderate. 
 

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: Cal-VIP Outreach Worker   
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 
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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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Program Activity Assistant  
 
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 06       FLSA Status: Non-Exempt          Date Approved: TBD 
     
SUMMARY:  
Under the supervision of the Program Administrator, the Program Activity Assistant is responsible 
for assisting in the planning of afterschool and summer program activities that are designed to 
stimulate learning and self-concept for students of various ages. The Program Activity Assistant 
is responsible for the recruitment of program participants, transportation to and from the 
afterschool program, tracking program enrollment, and helping to maintain a safe and healthy 
environment for children.    
 
SUPERVISION RECEIVED: 
Receives supervision from the Program Administrator.  
 
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: 

• Leads educational and recreational activities for program participants and provides 
oversight. 

• Assists with review of eligibility requirements and program enrollment of students and 
families.  

• Assists in creating program activities and lesson plans for program participants. 
• Assists with serving daily meals and clean-up following meal service. 
• Tracks inventory of art supplies, snacks, and sports equipment 
• Participates in participant/parent conferences as requested. 
• Maintains participant and volunteer sign-in sheets for accuracy.   
• Responsible for ensuring the overall safety of program participants. 
• Provides homework assistance to program participants. 
• Assist with the distribution of program surveys and evaluations to determine educational 

gains and gather feedback from participants. 
• Create lesson plans and assist in the facilitation of STEM and leadership programs. 
• Assist with the recruitment of the afterschool and summer programs. 
• Assist with the meal orders and meal count report forms. 
• Communicate and foster strong relationships with parents/guardians to support youth 

success.  
• Responsible for providing transportation for program participants, as follows: 

o Program participants are to be picked up at their school sites, according to routes 
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and route schedules, and transported to the Center.  
o Provides transportation for program field trips, as required. 
o Follows all safety and transportation procedures. 

• Maintenance of vehicle: 
o Responsible for fuel credit card and all receipts for fuel purchases. 
o Responsible for cleanliness and safety. 
o Responsible for maintaining vehicles in good operating condition and notifies 

supervisor if vehicles need repair. 
o Maintains daily vehicle maintenance logs. 
o Ensures that the CAPK vehicle usage form and mileage form have proper 

documentation with proper signatures. 
o Follows weekly vehicle cleaning schedule. 

 
Other Job Specific Duties: 

• Attends all meetings and training courses 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 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 and departmental policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Current trends of culturally diverse children and families 
• Child development and/or recreational background. 
• Principles and techniques of instructional aide work. 
• Classroom health and safety procedures. 

 
Ability to: 

• Communicate effectively, verbally and in writing. 
• Demonstrate good interpersonal skills. 
• Attend evening and weekend meetings. 
• Effectively present program information to the public. 
• Establish professional and positive working relationships. 
• Work effectively and collaboratively in a team environment. 

 
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 degree in health, social science, early childhood development, or related field 
desired. 

• Experience working with children and families is desirable. 
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• Any equivalent combination of education and/or experience may be substituted on a 
year for year basis.   

 
OTHER REQUIREMENTS: 
 

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

• Experience working with children and families is desirable. 
• Successful completion of live scan, physical, substance abuse screening, TB, and all 

required vaccinations. 
• Bilingual language fluency (English/Spanish) desirable. 
 

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

• Work is performed indoors and outdoors. 
• Noise level is quiet to moderate. 
• 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    Program Activity Assistant  
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  
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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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Program Administrator - Friendship House  
 
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: TBD 
     
SUMMARY:  
Under the direction of the Director of Youth and Community Services, the Program Administrator 
directs, administers, and monitors the programs, activities, and day-to-day operations of the 
Friendship House Community Center (FHCC). Responsible for implementing all program grants, 
assisting with grant writing, preparing board memos and program reports, and ensuring timely 
progress on all grant goals and objectives. The Program Administrator assists with the preparation 
of program audits, memorandums of understanding (MOU), and develops and analyze program 
evaluations. Provides fiscal oversight of all program lines, prepares budget reports, and allocation 
plans. Responsible for supervising staff, coordinating volunteers, providing outreach, planning 
community events, and attending community collaborative meetings.  Provides support to the 
FHCC Advisory Board by attending all meetings, creating fundraising plans, developing reports, 
implementing objectives, and providing the Advisory Board with program and financial reports. 
The Program Administrator will ensure that all programs are fully compliant with state, federal, 
and local regulations, contract requirements, and CAPK policies.  
 
SUPERVISION RECEIVED: 
Receives supervision from Director of Youth and Community Services. 
 
SUPERVISION EXERCISED: 
Program staff and volunteers.  
 
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 and maintain oversight of all program budgets to ensure expenses are within 
budget guidelines and ensure compliance with the scope of work as defined by funding 
sources and contracts. 

• Responsible for program planning which includes developing program goals, identifying 
program objectives, and developing work plans. 

• Provide operational administration of Friendship House programs, including the 
maintaining and efficiency of staffing and professional development. 

• Recruit, develop, supervise, and provide leadership to program staff and volunteers. 
• Follow and enforce program policies and procedures to ensure compliance with 

established guidelines. Including federal, state and local regulations. 
• Develop strategies in researching and obtaining new initiatives and/or expansion of 

existing programs and services. 
• Develop and maintain the afterschool and summer program for children in the 

community. 
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• Develop and maintain community programs for children and families outside of normal 
work hours.  

• Ensure that confidentiality of program participants is being maintained by staff. 
• Manage, recruit, and support the needs of the Friendship House Advisory Board. 
• Compile and submit memos related to the Friendship House to the CAPK Board of 

Directors. 
• Develop and maintain fundraising events that will help support the Friendship House 

needs for new and current programs. 
• Collaborate with the CAPK marketing staff to develop outreach material and advertising 

for asset development programs. 
• Interact with individuals, groups, and neighborhoods at high-risk of gun violence, as well 

as the individuals in their support networks; establish trust; seek answers to questions to 
better understand the situation. 

• Train and coach staff to provide high-risk clients with intensive case management, 
including daily client contact and goal setting as well as support and linkages to 
programs and opportunities in the community (e.g., job programs, health and wellness 
and social services, GED, drug treatment, and mentoring). 

• Participate in weekly strategic planning sessions, to include research of gun and gang 
violence to identify potential hot spots. 

• Serve as a liaison between health/social services and the community; assist with crisis 
management; de-escalate tense situations. 

• Establish and maintain contacts with community-based service organizations, school 
officials, and resources; collaborate with City and County partners to align efforts and 
sustain a network of intervention services and violence prevention. 

• Provide emergency relocation assistance to victims and at-risk clients. 
• Write justification letters for specific client needs and seek City and State approval. 
• Develop program evaluation tools, analyze data to determine if goals and objectives 

were met, and interpret findings for internal and external reports. 
• Identify funding opportunities and assist with developing program designs for 

prospective grant proposals. 
• Responsible for the care and maintenance of the FHCC vehicle, and for arranging 

transportation service for the FHCC program participants. 
• Responsible for marketing the rental of the FHCC, preparing rental contracts, performing 

pre and post event walk through of the facility, and collecting rental fees and deposits. 
• Responsible for overseeing the occupancy, cost allocation, and facility needs of 

additional CAPK programs occupying space at the FHCC (e.g., WIC and MCAP).  
 
Other Job Specific Duties: 

• Attend all meetings, trainings, and conferences as assigned. 
• Maintain a safe and functional work environment. 
• Work alternative hours as required, including nights and weekends. 
• Seek new funding and program development opportunities that will enrich underserved 

communities. 
• Performs any other like duties as assigned. 
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• 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 (English/Spanish) desirable. 
• 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. 
 

• Work is performed indoors and outdoors. 
• Noise level is quiet to moderate. 
• 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    Program Educator – Mentor Services 
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 
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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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Program Educator – Violence Intervention Services  
 
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 Program Administrator, the Program Educator is responsible for the 
outreach, enrollment, and retention of program services for persons of various ages and diverse 
backgrounds. Will provide support, advocacy and linkage to various community services. In 
addition, assists with program reports, evaluation of processes, and activities. Monitors 
participation through in-person engagement and outreach. Conducts research on available 
community resources to develop and implement intervention, education, employment, health, 
and/or other social activities for at-risk individuals and their families. Prepares and submits 
monthly client progress reports, assessments, and outcomes. 
  
SUPERVISION RECEIVED: 
Receives supervision from the Program Administrator. 
 
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 court advocacy services and support high-risk clients in court proceedings, 
ensuring they understand their rights and the legal processes involved. 

• Supply food boxes and essential food supplies to clients in need, ensuring nutritional 
needs are met. 

• Maintain inventory of food pantry and replenishment of the food pantry, ensuring 
accurate inventory records and timely restocking. 

• Visit high-risk youth in local youth detention centers to offer personalized mentoring and 
support. 

• Conduct group and individual job readiness training sessions focused on enhancing job 
readiness skills, such as resume building, interviewing techniques, and application 
processes; monitors and tracks milestones such as employment acquisition, and/or 
educational progress. 

• Coordinate and facilitate emergency relocation for victims and at-risk clients, ensuring 
their safety and providing necessary support during the transition. 

• Support clients and their families to apply and advocate for eligible health and human 
service programs including CAPK services.  

• Attend pre-release and safety meetings focused on the safety and reintegration of 
clients, contributing insights and planning for their successful reentry into the community. 
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• Engage with the community both individually and as part of a team to establish and 
maintain positive relationships with high-risk individuals, residents, businesses, and 
community groups. 

• Develop strong connections with community-based service organizations, school 
officials, and resource providers; work collaboratively with City and County partners to 
align efforts, execute presentations, and sustain a robust network of intervention 
services and violence prevention initiatives. 

• Evaluate each client's situation thoroughly to determine the most appropriate needs and 
support plan.  

• Provide case management for high-risk clients, maintaining daily contact and offering 
coaching, support, and connections to community programs.  

• Engage in weekly strategic planning sessions to research and identify potential hot spots 
for gun and gang violence, contributing to the development of intervention strategies. 

• Accurately record all observations and actions using program-specific forms and 
standards, ensuring thorough documentation for reporting and analysis; perform 
necessary data entry and maintain confidentiality. 

• Act as a bridge between health/social services and the community, facilitating 
communication and support; assist in managing crises and deescalating tense 
situations. 

• Develop and maintain positive working relationships with team members, co-workers, 
and supervisory staff, as well as those contacted during the performance of duties. 

• Advocate for community education, counseling, and social support while engaging in 
outreach activities to raise awareness, provide necessary resources, and inform the 
community about program services.  

• Collect relevant data and compile routine reports to track program progress and 
outcomes; handle all paperwork tasks diligently while maintaining confidentiality. 

• Performs related tasks as assigned.  
 

Other Job Specific Duties: 
• Attends all meetings, trainings, and conferences as assigned. 
• Maintains a safe and functional work environment. 
• Works alternative hours as required, including nights and weekends. 
• Is proactive in the effort to recruit and enroll families that qualify for CAPK programs. 

 
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 and departmental policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Modern office practices, methods, procedures, and equipment. 
• Word processing, spreadsheet, database, and related software applications. 
• Current problems of socially and economically challenged families. 

 
Ability to: 

• Utilize social media platforms and websites. 
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• Communicate effectively, verbally and in writing. 
• Demonstrate good interpersonal skills. 
• Work independently. 
• Effectively present program information to the public. 
• Establish professional working relationships with staff, agencies, and clients. 

 
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 degree from an accredited college or university with coursework in counseling, 
social services, or a related field is preferred.  

• Experience working or interacting with high-risk populations providing intervention and 
diversion services. 

• Two (2) years paid or volunteer experience facilitating outreach and/or presentations.  
• Two (2) years paid or volunteer experience working with youth and/or facilitating an after 

school program.  
• Experience may be considered on a year-per-year basis for education. 

 
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 language fluency (English/Spanish) desirable. 
• 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. 
 

• Work is primarily performed indoors and outdoors. 
• Noise level is quiet to moderate. 
• 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    Program Educator – Violence Intervention Services 
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 
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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   

 



 

MEMORANDUM 
 

To: Personnel Committee  
  
From: Freddy Hernandez, Director of Youth & Community Services   

 
Date: September 4, 2024 
  
Subject: Agenda Item 4(g): Position Analysis and Equity Review for Shafter Youth 

Center – Action Item 
__________________________________________________________________________ 
 

In collaboration with the Human Resources Department, we conducted a comprehensive 
review of job descriptions and salary structures for the Shafter Youth Center. The goal of 
this study is to ensure equitable compensation, enhance our competitiveness in the 
current job market, retain staff, and continue meeting the evolving needs of the Shafter 
community.       
 
Summary of Proposed Changes 
The study did not identify any positions requiring a grade or pay reduction. However, two 
positions were identified for a grade adjustment, along with title changes to maintain 
equitable pay standards across the agency. Below is a description of the proposed 
position changes and their fiscal sustainability: 
 

Position Title  Proposed Changes 
Current  
Grade 

Proposed 
Grade 

Program Activity Assistant  Formerly the Activity Specialist; grade 
change from 4 to 6; duties and 
responsibilities; education and 
experience.  

4 
Min: $16.38 
Mid: $18.89 
Max: $21.72 

6 
Min: $18.89 
Mid: $23.62 
Max: $28.34 

Program Manager  Grade change from 9 to 12; duties and 
responsibilities.   

9 
Min: $24.78 
Mid: $31.01 
Max: $37.21 

12 
Min: $35.58 
Mid: $44.47 
Max: $53.37 

 
Fiscal Impact and Timeframe  
Pending approval, the proposed grade increases and job title changes are scheduled to 
take effect on September 30, 2024. These adjustments will result in an annual salary 
cost increase of $10,087.00. This additional expense will be covered by the existing 
CSBG funding that supports the Shafter Youth Center. The grade and title changes will 
enhance our program's competitiveness in recruitment, help fill vacant positions, and 
improve staff retention for the 2024/2025 fiscal year. The revised and new job 
descriptions have been reviewed and approved by the Chief Program Officer, Chief 
Financial Officer, and the Human Resources Department. 
 
 



Personnel Committee 
Position Analysis and Equity Review for Shafter Youth Center 
September 4, 2024 
Page 2 of 2 
 
 
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. 

 
Recommendation:  
Staff recommends the Personnel Committee approve the Shafter Youth Center job 
descriptions and pay grade changes.   
 
Attachments: 
Shafter Youth Center Organizational Chart 
SYC Program Activity Assistant Job Description 
SYC Program Manager Job Description 
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Legend

Title Change

Program Manager

Title Change

Program Activity Specialist 
(1) FT
(2) PT

The Job Description will be 
presented to the board at a 

later date

Freddy Hernandez

Director of Youth & 
Community Services
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Program Activity Assistant   
 
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 06        FLSA Status: Non-Exempt          Date Approved: TBD 
     
SUMMARY:  
Under the supervision of the Program Manager, the Program Activity Assistant is responsible for 
assisting in the planning of afterschool and summer program activities that are designed to 
stimulate learning and self-concept for students of various ages. The Program Activity Assistant 
is responsible for the recruitment of program participants, transportation to and from the 
afterschool program, tracking program enrollment, and helping to maintain a safe and healthy 
environment for children.    
 
SUPERVISION RECEIVED: 
Receives supervision from the Program 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: 

• Leads educational and recreational activities for program participants and provides 
oversight. 

• Assists with review of eligibility requirements and program enrollment of students and 
families.  

• Assists in creating program activities and lesson plans for program participants. 
• Assists with serving daily meals and clean-up following meal service. 
• Tracks inventory of art supplies, snacks, and sports equipment 
• Participates in participant/parent conferences as requested. 
• Maintains participant and volunteer sign-in sheets for accuracy.   
• Responsible for ensuring the overall safety of program participants. 
• Provides homework assistance to program participants. 
• Assist with the distribution of program surveys and evaluations to determine educational 

gains and gather feedback from participants. 
• Create lesson plans and assist in the facilitation of STEM and leadership programs. 
• Assist with the recruitment of the afterschool and summer programs. 
• Assist with the meal orders and meal count report forms. 
• Communicate and foster strong relationships with parents/guardians to support youth 

success.  
• Responsible for providing transportation for program participants, as follows: 

o Program participants are to be picked up at their school sites, according to routes 
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and route schedules, and transported to the Center.  
o Provides transportation for program field trips, as required. 
o Follows all safety and transportation procedures. 

• Maintenance of vehicle: 
o Responsible for fuel credit card and all receipts for fuel purchases. 
o Responsible for cleanliness and safety. 
o Responsible for maintaining vehicles in good operating condition and notifies 

supervisor if vehicles need repair. 
o Maintains daily vehicle maintenance logs.  
o Ensures that the CAPK vehicle usage form and mileage form have proper 

documentation with proper signatures. 
o Follows weekly vehicle cleaning schedule. 

 
Other Job Specific Duties: 

• Attends all meetings, and training courses 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 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 and departmental policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Current trends of culturally diverse children and families 
• Child development and/or recreational background. 
• Principles and techniques of instructional aide work. 
• Classroom health and safety procedures. 

 
Ability to: 

• Communicate effectively, verbally and in writing. 
• Demonstrate good interpersonal skills. 
• Attend evening and weekend meetings. 
• Effectively present program information to the public. 
• Establish professional and positive working relationships. 
• Work effectively and collaboratively in a team environment. 

 
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 degree in health, social science, early childhood development, or related field 
desired. 

• Experience working with children and families is desirable. 
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OTHER REQUIREMENTS: 
 

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

• Experience working with children and families is desirable. 
• Successful completion of live scan, physical, substance abuse screening, TB, and all 

required vaccinations. 
• Bilingual language fluency (English/Spanish) desirable. 

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

• Work is performed indoors and outdoors. 
• Noise level is quiet to moderate. 
• 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    Program Activity Assistant 
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  

 



 

Program Activity Assistant  Rev. 08/2024 

 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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Program 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 12         FLSA Status: Exempt          Date Approved: TBD 
  
SUMMARY:   
Under the direction of the Division Director, the Program Manager is responsible for the overall 
operation including the direct supervision of staff, volunteers, and the day-to-day operational 
responsibilities of the Shafter Youth Center (SYC). The Program Manager is responsible for 
implementing all program grants, preparing program reports, ensuring timely progress on all grant 
goals and objectives, and providing an analysis of program evaluations. The Program Manager 
provides fiscal oversight of the program and prepares budget reports and allocation plans.  In 
addition, responsible for supervising staff, coordinating volunteers, providing outreach, and 
attending community collaborative meetings. 
 
SUPERVISION RECEIVED: 
Receives supervision from the Division Director.   
 
SUPERVISION EXERCISED: 
Program Activity Assistant and Volunteers.  
 
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:   

• Implements, directs, recruits participants and volunteers, and manages the program, 
activities, and day-to-day operations of the program, including the afterschool program, 
summer program, emergency food distributions, and the various grant programs. 

• Facilitate and monitor programs within assigned communities implemented in 
collaboration with independent partners, schools and community-based agencies. 

• Strategically plan and monitor contract expenditures to ensure expenses are within 
budget guidelines. 

• Collaborate with the CAPK marketing team to develop outreach material and advertising 
for the program. 

• Work with the Grants Department to seek additional funding opportunities. 
• Develop and maintain a successful volunteer program.  
• Attends local, regional, and state meetings at the Division Director’s discretion and the 

requirements of the funding sources. 
• Fiscal reporting for all grant funded programs and service lines. 
• Develops program evaluation tools, analyzes data to determine if goals and objectives 

are being met, and interprets findings for internal and external reports. 
• Responsible for program planning, including developing program goals, identifying 

program objectives, and developing a work plan.  



Program Manager   Rev. 08/2024 

• Maintain program database ensuring the completion of all program observations, impact 
statements, reports, surveys and collection of any, and all, relevant documentation. 

• Provides leadership by example and maintains quality work standards. 
• Supervises, trains, directs, and evaluates staff and program volunteers. 
• Identifies funding opportunities and assists with developing program designs for 

prospective grant proposals. 
• Secure the appropriate tools and supplies for each program. 
• Responsible for the care and maintenance of the program vehicle(s), and for arranging 

transportation service for program participants. 
• Market the rental of the center, preparing rental contracts, performing pre- and post-

event walk throughs of the facility, and collecting rental fees and deposits. 
• Ensure the confidentiality of the clients served.  

 
Other Job Specific Duties: 

• Attends all meetings, trainings, and conferences as assigned. 
• Maintains a safe and functional work environment. 
• Works alternative hours as required, including nights and weekends. 
• Is proactive in the effort to recruit and enroll children that qualify for the program. 
• Performs 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 and departmental policies and procedures. 
• Applicable federal, state, and local laws, codes, and regulations. 
• Budget and contract management. 
• Current problems of socially and economically challenged families.   
• Modern office practices, methods, procedures, and equipment 
• Word processing, spreadsheet, database, and related software applications. 

 
Ability to: 

• 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. 
• Work independently and make clear presentations of ideas and recommendations. 
• Supervise and effectively lead staff and volunteers. 
• Travel for work as needed.  

 
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 public administration, health services, sociology, behavioral science, 
childhood development, or related field.  

• Minimum three (3) years of relevant work experience in a related field.   
• Minimum two (2) years of supervision of staff and volunteers. 
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• Case Management experience preferred. 
• Any equivalent combination of education and/or experience that will demonstrate the 

capabilities to perform the duties described may be acceptable. 
 

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 have access to reliable transportation during work hours. 
• 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. 
 

• Work is performed indoors and outdoors. 
• Noise level is quiet to moderate. 
• 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    Program 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  
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  



Program Manager   Rev. 08/2024 

 
 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   

 



 

MEMORANDUM 
 

To: Personnel Committee  
  
From: Lisa McGranahan, Director of Human Resources   

 
Date: September 4, 2024 
  
Subject: Agenda Item 4(h): Revisions to CAPK Employee Handbook – Info Item 
__________________________________________________________________________ 
 
With the assistance of our legal counsel, Human Resources has implemented several 
important updates to our Employee Handbook. These long-anticipated updates are 
intended to provide more clarity and ensure our policies align with current practices and 
legal updates. We believe these updates will help create a more transparent and 
supportive work environment. Additionally, these updates fulfill the requirements set forth 
by the Community Services Block Grant (CSBG). Below is a high-level overview of the 
key updates: 
 
Summary of Proposed Changes 

 Updated Language: We have revised the language throughout the handbook to 
ensure it is clear, inclusive, and reflective of our company values. This includes 
modernizing terminology and removing any outdated phrases. 

 Policy Updates: Several policies have been updated to align with our current 
practices and legal requirements. These updates include changes to our dress 
code policy, employee status, meal breaks, discipline, termination, and payroll 
and compensation. As a result of the Stericycle NLRB ruling, which prohibits work 
policies that may be interpreted as interfering with employees' rights under 
Section 7 of the NLRA, we have included language in the new policy. 

 Increased Clarity: We have added more detailed explanations and examples to 
several sections to help increase the understanding and application of CAPK 
policies. This includes providing more context around our travel and other critical 
policies. Additionally, we have included language required by law pertaining to the 
Collective Bargaining Agreement (CBA). 

 
All requested documents have been submitted to the Union for review and are currently 
undergoing the meet and confer process. 
 
Attachments: 
CAPK Employee Handbook 
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	 Bachelor’s degree in public administration, health services, sociology, behavioral science, childhood development, or related field.
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	Under the direction of the Director of Youth and Community Services, the Program Administrator directs, administers, and monitors the programs, activities, and day-to-day operations of the Friendship House Community Center (FHCC). Responsible for impl...
	SUPERVISION RECEIVED:
	SUPERVISION EXERCISED:
	 Bachelor’s degree in business administration, public administration, health services, sociology, behavioral science, or related field.
	 Possession of an advanced degree may be substituted for one (1) year of experience.
	 Demonstrated experience in administering a social services program may be substituted for the education requirement on a year-for-year basis.
	 Five (5) years of management experience, supervising staff, and volunteers.
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	SUMMARY:
	Under the direction of the Division Director, the Program Manager is responsible for the overall operation including the direct supervision of staff, volunteers, and the day-to-day operational responsibilities of the Shafter Youth Center (SYC). The Pr...
	SUPERVISION EXERCISED:
	 Bachelor’s degree in public administration, health services, sociology, behavioral science, childhood development, or related field.
	 Minimum three (3) years of relevant work experience in a related field.
	 Minimum two (2) years of supervision of staff and volunteers.
	 Case Management experience preferred.
	 Any equivalent combination of education and/or experience that will demonstrate the capabilities to perform the duties described may be acceptable.
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	Procedure: After consulting with the Human Resource Department, the supervisor will meet with the employee to discuss the issue and expected performance. A record of the verbal warning will be prepared and signed by the employee and supervisor indicat...
	2. Written and Final Written Warning. A higher-level disciplinary action whereby the employee is notified, in writing, of unsatisfactory performance or conduct. This may be part of a progressive disciplinary action due to continued violation of perfor...
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