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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

SPECIAL PERSONNEL COMMISSION MEETING
AGENDA

March 26, 2025

A special meeting of the Santa Monica-Malibu Unified School District Personnel
Commission will be held on Wednesday, March 26, 2025, at 12:30 p.m., in the District
Administrative Offices: 1717 4! Street, Santa Monica, CA.

I. General Functions:

G.01
G.02
G.03
G.04

G.05

Call to Order

Roll Call

Pledge of Allegiance

Approval of Agenda for Regular Meeting on March 26, 2025

Commissioner M |S Yes | No | Abstain | ABSENT

Lauren Robinson

Mahshid Tarazi

Phillip Tate

Public Comments
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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

SPECIAL PERSONNEL COMMISSION MEETING
AGENDA

Electronically Recorded (AUDIO ONLY)

March 26, 2025

PERSONNEL COMMISSIONERS:
Mrs. Lauren Robinson, Mrs. Mahshid Tarazi, and Mr. Phillip Tate

A special meeting of the Santa Monica-Malibu Unified School District Personnel Commission will
be held on Wednesday, March 26, 2025, at 12:30 p.m., in the District Administrative Offices:
1717 4 Street, Santa Monica, CA.

Note About Parking: Parking for those visiting the new district office is located in the multi-
structure parking lot located at 333 Civic Center Dr., Santa Monica.

o Instructions _on_ Public Comments: Persons wishing to address the Personnel

Commission regarding an item scheduled for this meeting must submit the "Request to
Address" card before consideration of that item. Persons wishing to address the Personnel
Commission regarding an item within the Commissions subject matter jurisdiction but not
scheduled on this meeting's agenda may speak during the Public Comments section by
submitting the "Request to Address" card before the Commission reaches that section of
the agenda.

OPEN SESSION

l. GENERAL FUNCTIONS:

G.01

G.02

G.03

G.04

G.05

Call to Order:

Roll Call:

Pledge of Allegiance:

Approval of Agenda for Special Meeting on March 26, 2025

Public Comments:

Public Comments is the time when members of the audience may address the
Personnel Commission on items not scheduled on the meeting’s agenda. All

speakers are limited to five (5) minutes. When there is a large number of speakers,
the Personnel Commission may reduce the allotted time to three (3) minutes per

If you will require an accommodation to participate in the Commission meeting, please notify the Personnel
Commission Office at least 48 hours prior to the meeting.



speaker. The Brown Act (Government Code) states that Personnel Commission
members may not engage in discussion of issues raised during “Public Comments”
except to ask clarifying questions, make a brief announcement, make a brief report
on his or her own activities, or to refer the matter to staff.

| ACTION ITEMS:
These items are presented for ACTION at this time.

A.01 Classification Revision:
Director — Fiscal and Business Services

Ml NEXT REGULAR PERSONNEL COMMISSION MEETING:
Wednesday, April 23, 2025, at 4:30 p.m. — District Office Board Room

IV. ADJOURNMENT:
There being no further business to come before the Personnel Commission, it is
recommended that the meeting be adjourned.

Submitted by:

Joshua Kahn
Secretary to the Personnel Commission
Director, Classified Personnel

If you wish to receive a full copy of the Personnel Commission Agenda Packet, please contact
the Personnel Commission Office at (310) 450-8338, ext. 70-279.
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Action ltems:

Commissioner M

Yes

No

Abstain

ABSENT

Lauren Robinson

Mahshid Tarazi

Phillip Tate
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SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

PERSONNEL COMMISSION
Special Meeting: Wednesday, March 26, 2025

AGENDA ITEM NO: 1l.A.01
Classification Specification Revision: Director — Fiscal and Business Services

BACKGROUND INFORMATION:
This classification will have an upcoming vacancy and the classification specification was
reviewed for potential revisions in anticipation of recruitment.

METHODOLOGY:
Staff conducted the following activities:

- Met with the current Director — Fiscal and Business Services, Mr. Gerardo Cruz,
and Assistant Superintendent, Human Resources, Dr. Douglas Meza, to discuss
changes to the minimum qualifications and additional anticipated revisions

- Met with Mr. Cruz to follow up and provide a comprehensive revision for review
and incorporate feedback

ANALYSIS & FINDINGS:
Based on the information gathered, the recommended changes are summarized as
follows:

Revise title formatting for consistency

Revise Basic Function for consistency and include supervision
Revise Education for consistency

Revise Experience to increase previous level of responsibility required
while reducing the years required

Revise Additional Requirements/Information for consistency

Revise Duties for clarity and consistency

Revise Supervision for clarity and consistency

Revise Knowledge for clarity, consistency, and remove redundancies
Replace Abilities with Core Competencies

Revise Working Conditions for consistency

O O O O

O O O O O O

DIRECTOR’S RECOMMENDATION:

The Director of Classified Personnel recommends that the Personnel Commission
approve the revisions to the Director — Fiscal and Business Services classification
specification as provided.

Commissioner M(S Yes | No | Abstain | ABSENT
Lauren Robinson
Mahshid Tarazi

Phillip Tate




‘ : CLASSIFICATION DESCRIPTION
BARGAINING UNIT: Non-Represented
- v CLASS CODE: 510919
SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT SALARY RANGE:M-68

DIRECTOR,—FISCAL AND BUSINESS SERVICES

BASIC FUNCTION:

Under the-general-direction administrative direction, efthe-AssistantSuperintendent-of Business-and
Fiseal-Services—plans,—organizes—and—directs the budget development processing, attendance

accounting, fiscal accounting, payroll, and internal control activities and functions of the District—while
also supervising and evaluating the performance of assigned staff.

MINIMUM QUALIFICATIONS
EDUCATION'

ﬂelel—A—GPA—eetheate—us—de&#ed—Bachelor S deqree in accountmq, fmance busmess

administration, or other field closely related to the duties and responsibilities of the position
from an institution of higher learning accredited by a regional accreditation association, as
recognized by the Council for Higher Education Accreditation. Foreign degrees and credit
units require translation and equivalency established by an agency recognized by the
Commission on Teacher Credentialing.

EXPERIENCE:

Bepeﬁenee—wmhm—a—K—#Z—seheeLdﬁtﬁet—rs—pFefe#ed—Three (3) years of experience managing a

fiscal unit within a public agency and supervising the work of others. Supervisory experience
may be, but need not be, acquired concurrently.

HCENSESAND-OTHER REQUIREMENTS-ADDITIONAL REQUIREMENTS/INFORMATION:
\alidCl ~ dri f | ‘ I hile.

A valid California Driver License and the availability of private transportation or the ability to
obtain transportation between job sites is required. Possession of a certificate in school
business management is highly desirable.

REPRESENTATIVE DUTIES:

Develops, |mplements and evaluates qoals and objectlves for department of Fiscal and
Business Services

DIRECTOR — FISCAL AND BUSINESS SERVICES
Rev. 3/26/25



financial-officerforthe District—Directs and coordinates staff in the collection, processing,
monitoring, tracking, and reconciling of accounting, budgeting, and payroll data

Assists the-Assistant-Superintendent-of Business—and-Fiscal-Services in the planning and

preparation of the Dlstrlct s annual budget-

aeeeunts—reeewable Investhates reconc|Ies and reports on dlscrepancles in budqets

revenues, and expenditures

with Dlstrlct Ieadershlp to adwse on department Ievel budget dellberatlons

Saperwses Directs and part|C|pates in the annual closmg of the accountlng books—

mterna#aud#s—as—d#eeted—Serves as I|a|son between District and external f|scaI report|nq

agencies by providing requested material and addressing questions related to
adherence of laws, rules, requlations, and procedures

transaeﬂens—Develops dlrects |mpIements and evaluates D|str|ct-W|de procedures for
coIIectlnq, processmq, monltorlnq, tracklnq, and reconcmnq fiscal data

with other departments and outside agencies to deflne flscal reportlnq system
specifications and conduct system testing to ensure specifications are met

Initiates, plans, directs and evaluates the implementation of enterprise financial
management systems

Provides needed business services for specially-funded educational programs in such areas as
appllcatlon preparatlon budgetlng analysis, procurement |mplementat|on and relmbursement

support and qwdance to District staff by |dent|fv|nq and investigating errors, answerlnq

questions, and providing guidance on meeting requirements

Assumes-a-participatingrole-on-the District' s financial-committees-Attends, participates, and

represents the District’s interests at a variety of functions including, but not limited to,

executive cablnet conferences hearings, publlc meetings, workshops and committees

rewew—and—agn—DﬁtHet—warrants—Dlrects and prepares flnanmal statements prolectlons

analyses, studies, and other related reports for District use and county, state, and/or

federal reporting requirements

DIRECTOR — FISCAL AND BUSINESS SERVICES
Rev. 3/26/25



Develops and revises user guides, manuals, and related fiscal reporting documents

Composes and distributes information bulletins and other communications to District
staff related to new and/or revised laws, regulations, processes, and procedures

Plans, coordinates, and conducts presentations, workshops, committees, and trainings
related to fiscal services for staff, board members, and external stakeholders

Reviews and audits various fiscal data, records, and reports for accuracy to ensure
compliance with legal and procedural requirements

Perform related duties as assigned er-as-the-situationrequires-

NOTE: The statements listed above are intended to describe the general nature and level of work
being performed by employees in this classification, and are not to be interpreted as an exhaustive list
of responsibilities and qualifications required of personnel so classified. Reasonable accommodations
will be made so that qualified employees can perform the essential functions of the job.

SUPERVISION:

Supervision Administrative direction is received from the Assistant Superintendent, of Business
and & Fiscal Services. Supervision is exercised over management and office, technical, and
business service staff.

KNOWLEDGE-AND-ABILITHES JOB REQUIREMENTS

KNOWLEDGE-OF:

DIRECTOR — FISCAL AND BUSINESS SERVICES
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Principles and practices of accounting, auditing, and financial forecasting within a
public agency, including generally accepted accounting principles (GAAP)
Principles and practices of budget development and management within a public
agency, including the California School Accounting Manual (CSAM)

Principles and practices of financial analysis, research, and statistical measurement
Principles of public policy development and the legislative process

Federal, state and local laws pertaining to accounting practices, procedures, and
reporting requirements within a public agency

Principles, practices, terminology, and trends of enterprise financial management
systems

Principles and practices of recordkeeping and maintaining documentation
Principles and terminology of employment laws, codes, and regulations
Principles and practices of employee supervision and evaluation

CORE COMPETENCIES:

Allocating Resources — Prioritizing the use of fiscal and material resources to maximize
organizational effectiveness

Analyzing & Interpreting Data - Drawing meaning and conclusions from quantitative or
qualitative data

Attention to Detail — Focusing on details of work content, work steps, and final work
products

Business Process Analysis — Defining, assessing, and improving operational processes
and workflow

Critical Thinking — Analytically and logically evaluating information, propositions, and
claims

Handling Conflict — Managing interpersonally strained situations

Informing — Proactively obtaining and sharing information

Legal & Requlatory Navigation — Understanding, interpreting, and ensuring compliance
with laws and requlations

DIRECTOR — FISCAL AND BUSINESS SERVICES
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Leveraging Technology — Applying technoloqy for improvements in organizational
efficiency and effectiveness

Managing Performance — Ensuring superior individual and group performance
Presentation Skill - Formally delivering information to groups

Professional & Technical Expertise — Applying technical subject matter to the job
Relationship Building — Establishing rapport and maintaining mutually productive
relationships

Self-Management — Showing personal organization, self-discipline, and dependability

WORKING CONDITIONS:

ENVIRONMENT:

Fhisposition-works Work is performed in an office environment with frequent interruptions,
moderate noise levels, controlled temperature conditions, and no direct exposure to hazardous
physical substances. Some work is performed off-site-visiting outside agencies, District facilities,
and school sites.

B I. | ” . |, | I. " I . | Fl | . I

Remains in a stationary position to perform desk work. Exchanges information in large group

settings. Uses hands, wrists, and fingers repetitively to type and operate office equipment. Rotates

the head right or left from a neutral position to review work materials. Uses near visual acuity at 20

inches or less to review work materials and operate a computer. Uses far visual acuity at 20 feet or

more to observe presentations. Walks between areas of an office, school site, or facility to

observe the environment. May walk across uneven surfaces.

DUTIES-APPROVED CLASSIFICATION-APPROVED
CLASSIFICATION ESTABLISHED:
Unknown
REVISED:

September 01, 2017

PROPOSED March 26, 2025

DIRECTOR — FISCAL AND BUSINESS SERVICES
Rev. 3/26/25



‘_ : CLASSIFICATION DESCRIPTION
W BARGAINING UNIT: Non-Represented
v CLASS CODE: 510919

SANTA MONICA-MALIBU UNIFIED SCHOOL DISTRICT

DIRECTOR, FISCAL AND BUSINESS SERVICES

BASIC FUNCTION

Under administrative direction, directs the budget development process, attendance accounting, fiscal
accounting, payroll, and internal control activities and functions of the District while also supervising
and evaluating the performance of assigned staff.

MINIMUM QUALIFICATIONS

EDUCATION:

Bachelor’s degree in accounting, finance, business administration, or other field closely related to the
duties and responsibilities of the position from an institution of higher learning accredited by a
regional accreditation association, as recognized by the Council for Higher Education Accreditation.
Foreign degrees and credit units require translation and equivalency established by an agency
recognized by the Commission on Teacher Credentialing.

EXPERIENCE:
Three (3) years of experience managing a fiscal unit within a public agency and supervising the work
of others. Supervisory experience may be, but need not be, acquired concurrently.

ADDITIONAL REQUIREMENTS/INFORMATION:

A valid California Driver License and the availability of private transportation or the ability to obtain
transportation between job sites is required. Possession of a certificate in school business
management is highly desirable.

REPRESENTATIVE DUTIES

e Develops, implements, and evaluates goals and objectives for department of Fiscal and Business
Services

e Develops, directs, implements, and evaluates District-wide procedures for collecting, processing,
monitoring, tracking, and reconciling fiscal data

e Directs and coordinates staff in the collection, processing, monitoring, tracking, and reconciling of
accounting, budgeting, and payroll data

¢ Investigates, reconciles, and reports on discrepancies in budgets, revenues, and expenditures

¢ Assists in the planning and preparation of the District’s annual budget

e Serves as liaison between District and external fiscal reporting agencies by providing requested
material and addressing questions related to adherence of laws, rules, regulations, and procedures

¢ Directs and prepares financial statements, projections, analyses, studies, and other related reports
for District use and county, state, and/or federal reporting requirements

e Reviews and audits various fiscal data, records, and reports for accuracy to ensure compliance
with legal and procedural requirements

e Consults with District leadership to advise on department level budget deliberations

¢ Directs and participates in the annual closing of the accounting books

e Collaborates with other departments and outside agencies to define fiscal reporting system
specifications and conduct system testing to ensure specifications are met

¢ Initiates, plans, directs and evaluates the implementation of enterprise financial management
systems

DIRECTOR — FISCAL AND BUSINESS SERVICES
Rev. 3/26/25



Establishes goals, objectives, and productivity standards for staff

Selects, trains, evaluates, and supervises staff

Provides support and guidance to District staff by identifying and investigating errors, answering
questions, and providing guidance on meeting requirements

Attends, participates, and represents the District’s interests at a variety of functions including, but
not limited to, executive cabinet, conferences, hearings, public meetings, workshops, and
committees

Develops and revises user guides, manuals, and related fiscal reporting documents

Composes and distributes information bulletins and other communications to District staff related
to new and/or revised laws, regulations, processes, and procedures

Plans, coordinates, and conducts presentations, workshops, committees, and trainings related to
fiscal services for staff, board members, and external stakeholders

Perform related duties as assigned

NOTE: The statements listed above are intended to describe the general nature and level of work
being performed by employees in this classification, and are not to be interpreted as an exhaustive list
of responsibilities and qualifications required of personnel so classified. Reasonable accommodations
will be made so that qualified employees can perform the essential functions of the job.

SUPERVISION

Administrative direction is received from the Assistant Superintendent, Business & Fiscal Services.
Supervision is exercised over management and office, technical, and business service staff.

JOB REQUIREMENTS

KNOWLEDGE:

Principles and practices of accounting, auditing, and financial forecasting within a public agency,
including generally accepted accounting principles (GAAP)

Principles and practices of budget development and management within a public agency, including
the California School Accounting Manual (CSAM)

Principles and practices of financial analysis, research, and statistical measurement

Principles of public policy development and the legislative process

Federal, state and local laws pertaining to accounting practices, procedures, and reporting
requirements within a public agency

Principles, practices, terminology, and trends of enterprise financial management systems
Principles and practices of recordkeeping and maintaining documentation

Principles and terminology of employment laws, codes, and regulations

Principles and practices of employee supervision and evaluation

CORE COMPETENCIES:

Allocating Resources — Prioritizing the use of fiscal and material resources to maximize
organizational effectiveness

Analyzing & Interpreting Data - Drawing meaning and conclusions from quantitative or qualitative
data

Attention to Detail — Focusing on details of work content, work steps, and final work products
Business Process Analysis — Defining, assessing, and improving operational processes and
workflow

Critical Thinking — Analytically and logically evaluating information, propositions, and claims
Handling Conflict — Managing interpersonally strained situations

Informing — Proactively obtaining and sharing information

DIRECTOR — FISCAL AND BUSINESS SERVICES
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e Legal & Regulatory Navigation — Understanding, interpreting, and ensuring compliance with laws
and regulations

e Leveraging Technology — Applying technology for improvements in organizational efficiency and

effectiveness

Managing Performance — Ensuring superior individual and group performance

Presentation Skill — Formally delivering information to groups

Professional & Technical Expertise — Applying technical subject matter to the job

Relationship Building — Establishing rapport and maintaining mutually productive relationships

Self-Management — Showing personal organization, self-discipline, and dependability

WORKING CONDITIONS

ENVIRONMENT:

Work is performed in an office environment with frequent interruptions, moderate noise levels,
controlled temperature conditions, and no direct exposure to hazardous physical substances. Some
work is performed off-site visiting outside agencies, District facilities, and school sites.

PHYSICAL ABILITIES:

Remains in a stationary position to perform desk work. Exchanges information in large group settings.
Uses hands, wrists, and fingers repetitively to type and operate office equipment. Rotates the head
right or left from a neutral position to review work materials. Uses near visual acuity at 20 inches or
less to review work materials and operate a computer. Uses far visual acuity at 20 feet or more to
observe presentations. Walks between areas of an office, school site, or facility to observe the
environment. May walk across uneven surfaces.

CLASSIFICATION ESTABLISHED:
Unknown

REVISED:
September 01, 2017
PROPOSED March 26, 2025

DIRECTOR — FISCAL AND BUSINESS SERVICES
Rev. 3/26/25



lll. Next Reqular Personnel Commission Meeting:
Wednesday, April 23, 2025, at 4:30 p.m. — District Office Board Room




IV. Adjournment:
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