Munis Unit No. AC1 Superintendent
Accounting Services I

2016-2017
Chief Business Officer
|
Chief Financial Officer
Director Accounting
[ I
Manager Grants f':md Specialist | Fiscal Mgnager
Awards Accounting Operations
|
) . Coordinator Accounts Construction/Facilities

Coordinator Accounting Payable Technician 2

Bond Technician Senior Expense I Accounting Clerk I—

Control Clerk
Revenue Clerk 2 Accounts Payable and
Approval Clerk  (260) 8
Data Management/
Research Technician
Accounts Payable and
Approval Clerk 2
School Finance
Technician (220)
Accounts Payable
Control Clerk
Summary:

General Fund Positions: 23
Categorical Fund Positions: 2 BS-6 02/21/17



Munis Unit No. AC1 Superintendent
Accounting Services I

2016-2017
Chief Business Officer
|
Chief Financial Officer
Director Accounting
[ I
Manager Grants and Specialist | Fiscal Manager
Awards Accounting Operations
|
_ . Coordinator Accounts Construction/Facilities
Coordinator Accounting Payable Technician 2
Bond Technician Senior Expense I Accounting Clerk I—
Control Clerk
Revenue Clerk 2 Accounts Payable and
Approval Clerk  (260) 8
Data Management/
Research Technician
Accounts Payable and
Approval Clerk 2
1 School Finance
Technician (220)
Accounts Payable
Control Clerk
Summary: 1. Add one (1) School Finance Technician (220)
General Fund Positions: 22 23 02/21/17

Categorical Fund Positions: 2 BS-6 02107117



Munis Unit No. PR1
Payroll and Cash Management Superintendent
2016-2017

Chief Business Officer

Chief Financial Officer

Manager Payroll
and Cash Management

Payroll Program Assistant Coordinator Payroll Finance System Technician
Senior Payroll Clerk Payroll Clerk 9 Deduction Clerk 3

Summary:

General Fund Positions: 17
Categorical Fund Positions: 0 BS-8 02/21/17



Munis Unit No. PR1
Payroll and Cash Management Superintendent
2016-2017

Chief Business Officer

Chief Financial Officer

Manager Payroll
and Cash Management

Payroll Program Assistant Coordinator Payroll Finance System Technician
Senior Payroll Clerk Payroll Clerk 9 Deduction Clerk 4~ 3

1. Delete one (1) Deduction Clerk

Summary:

General Fund Positions: 48- 17 02/21/17
Categorical Fund Positions: 0 BS-8 04/26116



Munis Unit BS1
Business Services Division
2016-2017

Auditor 3

Superintendent

I Receptionist/Centrex Operatori

Chief Business Officer

Administrative Secretary |

Director of College & Career

Clerk Il

2

Open Records Coordinator

Director Human
Resources

Chief Financial Officer

Readiness | 777
Director
Labor Management and
Employee Relations
Summary:

General Fund Positions: 10
Categorical Fund Positions: 0

Clerk 11l

BS-1

02/21/17




Munis Unit BS1
Business Services Division
2016-2017

Auditor 3

Superintendent

2. I Receptionist/Centrex Operatori

Chief Business Officer

Administrative Secretary |

Director of College & Career
Readiness

Clerk Il

|

Summary:

Director

Labor Management and
Employee Relations

Open Records Coordinator ‘

Director Human
Resources

Chief Financial Officer

General Fund Positions: -8 10
Categorical Fund Positions: 0

I Clerk 11l I

1. Move one (1) Clerk Il from PM1 to BS1

2. Move Receptionist/Centrex Operator from CC1 to BS1

BS-1

02/21/17
927116




Munis Unit No. CC1

Communications and Community Relations

2016-2017

Superintendent

Chief Communications and
Community Relations Officer Secretary V

Website/Digital Media
Coordinator

Summary:

General Fund Positions: 10

Categorical Fund Positions: 0

Director |

(Adult and Continuing Education)

Specialist

Community Relations

Clerk Il

CC-1

Generalist Communications
and Information

Specialist Information

and Communications

Video Specialist

Specialist Video
Communications

I

02/21/17



Munis Unit No. CC1
Communications and Community Relations

2016-2017
Superintendent
Chief Communications and
Community Relations Officer Secretary V
Website/Digital Media
Coordinator
Director | o _
(Adult and Continuing Education) Specialist Information
and Communications
Specialist
Community Relations Generalist Communications
and Information
Receptionist/ Video Specialist
Specialist Video
Clerk 1l Communications
1. Move one (1) Receptionist from CC1 to BS1
Summary:
General Fund Positions: 44+ 10 02/21/17

Categorical Fund Positions: 0 CC-1 11/15/16



Munis Unit No. PM1 (1 of 2)
Property Management and
Maintenance

2016-2017

Superintendent

Chief Operations Officer

Director Property Management and
Maintenance

Secretary |

Housekeeping Assistant
Lead Housekeeping Service Worker

Utility Il Worker 6
Plant Operator
Lead Custodian
Custodian 28.5

Summary:

General Fund Positions: 82.5
Categorical Fund Positions: 1

Manager
Housekeeping Services

Director Mechanical Planning

Supervisor Digital Control Systems
Supervisor Mechanical Systems
Data Entry Clerk
Energy Computer Operator/Dispatcher
Lead Technician 2
HVAC General Technician 6
HVAC Technician 10
Pipefitter 5
Digital Control Technician 7
Preventive Maintenance Technician 2
Energy Systems Technician
Security Systems Technician 2

OP-5 (1 of 2)

Secretary Il

Nutrition Refrigeration
Technician

212117



Munis Unit No. PM1 (2 of 2)
Property Management and
Maintenance

2016-2017

Superintendent

Chief Operations Officer

Director Property Management and

Maintenance

Director General Maintenance

Manager Renovations and Grounds

Data Management/Research Technician
Clerk Il 3
Work Order Clerk 2
Lead Painter/Glazier

Coordinator Renovations

Foreman 6
Plasterer 2
Shade Worker
Helper 18
Painter/Glazer 12
Lead Journeyman
Kitchen Equipment Repairman 3
Plumber 13
Mason 4
Electrician 12
Carpenter 12
Sheet Metal Worker
Welder 2
Electronic Technician 4
Locksmith 5
Roofer 6
General Maintenance Technician

Summary:

General Fund Positions: 148

Categorical Fund Positions: 0 OP-5 (2 of 2)

Coordinator Grounds

Foreman

Senior Grounds Worker
Grounds Worker 12
Utility | & Il 17
Clerk Il
Tractor Mechanic 2

02/21/117



Munis Unit No. PM1 (1 of 2)
Property Management and
Maintenance

2016-2017

Superintendent

Chief Operations Officer

Secretary Il

Director Property Management and
Maintenance

Manager
Housekeeping Services

Secretary |
Housekeeping Assistant
Lead Housekeeping Service Worker
Utility Il Worker 6
Plant Operator
Lead Custodian
Custodian 28.5

Summary:

General Fund Positions: 83-5 82.5
Categorical Fund Positions: 1

Nutrition Refrigeration
Technician

Director Mechanical Planning

Supervisor Digital Control Systems
Supervisor Mechanical Systems
Clerll 1
Data Entry Clerk
Energy Computer Operator/Dispatcher
Lead Technician 2
HVAC General Technician 6
HVAC Technician 10
Pipefitter 5
Digital Control Technician 7
Preventive Maintenance Technician 2
Energy Systems Technician
Security Systems Technician 2

1. Move one (1) Clerk Il from PM1 to BS1

OP-5 (1 of 2)

212117
0514016



Munis Unit No. PM1 (2 of 2)
Property Management and
Maintenance

2016-2017

Superintendent

Chief Operations Officer

Director Property Management and
Maintenance

Director General Maintenance

Manager Renovations and Grounds

Data Management/Research Technician
Clerk Il 3
Work Order Clerk 2

Lead Painter/Glazier

Coordinator Renovations

Foreman 6
Plasterer 2
Shade Worker
Helper 18
Painter/Glazer 12
Lead Journeyman
Kitchen Equipment Repairman 3
Plumber 13
Mason 4
Electrician 12
Carpenter 12
Sheet Metal Worker
Welder 2
Electronic Technician 4
Locksmith 5
Roofer 6
General Maintenance Technician

Summary:

General Fund Positions: 445 148

Categorical Fund Positions: 0 OP-5 (2 of 2)

Coordinator Grounds

Foreman

Senior Grounds Worker
Grounds Worker -9-12 1.
Utility | & Il 17
Clerk Il
Tractor Mechanic 2

1. Add three (3) Groundsworkers

02/21/17
8/916



Munis Unit No. EC1 (3 of 3)

Exceptional Child Education
2016-2017 Superintendent
I
Chief Academic Officer
I
Assistant Superintendent for
Academic Support Programs
I
Director
Exceptional Child Education
Resource Teachers Coordinator
Exceptional Child Education
I I I I I
. Resource Teacher o Specialist Il (Deaf/Hard
Secretary Il Specialist Il (EBD) ‘ (195) 3 Clerk | (220) 6 Specialist Il (LD/MMD) ‘ Of Hearing) (220)
I I
Resource Teacher Resource Teacher
(Behavior Disorders) (Core Content LD/MMD)|}—
(195) 2 (195)
ECE Behavior Coach Resourqe Teacher
(187) 7 — (Co-op Literacy and
Math) (195) 2
Summary:

General Fund Positions: 2
Categorical Fund Positions: 24 AO-3 (3 of 3) 02721117



Munis Unit No. EC1 (3 of 3)

Exceptional Child Education
2016-2017 Superintendent
I
Chief Academic Officer
I
Assistant Superintendent for
Academic Support Programs
I
Director
Exceptional Child Education
Resource Teachers Coordinator
Exceptional Child Education
I I I I I
. Resource Teacher o Specialist Il (Deaf/Hard
Secretary Il Specialist Il (EBD) ‘ (195) 3 Clerk | (220) 6 Specialist Il (LD/MMD) ‘ Of Hearing) (220)
I I
Resource Teacher Resource Teacher
(Behavior Disorders) (Core Content LD/MMD)|}—
(195) 2 (195)
lnstructor Resource Teacher
1 ECE Behavior Coach |f— (Co-op Literacy and
187) 7 Math) (195) 2
1. Reclassify Instructor positions as ECE Behavior Coach |, II, Il (BEST)
Summary:
General Fund Positions: 2 02/2117

Categorical Fund Positions: 24 AO-3 (3 of 3) 10/44/2043



Munis Unit No. SN1 (1 of 2)

School and Community Nutrition Services

2016-2017

Superintendent

Chief Operations Officer

Director School and
Community Nutrition Services

Secretary Il

1

Coordinator Nutrition
Services Records

and Reports

Coordinator
Nutrition Initiatives

Coordinator Nutrition
Services Operations

Assistant Director School
and Community
Nutrition Services

Clerk Il 2

Summary:

General Fund Positions: 0
Categorical Fund Positions: 38

Clerk Il

L

|‘ Clerk Il 2 ‘|~
l Computer Lab
| Technician 3

| Field
Technician 2

Lead Nutrition Services
Assistant
(185) 7 (187) 1
(260) 2

OP-2 (1 of 2)

l Consultant School and
Community Nutrition
Services (215) 6

Supervisor Child and Adult
Care Program and Summer (|
Food Service Program (260)

Clerk 11 2

Coordinator Equipment
Procurement and Food
Safety

|‘ Bookkeeper ‘|~

Clerk Il

02/21/117



Munis Unit No. SN1 (1 of 2)

School and Community Nutrition Services

2016-2017

Superintendent

Chief Operations Officer

Director School and
Community Nutrition Services

Secretary Il

1

Coordinator Nutrition
Services Records

1
and Reports

Coordinator
Nutrition Initiatives

Coordinator Nutrition
Services Operations

Assistant Director School
and Community
Nutrition Services

Clerk Il 2

Summary:

General Fund Positions: 0
Categorical Fund Positions:-3# 38

L

Clerk Il

‘|3a |‘ Clerk Il 32 ‘|~
4| I
| Field
Technician 2

Lead Nutrition Services
Assistant
(185) 7 (187) 1
(260) 2

Computer Lab
Technician 23

OP-2 (1 of 2)

l Consultant School and
Community Nutrition
Services (215) 6

Supervisor Child and Adult
Care Program and Summer ||
Food Service Program (260)

Clerk Il 2

I

|‘ Bookkeeper

1. Add “Nutrition Services” to job title, and update job description
2. Change job title from Coordinator Equipment Specifications and Procurement to
Coordinator Equipment Procurement and Food Safety, and update job description
3. Change reporting of one (1) Clerk Il from Operations to Assistant Director
4. Add one (1) Computer Lab Technician

Coordinator Equipment 2

Specifications-and

Procurement and Food
Safety

Clerk Il

3b

02/21/17
05/16/16



JOB TITLE: COMPUTER LAB TECHNICIAN
, DIVISION: AS ASSIGNED
/ SALARY SCHEDULE/GRADE: 1A, GRADE 7
—_——r, WORK YEAR: AS APPROVED BY THE BOARD
JCPS FLSA STATUS: NON-EXEMPT
JOB CLASS CODE: 8550
07/12/04 BARGAINING UNIT: CLAA

SCOPE OF RESPONSIBILITIES

Responsible for the upkeep of the computer lab and efficiently scheduling its use; the complete operation of all information
processing equipment and the uses of advanced information processing functions. Provides support for the formal and informal
training of end users on and off-site.

PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA

Successfully operates the computer hardware and software used by unit personnel.

Maintains scheduling and in-service records and other databases required for computer projects.

Assists staff with the production of training materials and is responsible for maintaining the equipment.

Provides support to users of computer systems.

Maintains bid specifications for microcomputer hardware and software.

Maintains the hardware inventory and maintenance records of the unit/system.

Assists with the successful completion of special projects assigned to the unit/system.

Supports the staff in the district-wide evaluation of software.

Develops forms and correspondence related to the efficient operation of the unit/system.

Trains end users in specific applications.

Performs the duties as assigned by the supervisor.

PHYSICAL DEMANDS

The work is primarily sedentary. It requires the ability to communicate effectively using speech, vision, and hearing. The work
requires the use of hands for simple grasping and fine manipulations. The work at times requires bending, squatting, crawling,
climbing, reaching, with the ability to lift, carry, push or pull light weights. The work requires activities involving being around
moving machinery, exposure to marked changes in temperature and humidity, driving automotive equipment, and exposure to
dust, fumes, and gases.

MINIMUM QUALIFICATIONS

High School Diploma or G.E.D.

Three (3) years successful experience with word processing, information processing, or microcomputers

Two (2) years experience assisting users in the appropriate operation of computers

Availability to work flexible hours

Knowledge of office management skills

DESIRABLE QUALIFICATIONS

Demonstrated ability to develop strong interpersonal relationships with computer-using adults

Post-secondary training in information processing techniques and equipment

Mechanical dexterity and aptitude to maintain operation of equipment
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