
 

BALDY VIEW REGIONAL OCCUPATIONAL PROGRAM 
A G E N D A 

Special Study Session of the Commission 

Baldy View Regional Occupational Program Board Room 
1501 S. Bon View Avenue, Ontario 

Thursday, December 9, 2021 

OPEN SESSION 9:00 A.M. 

Reasonable Accommodation: In compliance with the Americans with Disabilities Act, any individual with a disability 
who requires reasonable accommodation to participate in the public meetings of the Commission may request assistance 
by contacting the Superintendent’s Office at (909) 947-3400, extension 1230, 48 hours before the meeting.  

Per Centers for Disease Control (CDC) guidance, universal indoor masking by all students (age two and older), staff, 
teachers, and visitors to K-12 schools, regardless of vaccination status, is required. 

Pages 
I. GENERAL FUNCTIONS 

A. Call to Order 

B. Review of Agenda 

a. Changes

b. Deletions

C. Recommend approval of the Agenda ACTION 
Moved_______Second_______Aye____Nay____ 

D. Pledge of Allegiance 

E. Communications 
1. Public Participation

This is the time for the public to address the Commission on any matter within 
the jurisdiction of the Commission. State law prohibits the Commission from 
taking any action on any issue not previously included on the Agenda.   

When addressing the Commission during Public Participation, comments are 
limited to a maximum of 3 minutes for each speaker. The total time for public 
input on each item is limited to 20 minutes. 

Persons wishing to address the Commission are requested to complete and 
submit to the Administrative Services Coordinator a “Request to Speak” form 
available at the entrance to the Commission room.  

II. ADMINISTRATION

A. Discussion of proposed changes to Baldy View ROP INFORMATION 
Organizational Structure. 



 

B. Recommend approval of job description and position ACTION 1-4 
to be filled for Executive Administrative Assistant, 
as shown in ENCLOSURE II-B. 
Moved_______Second_______Aye____Nay____ 

C. Recommend approval of job description and position ACTION 5-11 
to be filled for Senior Coordinator-Student Support,  
Equity, and Access, as shown in ENCLOSURE II-C. 
Moved_______Second_______Aye____Nay____ 

D. Recommend approval of job description and position ACTION 12-16 
to be filled for Student Safety Support Specialist, as 
shown in ENCLOSURE II-D. 
Moved_______Second_______Aye____Nay____ 

E. Recommend approval of job description and position ACTION 17-20 
to be filled for Special Projects and Grants Analyst, 
as shown in ENCLOSURE II-E. 
Moved_______Second_______Aye____Nay____ 

F. Recommend approval of the reclassification of ACTION 21-26 
the Account Clerk position to Payroll and  
Retirement Specialist, as shown in ENCLOSURE II-F. 
Moved_______Second_______Aye____Nay____ 

III. ADJOURNMENT

Individuals who need auxiliary aids for effective participation are invited to make their requests and preferences known to the Superintendent’s office 
at (909) 947-3400 ext. 1230, five days prior to the meeting. 

Supporting documents to the posted agenda are available for preview at the ROP office and upon request.  Please contact the Superintendent’s office 
at (909) 947-3400 ext. 1230. 



BALDY VIEW REGIONAL OCCUPATIONAL PROGRAM 
December 9, 2021 

TO:  Dr. Shelley Adams, Superintendent 

FROM: Lisa Porter, Director of Personnel Services 

SUBJECT: NEW JOB DESCRIPTION - Executive Administrative Assistant 

BACKGROUND INFORMATION 
Updating and developing job descriptions for the organization is necessary to recruit and 
remain current with changes in employment trends and organizational growth. It is 
essential that job descriptions reflect the changes in employment conditions (i.e., 
technology, laws, process, and procedures, etc.) to meet organizational needs. 

CURRENT CONSIDERATIONS 
This job description meets the needs of Baldy View ROP in implementing its Mission, 
Vision, Core Values, and Strategic Goals.  

The position of Executive Administrative Assistant is being proposed to provide a higher 
level of support to the Assistant Superintendent of Educational Services.  

FINANCIAL CONSIDERATIONS 
Funds have been budgeted. 

RECOMMENDATIONS 
Recommend approval of the proposed job description and position to be filled for 
Executive Administrative Assistant. 

II-B
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 BALDY VIEW ROP 
1501 S. BON VIEW AVENUE 

ONTARIO, CA. 91761 

  Location:   Career Training Center- CTC 
  Reports To:   Assistant Superintendent of Educational Services 
  Supervises: None 
  Date Approved: Pending 

Range Number: Classified (Confidential) Salary Schedule C13, as appropriate 

Executive Administrative Assistant (Confidential) 
Division of Educational Services 

POSITION DESCRIPTION:  
The job of Executive Administrative Assistant is to provide a variety of high-level responsible and 
confidential duties in support of the Assistant Superintendent of Educational Services (E.S.). Plans, 
coordinates, and administers staff service functions including overseeing a variety of administrative and 
analytical activities. The person assigned to this position is considered a confidential employee whose duties 
normally require access to confidential information. 

FUNCTIONS:
● Commits to honoring Baldy View ROP’s Mission, Vision, Core Values, Strategic Goals, and Student

Outcomes.
● Maintains confidentiality of privileged and sensitive information.
● Plans, coordinates, and organizes administrative activities and coordinates flow of communications

for the Assistant Superintendent (E.S.); obtains, explains, and provides information to officials, staff,
administrators, and others regarding ROP functions as appropriate.

● Schedules and arranges various appointments and meetings; reserves facilities and notifies officials,
administrators, and others of meetings and related information; maintains and coordinates the
Assistant Superintendent’s (E.S.) calendar; prepares and disseminates calendar of events; makes
conference and travel arrangements.

● Develops and implements office procedures to assure complete and timely operations; creates office
forms to facilitate workflow.

● Orders, receives, maintains, and monitors inventory levels of office supplies and equipment; prepares
purchase requisitions.

● Maintains all agreements between ROP and partnering districts.
● Represents the Assistant Superintendent (E.S.) in meetings with management, representatives from

other agencies, consultants, and members of the community.
● Performs complex duties to ensure successful coordination, processing, and completion of routine

administrative operations for Assistant Superintendent (E.S.).
● Coordinates, directs, and oversees projects, assignments, and activities, and ensures goals and

deadlines are met.
● Coordinates a variety of meetings; arranges schedules and facilities; takes notes and prepares

summaries; prepares and distributes agendas, information, and other related material.
● Provides communication and support to the Assistant Superintendent (E.S.) to ensure the ROP’s

strategies, objectives, and performances are effectively relayed to external and internal audiences.
● Prepares reports, bulletins, briefings, presentations, and responses on operational and strategic issues.
● Serves as the Assistant Superintendent (E.S.) liaison for crisis prevention and response.
● Presents information regarding ROP programs in a proactive, complete, and media-sensitive manner.
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● Provides training and guidance to Educational Services support staff under the direction of the 
Assistant Superintendent (E.S.). 

● Attends and participates during meetings as required by the Assistant Superintendent (E.S.). 
● Composes correspondence independently; prepares reports, policies, memos, forms, resolutions, and 

other documents. 
● Participates in the development and maintenance of appropriate budget with Assistant 

Superintendent (E.S.). 
● Communicates directives and decisions on behalf of the Assistant Superintendent (E.S.) to various 

employees, departments, school sites, and/or community members as assigned. 
● Maintains a variety of confidential files and records. 
● Performs other duties as assigned. 

 
MINIMUM QUALIFICATIONS: 
KNOWLEDGE of modern office practices, procedures and equipment; school office terminology, practices 
and procedures; telephone techniques and etiquette; district organization, operations, policies, and objectives; 
applicable sections of State Education Code and other applicable laws; record-keeping techniques; proper 
english usage, grammar, spelling, punctuation, and vocabulary; interpersonal skills using tact, patience and 
courtesy; oral and written communication skills; operate a computer and appropriately utilize assigned 
software; budgeting practices regarding monitoring and control; basic math; methods of collecting and 
organizing data and information; business letter and report writing, editing and proofreading; principles and 
practices of training and providing work direction. 

SKILLS are required to perform multiple technical tasks with a frequent need to upgrade skills due to 
changing job conditions. Specific skills required to satisfactorily perform the functions of the job include: 
keyboard proficiency; filing; communicate orally and in writing effectively in proper english; documents 
and/or facilitate group discussions; detail orientated and able to perform with proficiency in a deadline-
driven environment; and understand complex multiple step instructions. 

ABILITY is required to schedule a significant number of activities; gather, collate, and/or classify data; and 
use basic job-related equipment. Flexibility is required to work with others under a variety of circumstances; 
analyze data utilizing defined but different processes; operate equipment using standard methods of 
operation. Ability is also required to work with a significant diversity of individuals and/or groups; work 
with data of different types and/or purposes; utilize job-related equipment. In working with others, problem-
solving is required to analyze issues, create plans of action, and reach solutions; with data it is moderate; 
with the equipment it is limited. Specific abilities required to satisfactorily perform the functions of the job 
include: communicating effectively both orally and in writing; establishing and maintaining effective 
working relationships; working independently and proficiency utilization of software skills to include word 
processing, spreadsheets, database management, presentation software, and e-mail; type and input data at an 
acceptable rate of speed; and use software programs (e.g., latest Microsoft Office Suite), and virtual meeting 
technology (e.g. Google Meets, Zoom, Webex, etc.) 

 

 

● WORKING ENVIRONMENT:  
The usual and customary methods of performing the job's functions require the following physical 
demands: occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; some 
stooping, kneeling, crouching, and/or crawling; significant reaching, handling, significant and fine 
finger dexterity. Generally, the job requires 70% sitting, 15% walking, and 15% standing. The job is 

3



performed under minimal temperature variations, a generally hazard-free environment, and in a clean 
atmosphere. 
 
EDUCATION/TRAINING/EXPERIENCE: 

● Three years of professional full-time paid experience at the level of Administrative Assistant, 
equivalent, or higher providing direct support to an administrator/manager. -AND- Bachelor’s 
Degree or higher in business administration or closely related field. 
-OR-  

● Seven (7) years of professional full-time paid experience at the level of Administrative Assistant, 
equivalent, or higher providing direct support to an administrator/manager, supplemented with 
related college coursework. 
-OR- 

● Fifteen (15) years or more of professional full-time paid experience at the level of administrative 
assistant, equivalent or higher providing direct support to an administrator/manager. 
 
DESIRABLE: 

● Certification in office software. 
● Bilingual in Spanish 
● 2 years experience in a lead or supervisory capacity 
● Experience working in an ROP JPA, school district, or county office of education. 

 
Valid California Class C Driver’s License and ability to maintain insurability status under Baldy 
View ROP vehicle insurance policy is required. 
 

 
VACCINATION MANDATE: 

Baldy View Regional Occupational Program (BVROP) employees are required to adhere to the current 
vaccination or testing mandates which are set in place by local, state, or federal guidelines. This will include 
any order that applies to public schools serving students. 

 

 

 

 

ADM: LP – 12/05/21 
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Colton Redlands Yucaipa- ROP- Executive 
Administrative Assistant $63,203 $77,006

Claremont Unified School District- Executive Secretary $68,064 $82,788

Upland Unified School District- Administrative 
Assistant-Superintendent $66,722 $74,839

North Orange County ROP- Executive Assistant II $59,532 $75,996

Chino Valley Unified School District- Executive 
Assistant 2A $72,801 $82,777

Chaffey Joint Union High School District- 
Administrative Assistant to Asst. Supt. Instr. $67,028 $86,304

Average $66,225.00 $79,951.67
Median $66,875.00 $79,891.50

Baldy View ROP
Executive Administrative Assistant (C13) $62,820.00 $82,116.00
Baldy View $ Difference of Average -$3,405.00 $2,164.33

Baldy View % Difference of Average -5.42% 2.64%

District/Position

Executive Administrative Assistant 
(Confidential)

Minimum 
Annual

Maximum 
Annual

Recommendation: Add Executive Administrative Assistant to the BVROP organization on 
Classified Salary Schedule C13.
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BALDY VIEW REGIONAL OCCUPATIONAL PROGRAM 
December 9, 2021 

TO:  Dr. Shelley Adams, Superintendent 

FROM: Lisa Porter, Director of Personnel Services 

SUBJECT: NEW JOB DESCRIPTION – Senior Coordinator-Student Support, 
Equity, and Access 

BACKGROUND INFORMATION 
Updating and developing job descriptions for the organization is necessary to recruit and 
remain current with changes in employment trends and organizational growth.  It is 
essential that job descriptions reflect the changes in employment conditions (i.e., 
technology, laws, process, and procedures, etc.) to meet organizational needs. 

CURRENT CONSIDERATIONS 
This job description meets the needs of Baldy View ROP in implementing its Mission, 
Vision, Core Values, and Strategic Goals.  

The position of Senior Coordinator- Student Support, Equity, and Access is being proposed 
in an effort to ensure equity, access, and individual student support needs of our CTE 
students from our partnering districts; to analyze CTE student data to improve multi-tiered 
system of supports provided by our organization and offered career pathways. 

FINANCIAL CONSIDERATIONS 
Funds have been budgeted. 

RECOMMENDATIONS 
Recommend approval of the proposed job description and position to be filled for Senior 
Coordinator- Student Support, Equity, and Access. 

II-C
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 BALDY VIEW ROP 
1501 S. BON VIEW AVENUE 

ONTARIO, CA. 91761 

  Location:   Career Training Center 
  Reports To:   Assistant Superintendent of Educational Services 
  Supervises: Direct supervision of assigned certificated and classified personnel. 
  Date Approved: May 9, 2018 Pending 

Range Number: Management Salary Schedule M5+3, as appropriate 

Senior Coordinator-Student Services, Equity, and Access 
Division of Educational Services 

NOTE: It is essential that applicants review all sections of the job description to ensure a full understanding 
of the position requirements.  
POSITION DESCRIPTION:  
The job of Coordinator is for the purpose/s of serving as line manager in the Division of Educational 
Services.  Positions in this class will be assigned a wide scope of management and administrative 
responsibilities within the designated areas of Regional Occupational Programs (ROP) with emphasis on 
program operation, program planning, development and evaluation, other support services to educational 
program functions; serve as a resource on curriculum and program operations to Baldy View ROP personnel, 
schools districts, and other agencies; maintain staffing to ensure that the program objectives are achieved 
within budget; and perform other related duties as assigned. This position reports to the Assistant 
Superintendent of Educational Services.  
Under direction of the Assistant Superintendent Educational Services- lead, plan, organize, implement and 
coordinate BVROP initiatives aimed at creating greater access to programs and practices to ensure equitable 
achievement outcomes for all students. This position will foster community partnership to leverage 
community support; assist with oversight of state and federal programs to leverage human and fiscal 
resources within a multi-tiered system of supports.. The position will be assigned a wide scope of 
management and administrative responsibilities within the designated areas of Regional Occupational 
Programs (ROP). 

FUNCTIONS:
● Commits to honoring Baldy View ROP’s Mission, Vision, Core Values, Strategic Goals, and Student

Outcomes.
● Ensures equity for each student by addressing the cognitive, socio-cultural, and socio-historical

issues, communities of practice, and situated learning research addressing culture, language, student
status, poverty, race, ethnicity, and gender.

● Evaluates, develops and implements training and professional development opportunities that
transform behaviors, and practices to create and promote a more inclusive culture in which
differences are valued and celebrated and ensures academic and social success for all students.

● Researches and analyzes significant educational changes, trends, and regulations related to equity,
school improvement, educational reform, and special services, and presents recommendations to
stakeholders to improve curriculum, instruction, and assessment to support greater equity and
achievement.

● Serves as ACS WASC Lead to guide through the accreditation process; gathers and analyzes data for
success.

● Provides for the coordination of curriculum offerings of the schools.
● Provides for significant involvement of teachers, administrators, and other staff members in the

development of new curricular offerings.



● Examines and analyzes CTE student achievement data to identify, prescribe, and replicate successful 
strategies and programs that effectively address the needs of underserved students.  

● Assists in developing cooperative efforts between the schools and other community agencies in 
providing an enriched educational program for students.  

●  Prepares reports and presentations for the Superintendent. 
● Attends BVROP Commission meetings. 
●  Monitors implementation of initiatives designed to close achievement gaps.  
● Prepares answers to research or data-related questions directed by the administration and 

Commission relative to district efforts to close achievement gaps.  
● Provides administrative leadership in the development and implementation of designated functional 

areas such as the operational practice of Baldy View ROP policies. 
● Provides leadership to staff in maintaining legal compliance such as annual follow-up studies and 

files for cooperative learning and community classrooms. 
● Maintains liaison with schools within partnering school districts and appropriate private and public 

agencies and community organizations 
● Serves as a member of the Administrative Management Team and other committees as assigned and 

attends school board meetings as a resource person. 
● Duties may include supervision of on/off-site programs, evening, weekend, and summer school. 
● Provides effective administrative leadership to assigned staff by providing and maintaining a 

working environment conducive to the continued improvement of all instructional programs. 
● Evaluates staff development and professional growth needs; coordinates and conducts appropriate 

staff development programs and in-service activities. 
● Participates in the selection of ROP staff, as appropriate. 
● Supervises and evaluates instructional staff for a quality program. 
● Supervises classified staff under the direction of the Assistant Superintendent of Educational 

Services, as appropriate. 
● Surveys local area business and industry representatives to develop future projections and 

communicates labor market trends. 
● Identifies and evaluates the instructional program facility needs. 
● Collaborates with others (e.g., Baldy View ROP personnel, other district personnel, community 

organizations, etc.) for the purpose of implementing and maintaining services and/or programs. 
● Assists in transitioning students to post-secondary opportunities through the facilitation and 

oversight of processes including, but not limited to articulation with community colleges, dual 
enrollment, UC a-g approvals, etc.  

● Administers program components, support needs, and material for the purpose of delivering services 
which conform to established guidelines. 

● Assists with the development of community training sites and the review and evaluation of ROP and 
District-operated programs 

● Provides instructional support and development of ROP courses, sequences, and programs. 
● Assists in the development of long- and short-range plans, programs, and annual budgets to ensure 

that Baldy View ROP resources are effectively utilized. 
● Facilitates communication between funding agencies, stakeholders, personnel, students, and parents 

for the purpose of evaluating situations, solving problems, and resolving conflicts. 
● Ensures compliance with and communicates regarding state, federal, and Baldy View ROP 

regulations and operational practices. 
● Participates in meetings, workshops, and seminars for the purpose of conveying and/or gathering 

information required to perform functions. 
● Presents information (e.g., budget overviews, curriculum guidelines, distribution formulas, etc.) for 

the purpose of communicating information, gaining feedback, and ensuring adherence to established 
internal controls. 

● Assists other personnel for the purpose of supporting them in the completion of their work activities. 
● Collects, analyzes, and communicates data for the purposes of strategic operational leadership. 
● Performs other duties as assigned. 



 
MINIMUM QUALIFICATIONS: 
KNOWLEDGE is required to perform basic math including calculation of fractions, percents, and/or ratios; 
read technical information, compose a variety of documents, and/or facilitate group discussions; and 
understand complex multiple-step instructions. Specific knowledge required to satisfactorily perform the 
functions of the job includes: Thorough working knowledge of organization, supervision and management 
practices, techniques, and principles; knowledge of current theories, practices, and techniques in career 
technical education programs; knowledge of laws and regulations related to career technical education and 
youth development programs; thorough working knowledge of curriculum development and instructional 
strategies/techniques; knowledge of behavior management strategies; knowledge of staff development; and 
knowledge of budget development and management. 
 
SKILLS are required to perform multiple non-technical tasks with a need to occasionally upgrade skills to 
meet changing job conditions. Specific skills required to satisfactorily perform the functions of the job 
include: Ability to effectively coordinate and facilitate designated vocational/occupational career technical 
education programs areas; to effectively observe and analyze instructional strategies/techniques, including 
implementing designated area goals and objectives; skills and ability to establish and maintain effective 
relationships with staff, county office, school district personnel, the business community, and other related 
individuals; and ability to participate with all service area units to promote interdepartmental cooperation and 
efficiency. In working with others, problem-solving is required to analyze issues, create plans of action, and 
reach solutions. Problem solving with data and equipment is moderate. 

ABILITY is required to direct a number of activities; often gather, collate, and/or classify data; coordinate a 
number of factors in the use of equipment. Flexibility is required to work with others under a variety of 
circumstances; analyze data utilizing defined but different processes. ability is also required to work with a 
diversity of individuals; work with data of different types and/or purposes; utilize a variety of job-related 
equipment; ability to effectively communicate orally and in writing; ability to understand and interpret laws 
and regulations; ability to seek out available local, state, and federal resources; ability to work independently 
under organizational guidelines with supervision focusing on results; and ability to meet the travel 
requirements of the position; and use software programs (e.g., latest Microsoft Office Suite), and virtual 
meeting technology (e.g. Google Meets, Zoom, Webex, etc.). 
 
WORKING ENVIRONMENT:  
The usual and customary methods of performing the job’s functions require the following physical demands: 
occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, 
crouching, and/or crawling; and significant fine finger dexterity. Generally, the job requires 70 percent 
sitting, 15 percent walking, and 15 percent standing. The job is performed under minimal temperature 
variations, a generally hazard-free environment, and in a clean atmosphere. 
 
EDUCATION/TRAINING/EXPERIENCE: 

● Bachelor’s Master’s Degree in Education/Public Administration or related field from an accredited 
college/university required.  

● A minimum of three (3) years of successful teaching experience, preferably in Career Technical 
Education/Regional Occupational Programs (ROP).  

● Two (2) years of experience serving as a Coordinator or in a Coordinator level administrative role. 
● Also, Experience in a public secondary school setting which would demonstrate exposure to and 

utilization of required skills, knowledge and abilities in performing job-related duties and 
responsibilities is required. 

● Experience working in and creating ROP/CTE programs at the middle school, high school and/ or 
adult level. 

● Program budget experience 



 
DESIRABLE: 

● Master’s Degree in Education/Public Administration or related field from an accredited 
college/university. 

● Experience working in and creating ROP/CTE programs at the high school and/ or adult level. 
● Site supervision experience. 
● Program budget experience. 
● Experience working with industry-specific field educational programs. 
● Experience in an ROP JPA. 
● EL authorization. 

 
CERTIFICATES/CREDENTIALS/LICENSES:  
Possession of a valid California Teaching Credential and valid Administrative Services Credential or CTC 
issued Certificate of Eligibility appropriate for K-12 public school administration is required. You must 
provide copies of credentials or provide evidence of qualifying for required credentials as required for the 
position of qualifying credentials with your application materials. 

Valid California Class C Driver’s License and ability to maintain insurability status under Baldy 
View ROP vehicle insurance policy is required. 
 

VACCINATION MANDATE: 
Baldy View Regional Occupational Program (BVROP) employees are required to adhere to the 
current vaccination or testing mandates which are set in place by local, state, or federal guidelines. 
This will include any order that applies to public schools serving students. 
 
 
 
 
 
 
 
P.S. LP – 12/04/2021 



Chino Valley Unified School District- Director  Access, Equity 
& Assessment) $137,896 $152,500

TriCities ROP- Director of Educational Services $115,104 $134,088

San Bernardino City USD- Director of Equity & Targeted 
Achievment $122,980 $136,000

Claremont Unified School District- Senior Coordinator $116,802 $156,799

Upland Unified School District - Director of Equity and 
Access $120,147 $146,171

Citrus College - Director of Diversity, Equity and Inclusion
$124,361 $134,509

Contra Costa Community College - Dean of Equity & 
Inclusion $129,240 $157,464

Chaffey Joint High SD- Executive Director of Equity & 
Inclusion (not included in calculations) $180,167 $180,167

Average $123,790 $145,362
Median $122,980 $146,171

Baldy View ROP $111,103 $145,207
Senior Coordinator- Student Support, Equity and Access - 
(M5+3)

Baldy View $ Difference of Average -$12,687 -$155

Baldy View % Difference of Average -11.42% -0.11%

Recommendation: Add Senior Coordinator- Student Support, Equity and Access to the BVROP 
organization on Management Salary Schedule M5+3.

District/Position Senior Coordinator- SSEA

Minimum 
Annual

Maximum 
Annual
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BALDY VIEW REGIONAL OCCUPATIONAL PROGRAM 

December 9, 2021 

TO: Dr. Shelley Adams, Superintendent 

FROM: Lisa Porter, Director of Personnel Services 

SUBJECT: NEW JOB DESCRIPTION-Student Safety Support Specialist 

BACKGROUND INFORMATION 

Updating and developing job descriptions for the organization is necessary to recruit and 

remain current with changes in employment trends and organizational growth.  It is 

essential that job descriptions reflect the changes in employment conditions (i.e., 

technology, laws, process, and procedures, etc.) to meet organizational needs. 

CURRENT CONSIDERATIONS 

This job description meets the needs of Baldy View ROP in implementing its Mission, 

Vision, Core Values, and Strategic Goals.  

The position of Student Safety Support Specialist is being proposed in the Educational 

Services Department to facilitate and promote student and campus safety while utilizing 

positive behavioral support techniques.  

FINANCIAL CONSIDERATIONS 

Funds have been budgeted. 

RECOMMENDATIONS 

Recommend approval of the proposed job description and position to be filled for Student 

Safety Support Specialist. 

II-D
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BALDY VIEW ROP 
1501 S. BON VIEW AVENUE 

ONTARIO, CA. 91761 

  Location:   Career Training Center - CTC 
  Reports To:   Assistant Superintendent of Educational Services 
  Supervises: N/A 
  Date Approved: Pending 

Range Number: Classified Salary Schedule C14, as appropriate 

Student Safety Support Specialist 
Division of Educational Services 

NOTE: It is essential that applicants review all sections of the job description to ensure a full understanding 
of the position requirements. 

POSITION DESCRIPTION: 
Under the direction of the Assistant Superintendent of Educational Services, the Student Safety Support 
Specialist is responsible for ensuring student and school safety; assists in maintaining security by patrolling 
hallways, restrooms, parking lots, and other areas frequented by students to ensure students are adhering to 
district rules and regulation; and performs related duties as required. The Student Safety Support Specialist 
will work with students and staff modeling essential workplace skills (soft skills), Positive Behavioral 
Intervention & Supports (PBIS), Restorative Practices, and Social-Emotional Learning (SEL) skills to 
achieve optimal behavioral outcomes that facilitate student learning. 

FUNCTIONS: 
● Commits to honoring Baldy View ROP’s Mission, Vision, Core Values, Strategic Goals, and Student

Outcomes. 
● Enforces Baldy View ROP’s regulations and policies for the safety and security of students, staff, and

property according to established procedures. 
● Greets public, parents, students, vendors, staff, etc. for the purpose of responding to their inquiries

and/or directing them to appropriate personnel or location. 
● Provides guidance to support safety and wellness efforts.
● Assists in promoting positive student development by de-escalating conflicts on campus.
● Provides prevention and support to engage and re-engage students on campus through the integration

of Social Emotional Learning skills.
● Improves school climate and culture using the PBIS framework.
● Supports bullying prevention and intervention, restorative practices, mental health awareness, and

suicide prevention/intervention, in partnership with community organizations to support.
● Reports violations of school rules, potential hazards, or any illegal actions to administrators when

appropriate.
● Assists with student incident report investigations as directed by the administrator.
● Completes necessary written reports as requested by the site administrator.
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● Patrols the perimeter of the campus to encourage students’ consideration of private property near the 
campus and to discourage non-student loiters from entering the campus.  

● May contact appropriate law enforcement agencies to maintain campus security. 
● Performs security checks of buildings and grounds as necessary. 
● Assists in maintaining a clean environment on campus. 
● Interacts and develops a rapport with students and stakeholders in a positive educational manner that 

supports a safe school environment.  
● Promotes a safe and inclusive environment for all students. 
● Takes preventative measures to help student populations that are identified with elevated risk (i.e., 

youth experiencing homelessness or foster care, youth bereaved by suicide, LGBTQ+, youth with 
disabilities).  

● Escorts students and teachers to classrooms or automobiles as needed.  
● Collaborates with site administrators during emergencies of any nature. 
● Performs other duties as assigned.   

MINIMUM QUALIFICATIONS: 
KNOWLEDGE of student guidance principles and practices are required; knowledge of school policies and 
procedures; health and safety regulations; Social and emotional learning research, evaluation, strategies, 
theories, techniques, and methods of instruction; strong knowledge of interpersonal skills; campus/crowd 
control, campus security, and supervision methods and procedures; professionalism utilizing tact, patience 
and courtesy; appropriate and professional communication with all staff, students, administrators, and the 
general public; knowledge of record-keeping techniques.   
 
SKILLS are required to supervise and discipline students with diplomacy, resolution techniques, and a high 
degree of conflict management; maintaining positive relationships with students, staff, and the public. Skilled 
in making decisions, active listing, exercising authority, social management, and accountability; oral and 
written communication.  
 
ABILITY is required to perform effectively and efficiently in situations requiring tact, diplomacy ad good 
judgment; Maintain a positive attitude; analyze sensitive situations; enforce campus rules and regulations; 
analyze situations accurately and adopt an effective course of action; be sensitive to and understand the 
diverse academic, socioeconomic, cultural, and ethnic backgrounds of district personnel, students, parents 
and the communities served by the district; learn, interpret, apply and explain rules, policies, and procedures; 
assist in controlling behavioral or physical situations; maintain order and security of campus; remain calm in 
stressful situations; type and input data at an acceptable rate of speed and use software programs (e.g., latest 
Microsoft Office Suite), and virtual meeting technology (e.g. Google Meets, Zoom, Webex, etc.) 
 
WORKING ENVIRONMENT:  
The usual and customary methods of performing the job's functions require the following physical demands: 
occasional lifting, carrying, pushing, and/or pulling objects weighing up to 100 pounds; some climbing and 
balancing; some stooping, kneeling, crouching, and/or crawling; reaching, handling, and fine finger 
dexterity. Generally, the job requires 10% sitting, 60% walking, and 30% standing.  
 
This type of work involves walking and standing for extended periods.  Indoor and Outdoor environment. 
Exposures to hot, cold, wet, or windy conditions caused by weather may occasionally be experienced. The 
employee is continuously responsible for the safety, and well-being of students. Exposure to verbal abuse 

14



and harassment, potential physical hazards involved in intervening in anti-social, illegal, and violent 
behavior. Possible fights and confrontations.  
 
EDUCATION/TRAINING/EXPERIENCE: 

● Bachelor’s degree in behavioral science, social work, or related field and five (5) or more years of 
experience working with high school or adult students.  
-OR- 
Nine (9) years of professional full-time paid experience of experience working with high school or 
adult students, supplemented with related college coursework. 
-OR- 
Fifteen (15) years or more of professional full-time paid experience working with high school or 
adult students 

● Youth Mental Health First Aid Certificate, Restorative Practices Certificate, and PBIS Training (or 
the ability to obtain before the end of the probationary period). 

 
DESIRABLE:  

● Master’s degree in behavioral science, social work, or related field. 
● Experience working in an ROP JPA, school district, or county office. 
● Valid California Teaching or Pupil Personnel Services Credential  
● Security work experience or training  
● CPR/First Aid certification 

 
Class C Driver’s License and ability to maintain insurability status under Baldy View ROP vehicle 
insurance policy is required. 
 
VACCINATION MANDATE: 
Baldy View Regional Occupational Program (BVROP) employees are required to adhere to the 
current vaccination or testing mandates which are set in place by local, state, or federal guidelines. 
This will include any order that applies to public schools serving students. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADM: LP 12/04/21 
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San Bernardino City Unified - Youth Services 
Specialist $49,673 $60,426

Washington USD - Youth Outreach Specialist $49,673 $60,426

Chaffey Joint Union High School District- 
Student Services Coordinator $49,572 $59,292

Chino Valley Unified School District-- 
Intervention Counselor (Certificated) $60,370 $114,288

Barstow Unified SD -  PBIS Coach 
(Certificated) $59,149 $110,233

Average $53,687 $80,933
Median $49,673 $60,426

Baldy View ROP $69,108.00 $90,324.00
Student Safety Support Specialist (C14)
Baldy View $ Difference of Average $15,420.60 $9,391.00

Baldy View % Difference of Average 22.31% 10.40%

Recommendation: Add Student Safety Support Specialist to the BVROP organization 
on Classified Salary Schedule C14.

District/Position
Student Safety Support Specialist

Minimum 
Annual

Maximum 
Annual
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BALDY VIEW REGIONAL OCCUPATIONAL PROGRAM 
December 9, 2021 

TO:  Dr. Shelley Adams, Superintendent 

FROM: Lisa Porter, Director of Personnel Services 

SUBJECT: NEW JOB DESCRIPTION - Special Projects and Grants Analyst 

BACKGROUND INFORMATION 
Updating and developing job descriptions for the organization is necessary to recruit and 
remain current with changes in employment trends and organizational growth.  It is 
essential that job descriptions reflect the changes in employment conditions (i.e., 
technology, laws, process, and procedures, etc.) to meet organizational needs. 

CURRENT CONSIDERATIONS 
This job description meets the needs of Baldy View ROP in implementing its Mission, 
Vision, Core Values, and Strategic Goals.  

The position of Special Projects and Grants Analyst is being proposed to support the 
facilitation  of special projects and grants for BVROP. 

FINANCIAL CONSIDERATIONS 
Funds have been budgeted. 

RECOMMENDATIONS 
Recommend approval of the proposed job description and position to be filled for the 
Special Projects and Grants Analyst position.

II-E
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BALDY VIEW ROP 
1501 S. BON VIEW AVE 

ONTARIO, CA. 91761 

Location: Main Office/Career Training Center 
Reports To: Assistant Superintendent of Educational Services or Designee 
Supervises:   Not Applicable 
Date Approved: Pending 
Range Number: Classified Salary Schedule C14, as appropriate 

Special Projects and Grants Analyst 
Division of Educational Services 

POSITION DESCRIPTION: 
The job of Special Projects and Grant Analyst is for the purpose of planning, organizing, and implementing 
grants; and coordinating fiscal operations in collaboration with the Business Services Division.  

FUNCTIONS: 
● Commits to honoring Baldy View ROP’s Mission, Vision, Core Values, Strategic Goals, and Student

Outcomes.
● Assists with special and grant-funded projects; ensures programs and funding allocations

comply with local, state, and federal laws, rules, and regulations; participates in the
development and implementation of policies and procedures to meet program goals and
objectives.

● Facilitate and monitor budget operations of special projects and grant funds
● Collaborates with the Business Services Division to ensure reimbursement claims are processed

according to timelines.
● Prepares grants activity, budgeting, and performance reports.
● Provides technical expertise, information, and assistance regarding special projects and

grants.
● Prepares a variety of auditable local, federal, and state-mandated reports concerning the status,

progress, compliance, and financial activity of grant-funded projects; submits reports to
appropriate agency or personnel according to established timelines.

● Attends a variety of meetings with public and private agencies; establishes and maintains
contact with public and private agencies in the development of resources and services
available to ROP students.

● Communicates with other administrators, personnel, partners, and outside organizations to
coordinate activities and programs, resolve issues and conflicts, and exchange information to
meet the needs of students.

● Assists with the implementation of the short and long-term goals related to special projects and
grants.

● Attends a variety of meetings and training as assigned (travel may be required).
● Performs other duties as assigned.

  MINIMUM QUALIFICATIONS: 
KNOWLEDGE of applicable practices for planning, organization, and administration of grant-funded 
projects; record-keeping and report preparation techniques; operation of a variety of office equipment 
including a computer terminal and assigned software; research methods; interpersonal skills using tact, 
patience, and courtesy; oral and written communication skills; basic public speaking techniques; appropriate 
and professional telephone techniques and etiquette; proper english usage, grammar, spelling, punctuation, 
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and vocabulary. 
 

SKILLS required to perform multiple highly complex technical tasks with a frequent need to upgrade skills 
due to changing job conditions. Specific skills required to satisfactorily perform the functions include: 
operate electronic calculator with speed and accuracy; type accurately; basic math skill, organize and 
prioritize tasks to meet deadlines; understand and follow oral and written instructions; communicate 
effectively with co-workers, supervisors, vendors, contractors, and staff; operate software applications 
including word processing and spreadsheets; utilize websites; conduct web-based research; demonstrate 
strong customer service and organizational skills; exercise sound judgment in interpreting and applying 
existing laws, policies and procedures, rules, regulations, procedures in carrying out assigned duties. 

 
ABILITY to coordinate and lead meetings, workshops, and orientations related to the grant activities. 
Establish and maintain cooperative and effective working relationships with others; maintain records and 
prepare reports; plan and organize work; communicate effectively both orally and in writing; meet schedules 
and timelines; work independently with little direction; add, subtract, multiply and divide quickly and 
accurately; type and input data at an acceptable rate of speed; and use software programs (e.g., latest Microsoft 
Office Suite), and virtual meeting technology (e.g. Google Meets, Zoom, Webex, etc.) 

 
WORKING ENVIRONMENT: 

The usual and customary methods of performing the job’s functions require the following physical 
demands: occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; some 
stooping, kneeling, crouching, and/or crawling; and significant fine finger dexterity. Generally, the job 
requires 70 percent sitting, 15 percent walking, and 15 percent standing. The job is performed under 
minimal temperature variations, a generally hazard-free environment, and in a clean atmosphere. 

 
EDUCATION/TRAINING/EXPERIENCE: 

● Bachelor’s Degree in business administration, accounting, finance, education, or closely related 
field.  

● Five (5) years of experience working in a business office where primary duties involved are 
performing complex technical functions, related to record keeping, student accounts, financial 
reports, and/or state and federal regulations reporting. 

 
DESIRABLE: 

● Master’s Degree or higher in business administration or closely related 
field. Experience working in an ROP JPA, school district, or county office. 

● Knowledge of Title V regulations. 
● Prior experience working with grants. 
● Prior work and/or collaboration with community-based organizations. 
● Experience working with students and instructors  
● Possession of a valid single subject or CTE credential in the desired field.  

Class C Driver’s License and ability to maintain insurability status under Baldy View ROP vehicle 
insurance policy is required. 
 
VACCINATION MANDATE: 
Baldy View Regional Occupational Program (BVROP) employees are required to adhere to the current 
vaccination or testing mandates which are set in place by local, state, or federal guidelines. This will 
include any order that applies to public schools serving students. 

 
 

ADM: LP – 12/05/21 
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Special Projects and Grants Analyst

College of the Sequoias - CTE Research Analyst/Grant 
Specialist

$75,984 $101,796

Corona-Norco USD - Grants and Projects Technician $50,738 $61,825

Mt.Sac- Grants Specialist $62,832 $80,192

Orange County COE - Projects &  Grant Analyst $89,532 $109,092

UC Riverside- Contracts and Grants Analyst $75,000 $85,000

Average $70,817.20 $87,581.00
Median $75,000.00 $85,000.00

Baldy View ROP $69,000 $90,324
Special Projects and Grants Analyst (C14)
Baldy View $ Difference of Average -$1,817.20 $2,743.00

Baldy View % Difference of Average -2.63% 3.04%

District/Position
Minimum 
Annual

Maximum 
Annual

Recommendation: Add Special Projects and Grant Analyst to the BVROP organization on 
Classified Salary Schedule C14.
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BALDY VIEW REGIONAL OCCUPATIONAL PROGRAM 
December 9, 2021 

TO:  Dr. Shelley Adams, Superintendent 

FROM: Lisa Porter, Director of Personnel Services 

SUBJECT: NEW JOB DESCRIPTION - Payroll and Retirement Specialist 

BACKGROUND INFORMATION 
Updating and developing job descriptions for the organization is necessary to recruit and 
remain current with changes in employment trends and organizational growth.  It is 
essential that job descriptions reflect the changes in employment conditions (i.e., 
technology, laws, process, and procedures, etc.) to meet organizational needs. 

CURRENT CONSIDERATIONS 
This job description meets the needs of Baldy View ROP in implementing its Mission, 
Vision, Core Values, and Strategic Goals.  

The reclassification of the Accounting Clerk (C-8) to the Payroll and Retirement Specialist 
(C-10) position is being proposed due to the increase in responsibility and complexity of 
coding, tracking and the reporting requirements for Baldy View ROP Certificated and 
Classified employee payroll and for employees enrolled in either the State Teachers 
Retirement System or Public Employee Retirement System. 

FINANCIAL CONSIDERATIONS 
Funds have been budgeted. 

RECOMMENDATIONS 
Recommend approval of the reclassification of the Account Clerk position to Payroll and 
Retirement Specialist. 

II-F
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 BALDY VIEW ROP 
1501 S. BON VIEW AVENUE 

ONTARIO, CA. 91761 

  Location:   Administrative Office/CTC 
  Reports To:   Director of Business Services 
  Supervises: Not Applicable 
  Coordinates: Not Applicable 
  Date Approved: April 14, 2021 Pending 

Range Number: Classified Salary Schedule C10, as appropriate 

Account Clerk (Payroll) Payroll and Retirement Specialist 

Division of Business Services 

POSITION DESCRIPTION:  
Under the supervision of the Director of Business Services, the job of Account Clerk Payroll and Retirement 
Specialist is for the purpose of providing a variety of clerical and business operations-related duties in 
support of the Business Services Department. Performs a variety of technical payroll accounting duties; 
assists with purchasing functions; performs a variety of financial activities in the areas of accounts payable, 
accounts receivable; interprets and applies State and Federal laws dealing with State Teachers Retirement 
System and Public Employee Retirement System; and performs other duties as assigned.  

FUNCTIONS: 
● Commits to honoring Baldy View ROP’s Mission, Vision, Core Values, Strategic Goals, and Student

Outcomes.
● Processes Certificated and Classified payroll; audits and inputs timesheet information including

deductions into an assigned computer system; creates spreadsheets for each payroll period.
● Prepares the Transparent California government compensation submission annually.
● Processes and monitors employee Health and Welfare benefit contributions
● Prepares and finalizes the Affordable Care Act (ACA) 1094-C & 1095-C to maintain

compliance.
● Monitors and maintains other employee deductions not limited to state, federal, and

retirement deductions/contributions.
● Maintains instructor and class data to ensure budget accuracy of salaries and benefits.
● Audits and maintains a variety of personnel-related issues with discretion according to

established procedures, policies, rules, and regulations.
● Receives confidential information related to employees' employment status and annual

earnings.
● Verifies calculations according to plan documents and related requirements.
● Issues refunds to employees who over contributed or who paid contributions on earnings

not subject to PERS; prepares journal entries and transfers for holding accounts, holding
funds, and payroll expense accounts as appropriate; prepares related spreadsheets.

● Receives, audits,  adjusts , and inputs data and documentation related to employees’
retirement systems.

● Deposits appropriate monies for retirement contributions and prepares related journal
entries and adjustments; reviews, verifies, and adjusts reports of appointments, re-
deposits of contributions, and changes to or separations from retirement systems.

● Calculates and inputs salary adjustments, coding, time vouchers, and overtime pay as needed;
verifies proper authorizing signatures, calculations, and accuracy of payroll adjustments.
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● Assists to maintain, equalize, and reconcile records of employee payroll deductions and 
payments for savings and withholding accounts, health insurance, and other accounts. 

● Determines retirement membership eligibility based on individual’s classification, 
appropriate contract, and service years as defined by plan document; applies predetermined 
contribution rates; provides related information to and assists prospective retirees in 
completion of forms and documentation as required. 

● Participates in the preparation of monthly and special reports for submission to the 
retirement system. 

● Provides the Personnel Services Analyst with the most recent tax and deduction forms to 
properly process new and existing employees.  

● May assist with the substitute process.  
● Conducts, researches, and analyzes for classification and compensation studies. 
● Assists in maintaining a variety of files and records relating to requisitions, inventory, vendors, and 

other purchasing-related issues, maintains appropriate levels of regular store stock items.  
● Generates computerized lists and reports; ensures accuracy of input and output of data; compares 

pre-list with computer printouts, detects inaccuracies, and makes corrections. 
● Calculates and inputs salary adjustments, coding, time vouchers, and overtime pay as needed; 

verifies proper authorizing signatures, calculations, and accuracy of payroll adjustments. 
● Calculates and sends notices of payroll deductions and billings; assists to maintain, equalize and 

reconcile records of employee payroll deductions and payments for savings and withholding 
accounts, health insurance, and other accounts. 

● Prepares State and Federal quarterly and annual tax returns and state use and sales tax reports, 
including State Unemployment, State Withholding, and Federal Withholding Tax Returns, and 
adjustments.  Assist with verification and issuance of W2s and 1099s. 

● Communicates with Personnel Services staff, and outside agencies to exchange information and 
resolve issues or concerns.  

● Processes accounts receivable; reconciles cash accounts; receives, verifies, and processes deposits; 
audits money totals against receipts to assure accuracy; receipt, audit bank deposits, journal entries, 
and deposit permit as required by San Bernardino County Superintendent of Schools.  

● Assists with technical duties in the purchase of Baldy View ROP supplies, materials, and equipment.  
● Assists in processing accounts payable according to established Baldy View ROP procedures.  
● Assists in processing requisitions; audits, invoices, and matches with purchase orders and receivers; 

maintain contact with vendors to clarify invoices. 
● Assists in maintaining a variety of logs for receipts, purchase orders, and mailing checks as 

appropriate.  
● Attends a variety of meetings as assigned.  
● Enters and retrieves data using a computer and assigned software.  
● Operate a variety of office equipment such as scanner, computer, copier, and fax.  
● Performs other duties as assigned.  

 
 
MINIMUM QUALIFICATIONS:  
KNOWLEDGE of Baldy View ROP general accounting principles, practices, methods, and terminology; 
payroll accounting practices and statutory reporting requirements; County financial reporting systems; 
account code structure; State financial, payroll, and budget reporting requirements. Applicable sections of 
State Education Code and other applicable laws; local vendors and sources of supply; technical aspects of 
researching, comparing, and purchasing supplies, materials, and equipment; inventory methods and 
procedures; record-keeping and report preparation techniques; Understanding of Baldy View ROP’s health 
and welfare programs and requirements of eligibility. Operation of a variety of office equipment including a 
computer terminal and assigned software; research methods; interpersonal skills using tact, patience, and 
courtesy; oral and written communication skills; appropriate and professional telephone techniques and 
etiquette; proper english usage, grammar, spelling, punctuation, and vocabulary.  
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SKILLS are required to perform multiple highly complex technical tasks with a frequent need to upgrade 
skills due to changing job conditions. Specific skills required to satisfactorily perform the functions include: 
operate ten-key adding machine and electronic calculator with speed and accuracy; type accurately at a rate 
of 45 words per minute; organize and prioritize tasks to meet deadlines; understand and follow oral and 
written instructions; communicate effectively with co-workers, supervisors, vendors, contractors, and staff; 
operate word processing applications including spreadsheets; exercise sound judgment in interpreting and 
applying existing laws, policies and procedures, rules, regulations, procedures in carrying out assigned 
duties.  
 
ABILITY to prepare and verify the accuracy of payroll and general accounting reports and tabulate 
accounting data; to perform technical duties in the purchase of ROP supplies, materials, and equipment; 
exercise sound judgment in the purchase of a variety of materials, supplies, and equipment; with health and 
welfare benefits and retirement programs; explain and apply policies, practices, and terminology used in 
purchasing supplies and materials for the ROP needed for processing payroll; operate a variety of office 
equipment including a computer; establish and maintain cooperative and effective working relationships with 
others; operate standard office equipment including calculator, copier, fax, scanner, computer, and other   
and assigned technology; plan and organize work; communicate effectively both orally and in writing; 
maintain records and prepare reports; meet schedules and timelines; work independently with little direction; 
add, subtract, multiply and divide quickly and accurately; type and input data at an acceptable rate of speed 
and use software programs (e.g., latest Microsoft Office Suite), and virtual meeting technology (e.g. Google 
Meets, Zoom, Webex, etc.) 
 
WORKING ENVIRONMENT:  
The usual and customary methods of performing the job’s functions require the following physical demands: 
occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, 
crouching, and/or crawling; and significant fine finger dexterity. Generally, the job requires 70 percent 
sitting, 15 percent walking, and 15 percent standing. The job is performed under minimal temperature 
variations, a generally hazard-free environment, and in a clean atmosphere. Ability to work in a virtual or 
hybrid environment as needed. 
 
EDUCATION/TRAINING/EXPERIENCE:  
 

● High School Diploma or equivalent, supplemented by college-level course work in Public 
Administration, Business Administration, or closely related field.  

● Two (2) years of experience working in a business office in which the primary duties involved 
performing complex technical functions, which may include payroll, retirement system data 
administration, purchasing and accounts payable and/or receivable functions, or related accounting 
practices.  

 
Valid California Class C driver’s license required and ability to maintain insurability status under Baldy 
View ROP vehicle insurance policy is required.  

 
 
 
DESIRABLE:  

● Associate Degree or higher in business administration or closely related field.  
● Experience working in an ROP JPA, school district, or county office.  
● Three (3) years of experience in payroll and/or retirement administration 

 
 
VACCINATION MANDATE: 
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Baldy View Regional Occupational Program (BVROP) employees are required to adhere to the 
current vaccination or testing mandates which are set in place by local, state, or federal guidelines. 
This will include any order that applies to public schools serving students.  
 

 

 

 

 

 

 

 

Revised by LP. 12/5/2021 
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Chino Valley Unified School District- Payroll 
Technician $51,552 $62,640

Chaffey Joint Union High School District- Payroll 
Analyst $54,252 $64,644

Coastline ROP- Accounting/Payroll Specialist $43,824 $51,348

Colton Joint Unified School District - Lead Accounting 
Technician $51,600 $62,712

Average $50,307.00 $60,336.00
Median $51,576.00 $62,676.00

Baldy View ROP $47,196.00 $61,692.00
Payroll and Retirement Specialist (C10)
Baldy View $ Difference of Average -$3,111.00 $1,356.00

Baldy View % Difference of Average -6.59% 2.20%

District/Position
Payroll and Retirement Specialist

Minimum 
Annual

Maximum 
Annual

Recommendation: Reclassify the Accounting Clerk (C-8) to the Payroll and Retirement 
Specialist (C-10).
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