CIVIL SERVICE COMMISSION — COUNTY OF KERN
1115 Truxtun Avenue
Bakersfield, California 93301

Regular Meeting
Monday, January 10, 2022
5:30 pm

THIS MEETING WILL BE HELD IN THE BOARD OF SUPERVISORS CHAMBERS

AMERICANS WITH DISABILITIES ACT
(Government Code Section 54953.2)

The Board of Supervisors Chambers is accessible to persons with disabilities. Disabled
individuals who need special assistance to attend or participate in a meeting of the Civil Service
Commission may request assistance at the Human Resources Division — County of Kern or by
calling (661) 868-3962. Every effort will be made to reasonably accommodate individuals with
disabilities by making meeting materials available in alternative formats. Requests for
assistance should be made at least three (3) working days in advance, whenever possible.

All Civil Service Commission agenda item supporting documentation is available for public
review at the County of Kern Human Resources Division, 1115 Truxtun Avenue First Floor,
Bakersfield, CA, 93301 during regular business hours, 8:00a.m. — 5:00 p.m., Monday through
Friday, following the posting of the agenda. Any supporting documentation that relates to an
agenda item for an open session of any regular meeting that is distributed after the 72-hour
posting period and prior to the meeting will also be available for review. This disclosure does
not pertain to closed session items and/or those that are not otherwise public.

PUBLIC SESSION

1. Public Presentations
This portion of the meeting is reserved for persons desiring to address the Commission on any
matter not on this agenda or wishing to place the item on the next agenda and over which the
Commission has jurisdiction. Please note that no response is required from the Commission or
staff and no action can be taken on non-agenda items; however, the Commission may instruct
staff to place the item on the agenda for a future meeting. Speakers are limited to three minutes.
Please state and spell your name for the record before making your presentation.

*CONSENT AGENDA: All items listed with asterisk (*) are considered routine and non-controversial
by Commission staff. Consent items will be considered first and may be approved by one motion if no
member of the Commission or public comments were submitted for discussion. If discussion is desired,
the item will be removed from the consent agenda and will be considered in listed sequence.

*2. Approval of Minutes
Regular meeting on December 13, 2021; APPROVE

*3. Examination Schedule: The following examinations have been scheduled in accordance with
Civil Service Rules and established procedures; APPROVE

8349) Sheriff's Report Technician
8350) Sheriff's Support Specialist
8351) Sheriff's Dispatcher |
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4.

8352) Office Services Specialist

8353) Veterans Service Manager

8354) Child Support Customer Service Representative
8355) Vocational Nurse /11

8356) Social Service Worker I/lI-Ridgecrest-DHS
8357) Departmental Analyst-Department Promotional-Sheriff
8358) Social Service Worker I/lI-Ridgecrest-DHS
8360) Supervising Mail Clerk

8361) Senior Office services Specialist-DP-DHS

8362) Auditor Appraiser I/11/111

8363) Departmental Aide-PT-Shift-Lamont/Arvin
8364) Health Plan Services Manager-DP-CAO

8365) SSW I/lI-Bilingual-Delano-DHS

8366) Wildland Firefighter

8367) Deputy Sheriff Trainee-Shift

8368) Sheriff's Detentions Deputy Trainee-Shift

8369) Network Systems Administrator

New Specification(s): The following job specification(s) have been created and approved by
the Chief Human Resources Officer and are submitted for the Commission’s review in
accordance with Civil Service Rule 204.21. REVIEW, RECEIVE, AND FILE

¢ Assistant Chief Financial Officer and Deputy Chief Financial Officer, Items No. 0493 and
0494

Revised Specification(s): The following job specification(s) have been revised and approved
by the Chief Human Resources Officer and are submitted for the Commission’s review in
accordance with Civil Service Rule 204.21; REVIEW, RECEIVE, AND FILE

e Fiscal and Policy Analyst I, Fiscal and Policy Analyst I, and Senior Fiscal and Policy Analyst,
Items No. 0795, 0793, and 0788

6. Civil Service Rule 1800 Update: Counsel to the Civil Service Commission to provide report

on status of Rule 1800 investigations and revisions.

7. Commission Secretary Iltems/Report: Civil Service Secretary to present to the Commission

8.

and to the public, information, announcements, and items pertaining to the Secretary’s
activities.

Human Resources Division Items/Report: Chief Human Resources Officer to present to the
Commission and to the public, information, announcements, and items pertaining to the Human
Resources Division that are pertinent to Commission business.

. Commission Member Presentations or Announcements: On their own initiative, Commission

members may make a brief announcement or a brief report on their own activities (Government
Code § 54954.2 (a)).
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Adjourn to Closed Session: The Commission will adjourn to closed session to consider the
appointment, employment, evaluation of performance, discipline, or dismissal of public employees or
to hear complaints or charges brought against employees by another person or employee. If an
employee chooses to have his or her matter heard in public session, it will be heard at this time, prior
to adjournment to closed session.

CLOSED SESSION (Government Code 8§ 54957)

10. PUBLIC EMPLOYMENT - Discipline/Dismissal/Release
Sheriff Deputy (Sheriff's Office) — Case No. 2021-0106

11. CONFERENCE WITH LEGAL COUNSEL — ANTICIPATED LITIGATION. (Government Code
section 54956.9(d)(1)

12. PERFORMANCE EVALUATION - Consideration of the evaluation of performance of the Civil
Service Commission Secretary (Govt Code § 54957(b)(1))

13. Reconvene from Closed Session; Adjourn to Regular Meeting to be held on Monday,
February 14, 2022, at 5:30 p.m.



AGENDA ITEM NO._2&__
SUMMARY OF PROCEEDINGS

CIVIL SERVICE COMMISSION - COUNTY OF KERN
1115 Truxtun Avenue
Bakersfield, California 93301

Regular Meeting
Monday, December 13, 2021
5:30 p.m.

PRESENT: Commissioners Agbalog, Holt, Oliver, Price, and Rose

ABSENT: None

OTHERS: Devin Brown, Tracey Eldridge, Michael Goulart, Maria Murbach, Brian Van Wyk, and

others.

NOTE: Ag, Ho, Ol, Pri, and Ro are abbreviations for Commissioners Agbalog, Holt, Oliver, Price, and

Rose.

For example, Ho/Pri denotes Commissioner Holt made the motion and Commissioner Price

seconded the motion. The abbreviations “ab” means absent and “abd” abstained.

COMMISSIONER ACTION IS SHOWN IN CAPS AFTER EACH ITEM

President Holt called the meeting to order at 5:30 p.m.

PUBLIC SESSION

1.

Public Presentations
None

*CONSENT AGENDA

*2.

*3.

Approval of Minutes
Regular Meeting on November 8, 2021; NO PUBLIC COMMENT; APPROVED,; Ag/Ol — All ayes

Examination Schedule: The following examinations have been scheduled in accordance with
Civil Service Rules and established procedures; NO PUBLIC COMMENT; APPROVED,; Ag/O/
— All ayes

8013) Local Area Network Systems Administrator

8030) Environmental Health Specialist in Training

8306) Senior Animal Care Worker

8307) Behavioral Health Planning Analyst

8308) Supervising Public Health Nurse

8309) Pre-Licensed Clinical Psychologist/Clinical Psychologist I/ll
8310) Sheriff's Aide-Shift

8311) Supervising Fire Dispatcher-Shift-Department Promotional
8312) Office Services Assistant-Bilingual

8313) Firefighter-Lateral

8314) Programmer |

8315) Human Services Technician I-Mojave

8316) Human Services Technician |-Bilingual-Mojave

8317) Emergency Medical Services Coordinator
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8318) Traffic Signal Technician |

8319) Environmental Health Technician I-DP-Public Health
8320) Senior Retirement Services Analyst-DP-KCERA
8321) Retirement Services Specialist-DP-KCERA
8322) Retirement Services Technician

8323) Fiscal Support Technician-Bilingual

8324) Marketing and Promotions Associate I/l

8325) Deputy Chief Financial Officer

8326) Deputy Public Administrator Manager

8327) Area Park Supervisor

8328) Environmental Health Technician Il

New Specification(s): The following job specification(s) have been created and approved by

the Chief Human Resources Officer and are submitted for the Commission’s review in

accordance with Civil Service Rule 204.21. REVIEWED, RECEIVED, AND FILED

a)

b)

d)

Health Plan Services Manager, Item No. 0457; Ag/Ro — All ayes
Devin Brown, Chief Human Resources Officer, provided a summary. No public
comment.

KCERA Deputy Chief Investment Officer, ltem No. 0589; Pri/Ag — All ayes

Michael Goulart, Principal Human Resources Analyst, provided a summary. No public
comment. Commissioner Oliver asked how many people were in the investment group and
Mr. Goulart stated there were four. Vice President Oliver asked if there were any state
licensing requirements other than those listed in the specifications and Mr. Goulart stated
there were none other than the requirements listed. No other questions.

Wildland Firefighter, Item No. 4852; Ro/Ol — All ayes

Mr. Brown provided a brief overview. No public comment. Commissioner Rose asked if this
position would take care of the Fire Department’s employment needs and provide enough
of a candidate pool of potential candidates. Fire Chief Aaron Duncan stated that it would
and these candidates were hard working, local young candidates they would like to retain.
Vice President Oliver asked if this was a certified position. Fire Chief Duncan explained
that this was a multiple layered position which included several roles, and they were
seasonal employees who were well trained.

Highway Painter and Senior Highway Painter, Iltems No. 4852 and 4851; Ag/Ol — All ayes
Mr. Brown provided a provided a summary. No public comment.

. Revised Specification(s): The following job specification(s) have been revised and approved

by the Chief Human Resources Officer and are submitted for the Commission’s review in
accordance with Civil Service Rule 204.21; REVIEW, RECEIVE, AND FILE

a)

Deputy Chief Human Resources Officer, Item No. 0787, Ag/Ro — All ayes
Mr. Brown provided a provided a summary. No public comment.



Civil Service Commission
Minutes: 12/13/2021
Page: 3

b) Deputy Sheriff, tem No. 4493; Ro/Ol — All ayes
Mr. Brown provided a provided a summary.
A member of the public asked if these new standards would apply for incoming people only
or for existing personnel. Mr. Brown replied they would apply to existing staff as well.
Commissioner Rose stated that her understanding was that the Sheriff's department had
been understaffed for a while, she asked if the County was now in a place to begin to add
employment positions back for a county this size. Mr. Brown responded that the county had
been in the in the frontlines of trying to hire and retain staff for the Sheriff's Department. He
explained that it has been difficult finding law enforcement profession candidates. It is a very
competitive field across the state and country and police and sheriff departments are doing
everything they can to hire and recruit qualified candidates. The Sheriff's Office is committed
to trying to get more of their deputies in the field rather than working in the jail. Mr. Brown
stated that he and the recruitment team have noticed the applicant pools have diminished
significantly over the several years they have been doing this. It has become very difficult to
get people through that process and show up for testing, show up for the physical agility
testing, and then make it through the academy. He stated that their salaries are comparable
with other comparable jurisdictions, and they have just increased the salaries for Deputy
Sheriffs by 5% and will increase to 10% by the end of July.

Vice President Oliver stated that the age was being raised from 19 to 21 and asked the
reason for the age change if they were trying to raise the pool. Mr. Brown explained it was a
statutory change, and it did shrink the pool.

c) Deputy Sheriff Trainee, Item No. 4497; Ol/Ag — All ayes
Mr. Brown provided a provided a summary. No public comment.

6. Civil Service Rule 1800 Update:
Brian Van Wyk, Deputy County Counsel, reported that there two cases and they were within
their timelines.

7. Commission Secretary Monthly Report:
None

8. Human Resources Division Items/Report:
Mr. Brown announced that an agreement had been reached with the bargaining groups and
SEIU and the building would be closed for business for the winter recess from December 23,
2021 reopening on January 3, 2022. He thanked the HR team for their hard work during the past
year.

9. Commission Member Presentations or Announcements:
None

Adjourn to Closed Session: at 6:02 p.m., the Commission adjourned to closed session to consider
the appointment, employment, evaluation of performance, discipline, or dismissal of employees or
to hear complaints or charges brought against employees by another person or employee.
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CLOSED SESSION (Government Code § 54957)

10. PUBLIC EMPLOYMENT - Discipline/Dismissal/Release
Sheriff Deputy (Sheriff's Office) — Case No. 2021-0106; CONTINUED TO DECEMBER 21, 2021

11. PERFORMANCE EVALUATION - Consideration of the evaluation of performance of the Civil
Service Commission Secretary (Govt Code § 54957(b)(1)); NO REPORTABLE ACTION

12. President Holt adjourned the meeting at 7:45 p.m. to the next Regular Meeting to be held on
Monday, January 10, 2022, at 5:30 p.m.



AGENDA ITEM NO._2

Test Schedule-December 2021
Exam # Recruitment Title Open Date Close Date Rec.r faor Action REauest Requestor
Assigned Date

8349 |Sheriff's Report Technician 12/7/2021 Continuous MGV Open 12/7/12021 MGV
8350 |Sheriff's Support Specialist 12/7/2021 Continuous MGV Open 12/7/2021 MGV
8351 |Sheriff's Dispatcher | 12/8/2021 Continuous MGV Open 12/8/2021 MGV
8352 |Office Services Speciliast 12/10/2021 1/3/2022 VTL Open 12/8/2021 VTL
8353 |Veterans Service Manager 12/13/2021 12/14/2021 VTL Open 12/7/2021 VTL
8354 |Child Support Customer Service Representative 12/13/2021 1/3/2022 MG Open 12/8/2021 MG

8355 |Vocational Nurse 1/11 12/9/2021 12/31/2021 KAS Open 12/8/2021 KAS
8356 |Social Service Worker I/1I-Ridgecrest-DHS 12/13/2021 1/3/2022 DMR Open 12/9/2021 DMR
8357 |Departmental Analyst-Department Promotional-Sheriff 12/10/2021 12/17/2021 MGV Open-DP 12/9/2021 MGV
8358 |Social Service Worker I/1I-Mojave-DHS 12/13/2021 1/3/2022 DMR Open 12/9/2021 DMR
8359 |Social Service Worker I/1I-DHS 12/13/2021 1/3/2022 DMR Open 12/9/2021 DMR
8360 |Supervising Mail Clerk 12/13/2021 1/3/2022 DMR Open 12/9/2021 DMR
8361 |Senior Office Services Specialist-DP-DHS 12/13/2021 12/17/2021 DMR DP 12/9/2021 DMR
8362 |Auditor Appraiser I/II/1ll 12/10/2021 1/10/2021 VTL Open 12/9/2021 VTL
8363 |Departmental Aide - PT - Shift - Lamont/Arvin 12/13/2021 12/20/2021 VTL open 12/13/2021 VTL
8364 |Health Plan Services Manager-DP-CAO 12/14/2021 12/16/2021 KPP Open 12/14/2021 KPP
8365 |SSW I/ll-Bilingual-Delano-DHS 12/16/2021 1/7/2022 DMR Open 12/15/2021 DMR
8366 |Wildland Firefighter 12/17/2021 1/3/2022 MES Open 12/15/2021 MES
8367 |Deputy Sheriff Trainee-Shift 12/17/2021 Continuous MGV Open 12/17/2021 MGV
8368 |Sheriff's Detentions Deputy Trainee-Shift 12/20/2021 Continuous MGV Open 12/17/2021 MGV
8369 [Network Systems Administrator 12/17/2021 Continuous MGV Open 12/17/2021 MGV
LT090 |Fiscal Support Technician-DHS 12/6/2021 Continuous DMR Open 12/6/2021 DMR

Green Exam H: Change to existing exam ¥
Grey line; History
White line: Most up to date information for exam #

Blue "Ci

and Red "?": infor purposes

Yellow “Hold": on hold

Dates that ALL exams were closed:

7/25/2019
3/16/2020
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CERN ~ HUMAN RESOURCES e B

COUN N CHIEF HUMAN RESOURCES OFFICER

January 10, 2022

Civil Service Commission

Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED NEW JOB SPECIFICATIONS TITLED ASSISTANT CHIEF FINANCIAL
OFFICER AND DEPUTY CHIEF FINANCIAL OFFICER

The Human Resources Division requests approval of new specifications titled Assistant Chief Financial
Officer (ACFO) and Deputy Chief Financial Officer (DCFO).

Attached for your review are the proposed specifications. The Human Resources Division has prepared at
the specification at the request of County Administrative Officer (CAO) Ryan Alsop. The newly created
specifications will assist the CAQ’s office in building capacity and creating a robust career ladder within
its Budget and Finance Division.

The Assistant Chief Financial Officer is a management level classification that will be responsible for
planning, organizing, directing, and managing the day-to-day operations of the division, including
countywide budgetary, fiscal, accounting and administrative business. The position will work under the
direction of the Chief Operations Officer (COO) and the Chief Financial Officer (CFO).

The Deputy Chief Financial Officer is a management level classification that will assist in leading the
division’s budget and finance operations, including assigning work and supervising staff to achieve the
division’s goals and objectives. The position will work at the direction of the CFO and ACFO.

Each of these proposed specifications falls within the unrepresented management bargaining unit.

Therefore, IT IS RECOMMENDED that your Commission REVIEW, RECEIVE, and FILE the proposed
new specifications titled Assistant Chief Financial Officer and Deputy Chief Financial Officer.

Sincerele'

evin Be
Chief Human Resources Officer

Attachments

1115 Truxtun Avenue, 1st Floor, Bakersfield, CA 93301 | 661.868.3480 | HR@kerncounty.com



Assistant Chief Financial Officer
Bargaining Unit: M
Salary Range: 73.3

Definition

The Assistant Chief Financial Officer (ACFO) works at the direction of the Chief Operations
Officer (COO) and/or the Chief Financial Officer (CFO). The ACFO is responsible for planning,
organizing, directing, and managing the day-to-day operations of the fiscal division of the County
Administrative Office. They present financial and statistical analysisand provide guidance to the
Executive Management Team on countywide budgetary, fiscal, accounting, and administrative
business as well as technical accounting issues. The incumbent works with the County Auditor-
Controller regarding budgets, reporting and reconciliation requirements.

The ACFO is an overtime-exempt classification.

Essential Functions

. Plans, organizes, directs, coordinates, and manages staff engaged in finance, accounting,
budget, and statistical work within the County Administrative Office.
o Makes decisions, provides consultation, advice, and guidance on more difficult technical

accounting problems and/or other difficult fiscal problems related to work performed or
fiscal matters impacting the county.

o Assist the Chief Financial Officer (CFO) in all aspects of submission and management of
the county’s budget to ensure compliance of financial data.
o Reviews and presents to the CFO and other executive staff ongoing and regular financial

and statistical analysis on the status of funds, showing expenditures, balances, and
relationship to allocations.

0 Studies and evaluates account-keeping procedures and develops and installs new and
improved systems in accordance with modern accounting principles and practices.

o Evaluates the adequacy of fiscal controls in accurately reflecting actual fiscal conditions of
operations.

. Provides leadership in modifying controls to meet record keeping needs; reviews laws,
legislations, and policies for guidance in performing accounting and fiscal operations.

° Coordinates the methods, procedures, and work of the fiscal division within the
department.

. Coordinates accounting practices and reporting with the County Auditor-Controller as
requested for such items, and reconciling records.

o Interprets state, federal, county, and departmental policies, and directives in providing
guidance to departmental management personnel.

o Works closely with county departments on budget preparation, reporting, reconciling, and
updating on current and future fiscal items with impact to operations.

o Advises the Executive Management Team concerning Fiscal policies, procedures, and

personnel matters.

New Job Specification
January 10, 2022
Item No. 0493



Assistant Chief Financial Officer Page 2

Essential Functions (continued)

. Interprets state, federal, county, and departmental policies, and directives in providing
guidance to departmental management personnel.

o Works closely with county departments on budget preparation, reporting, reconciling, and
updating on current and future fiscal items with impact to operations.

e Advises the Executive Management Team concerning Fiscal policies, procedures, and
personnel matters.

o Reviews fiscal correspondence, reports, and other material with appropriate personnel.

o Writes or directs the preparation of manuals, bulletins or general instructions on fiscal

policies and procedures.
o Assists in interviewing and selecting personnel; oversees personnel decisions the division.
° Acts of behalf of the CFO as assigned.
° Makes presentations and prepares reports and correspondence.
o Perform other duties as required.

Core Competencies

Employees in this position will exhibit a high level of performance and capability in the following
core competencies:

Leadership

Critical thinking
Communication
Collaboration
Decision-making

Judgment
Technical/functional expertise

Employment Standards

e Bachelor’s Degree from an accredited college or university with has led to attainment of
the required knowledge, skills and abilities and five (5) year of administrative and/or
financial management experience in government, private industry or non-profit accounting
or finance, including the responsibility for planning, organizing, and directing a mid to
large, complex fiscal section of an agency or organization, including two years of
supervision. Two (2) of the five year (5) years of required experience must have been in a
supervisory capacity.

e Possession of an advanced degree may be substituted for two (2) year of experience.

Preferred Qualifications:

e A Certified Public Accountant (CPA) or Certified Public Financial Officer (CPFO) license.
e A green belt or higher designation in the Lean Six Sigma discipline

New Job Specification
January 10, 2022
Item No. 0493
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Possession of a valid California Driver’s License is required upon appointment.
A background check may be conducted for this classification.

Knowledge of: principles of administration, organization and management necessary to develop,
analyze, evaluate and implement administrative policies; principles and practices of continued
improvement; general accounting principles and practices; government accounting and budgeting;
long range financial projecting and forecasting techniques; advanced principles, methods and
procedures of budget preparation and control; general account principles; financial statement
preparation; state claiming processes and reconciliation; principles of business management; office
methods and procedures; and personnel management and supervision.

Ability to: manage and coordinate the activities of professional, administrative and clerical
personnel through subordinate supervisors; maintain strict confidentiality; plan, organize, direct
and coordinate work of staff; keep informed of changes in laws, rules, and regulations governing
the fiscal operations and requirements; establish and maintain effective collaborative working
relationships; communicate effectively verbally and in writing; effectively utilize computer
applications related to work, including spreadsheets and basic methods of graphic presentation,
word processing and electronic mail; coordinate group activities and facilitate meetings; analyze
accounting data and draw sound conclusions; establish and maintain cooperative relations with
those contacted during the course of work; prepare and maintain control of the department’s
budgets; and work collaboratively with managers, employees and other agency partners; promote
and take actions in alignment with the strategic plan.

All Kern County employees aré designated "Disaster Service Workers" through state and local
Jlaws (CA Government Code Sec. 3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66
Emergency Services). As Disaster Service Workers, all County employees are expected to remain
at work, or to report for work as soon as practicable, following a significant emergency or disaster.

New Job Specification
January 10, 2022
Item No. 0493
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CHIEF HUMAN RESOURCES OFFICER DATE '

Item # 0493

EEO Code — Job Category A

A = Official & Administrative =~ B = Professional

C = Technician D = Protective Services

E = Para Professional F = Office & Clerical

G = Skilled Craft H = Services & Maintenance

O = Other

Basis of Pay (Bi-Weekly/Hourly) Bi-weekly
Approved Salary Range 73.3

Rate of Compensation Code 1

0 =No Provisional 1= Range & Step

2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code 1

0 = Elected Officials

1 = Bi-Weekly Salary

Job Level Code 4

1 = Entry 2 = Intermediate

3 = Supervisor 4 = Executive

Bargaining Unit M

HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt

Civil Service (Yes/No) Yes
Retirement = General/Safety General

Creation Date

January 10, 2022

New Job Specification
January 10, 2022
Item No. 0493




Deputy Chief Financial Officer
Bargaining Unit: M
Salary Range: 69.8

Definition

The Deputy Chief Financial Officer (DCFO) works at the direction of Assistant Chief Financial
Officer (ACFO) and the Chief Financial Officer (CFO) to plan, organize and direct the day-to-day
operations of the fiscal division and/or Compliance division of the County Administrative
Office. They present financial and statistical analysis and provide guidance to the Executive
Management Team on countywide budgetary, fiscal, and accounting. They also implement
policies and directives of the Board of Supervisor related to departmental compliance matters,
assist in the development and execution of countywide compliance policies and strategies,
including ethical standards, and supervises subordinate staff.

The DCFO an overtime-exempt classification.

Essential Functions

o Plans, organizes, directs, coordinates, and manages staff engaged in finance, accounting,
budget, statistical work, and compliance and accountability activities within the County
Administrative Office.

° Makes decisions, provides consultation, advice, and guidance on more difficult technical
accounting problems and/or other difficult fiscal problems related to work performed or
fiscal matters impacting the county.

o Assist the Chief Financial Officer (CFO) in all aspects of submission and management of
the county’s budget to ensure compliance of financial data.
o Reviews and presents to the CFO and other executive staff ongoing and regular financial

and statistical analysis on the status of funds, showing expenditures, balances, and
relationship to allocations.

° Reads, analyzes, and summarizes internal and external audits/reports and monitors
departmental implementation of the recommendations therein.

o Coordinates special audits with Auditor-Controller-County Clerk’s Office and externally
contracted firms.

. Identifies and recommends necessary corrective or preventative internal control measures

in department or County operations and may assist departments with implementation, as
appropriate, by providing training and other support.

. Facilitates communication on performance and compliance between County departments
and the Board of Supervisors; provides the Board with an annual evaluation of each
department head’s compliance efforts and status.

o Documents and investigates complaints, allegations, and/or suggestions regarding
improper use of County property or resources.

New Job Specification
January 10, 2022
Item No. 0494
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Essential Functions (continued)

Studies and evaluates account-keeping procedures and develops and installs new and
improved systems in accordance with modern accounting principles and practices.
Evaluates the adequacy of fiscal controls in accurately reflecting actual fiscal conditions of
operations.

Provides leadership in modifying controls to meet record keeping needs; reviews laws,
legislations, and policies for guidance in performing accounting and fiscal operations.
Coordinates the methods, procedures, and work of the fiscal division within the
department.

Coordinates accounting practices and reporting with the County Auditor-Controller as
requested for such items, and reconciling records.

Interprets state, federal, county, and departmental policies, and directives in providing
guidance to departmental management personnel.

Works closely with county departments on budget preparation, reporting, reconciling, and
updating on current and future fiscal items with impact to operations.

Interprets state, federal, county, and departmental policies, and directives in providing
guidance to departmental management personnel.

Works closely with county departments on budget preparation, reporting, reconciling, and
updating on current and future fiscal items with impact to operations.

Advises the Executive Management Team concerning Fiscal policies, procedures, and
personnel matters.

Reviews fiscal correspondence, reports, and other material with appropriate personnel.
Writes or directs the preparation of manuals, bulletins or general instructions on fiscal
policies and procedures.

Assists in interviewing and selecting personnel; oversees personnel decisions the division.
Makes presentations and prepares reports and correspondence.

Perform other duties as required.

Core Competencies

Employees in this position will exhibit a high level of performance and capability in the following
core competencies:

Leadership

Critical thinking
Communication
Collaboration
Decision-making

Judgment
Technical/functional expertise

New Job Specification
January 10, 2022
Item No. 0494
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Emplovment Standards

e Bachelor’s Degree from an accredited college or university with has led to attainment of
the required knowledge, skills and abilities and three (3) year of administrative and/or
financial management experience in government, private industry or non-profit accounting
or finance, including the responsibility for planning, organizing, and directing a mid to
large, complex fiscal section of an agency or organization. One (1) of the three (3) years of
required experience must have been in a supervisory capacity.

e Possession of an advanced degree may be substituted for one (1) year of experience.

Preferred Qualifications:
e A Certified Public Accountant (CPA) or Certified Public Financial Officer (CPFO) license.
e A green belt or higher designation in the Lean Six Sigma discipline

Possession of a valid California Driver’s License is required upon appointment.
A background check may be conducted for this classification.

All Kern County employees are designated "Disaster Service Workers" through state and local
laws (CA Government Code Sec. 3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66
Emergency Services). As Disaster Service Workers, all County employees are expected to remain
at work, or to report for work as soon as practicable, following a significant emergency or disaster.

New Job Specification
January 10, 2022
Item No. 0494
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Item # 0494

EEO Code — Job Category A

A = Official & Administrative =~ B = Professional

C = Technician D = Protective Services

E = Para Professional F = Office & Clerical

G = Skilled Craft H = Services & Maintenance

O = Other

Basis of Pay (Bi-Weekly/Hourly) Bi-weekly
Approved Salary Range 69.8

Rate of Compensation Code 1

0 =No Provisional 1= Range & Step

2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code 1

0 = Elected Officials

1 = Bi-Weekly Salary

Job Level Code 3

1 = Entry 2 = Intermediate

3 = Supervisor 4 = Executive

Bargaining Unit M

HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt

Civil Service (Yes/No) Yes
Retirement = General/Safety General
Creation Date January 10, 2022

New Job Specification
January 10, 2022
Item No. 0494




AGENDA ITEM NO._9

Devin Brown
CHIEF HUMAN RESOURCES OFFICER

ég: N HUMAN RESOURCES

January 10, 2022

Civil Service Commission

Kern County Administrative Center
1115 Truxtun Avenue

Bakersfield, CA 93301

PROPOSED REVISED JOB SPECIFICATIONS TITLED FISCAL AND POLICY ANALYST I,
FISCAL AND POLICY ANALYST II, AND SENIOR FISCAL AND POLICY ANALYST

The Human Resources Division requests approval of revised job specifications titled Fiscal and Policy
Analyst I, Fiscal and Policy Analyst II, and Senior Fiscal and Policy Analyst.

Attached for your review are the proposed specifications. The Human Resources Division has prepared at
the specification at the request of County Administrative Officer (CAO) Ryan Alsop. The revised job
specifications will assist the CAO’s office in building capacity and creating a career ladder within its
Budget and Finance Division.

In addition to revisions to the specifications, a flexible classification series will be created for the Fiscal
and Policy Analyst I/II/Senior to allow the department to develop and grow incumbents for increasingly
responsible and complex work in the series.

The Fiscal and Policy Analyst classifications will perform work at the staff level related to fiscal and
budgetary matters in addition to providing guidance to management and departments related to

administrative and budgetary guidance. The positions will work under the direction of the Deputy Chief
Finance Officer (DCFO) and the Assistant Chief Financial Officer (ACFO).

Each of these proposed specifications falls within the unrepresented mid-management bargaining unit.

Therefore, IT IS RECOMMENDED that your Commission REVIEW, RECEIVE, and FILE the proposed
revised specifications titled Fiscal Analyst I, Fiscal Analyst II, and Senior Fiscal Analyst.

Sincerely,

Devin Brown
Chief Human Resources Officer

Attachments

1115 Truxtun Avenue, Ust Floor, Bakersfield, CA 93301 | 661.868.3480 | HR@kerncounty.com



Fiscal and Policy Analyst I
Bargaining Unit: D
Salary Range 61.8

Definition:
Under direction, conducts administrative studies and analysis on fiscal, organizational,
operational, legislative, and policy, procedural and compliance matters; assists in providing

administrative and budgetary guidance to departments regarding services and business affairs; and
develops recommendations and prepares reports.

DistinouishineCl

This is the entranee entry level in the Fiscal and Policy Analyst flexible classification series.
Incumbents serve in a staff capacity to the Ceunty Chief Administrative Officer and perform
analytical studies and formulate recommendations based on a County-wide perspective.
Incumbents have extensive involvement with County departments, other governmental bodies,
and private entities. This series is distinguished from other administrative classes by the
emphasis on County-wide responsibilities and the concentration on fiscal, procedural,
compliance and pol1cy analys1s or employee relations at the management level. Incumbents

Work under superv1s10n in all phases of ass1gned Work lns&ueﬁeﬂs—&re—gweﬂ—e&weflepﬂeﬂﬁes—

= : : ; - wed Promotlon to
Fiscal and Pollcy Analyst II level may be cons1dered ona merlt bas1s subJect to the

recommendation of the Ceunty Chief Administrative Officer and-appreval-by-the Direetorof
Personnel.

Essential Functions:

o Develops statistical and financial data, conducts studies, and performs analysis on
financial, administrative, organizational, operational, legislative, policy and procedural and
compliance matters; assists in developing recommendations on actions to be taken.

. Reviews, researches, and analyzes departmental budgets and provides recommendations
on departmental positions changes and funding appropriations; provides administrative and
budgetary assistance to departments.

o Works with assigned departments to ensure audit recommendations are implemented and
that departments comply with County policies and procedures.

o Responds to media inquiries and drafts news releases.

o Gathers data and information needed to respond to requests made under the Public
Information Act.

o Participates on committees and task forces to resolve issues.

o Makes presentations to community and public interest groups.

o Reviews existing and proposed legislation for impact on the County and makes

recommendations on action to be taken.

Revised
January 2022
Item No. 6796-0795



Fiscal and Policy Analyst I Page 2

Essential Functions (continued):

. Gathers, tabulates and evaluates study data.

. Formulates recommendations, prepares and presents reports.

o Assists with the County’s training programs.

o Uses a personal computer to write reports, perform statistical analysis, and conduct
research.

o Performs other related duties as required.

Employment Standards:

e . .

e Bachelor's Degree from an accredited college or university, which has provided for
acquisition of the required knowledge, skills, and abilities.
p . ¢ o valid California Driver’s Li .

Possession of a valid California Driver’s License is required upon appointment.

Knowledge of: Principles of public administration, basic governmental budgeting, organizations
and management, methods of conducting analytical studies of administrative and management
practices and procedures; relationships between local, state, and federal government, public
interest groups and private enterprise; effective techniques for speaking before groups and making
public presentations.

Ability to: Conduct research, and compile statistical data, analyze findings and make effective
recommendations on administrative, management, budgetary and fiscal practices, procedures and
problems; write reports in a logical, comprehensive, and concise manner; establish and maintain
effective, cooperative working relationships; coordinate issue resolution between representatives
of County and non-County departments and offices; read and understand rules, regulations,
statutes, and case law; use a personal computer to write reports, perform statistical analysis and
conduct research; acquire subject matter expertise in functional areas.

A background check may be conducted for this classification.

All Kern County employees are designated "Disaster Service Workers" through state and local
laws (CA Government Code Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66
Emergency Services). As Disaster Service Workers, all County employees are expected to remain
at work, or to report for work as soon as practicable, following a significant emergency or disaster.

Revised
January 2022
Item No. 8796 0795



Fiscal and Policy Analyst I

Page 3
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Item # 0795
EEO Code — Job Category B
A = Official & Administrative =~ B = Professional
C = Technician D = Protective Services
E = Para Professional F = Office & Clerical
G = Skilled Craft H = Services & Maintenance
O = Other
Basis of Pay (Bi-Weekly/Hourly) Bi-Weekly
Approved Salary Range 61.8
Rate of Compensation Code |
0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly
4 = Flat Bi-Weekly
Salary Ordinance Code 1
0 = Elected Officials
1 = Bi-Weekly Salary
Job Level Code 2
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive
Bargaining Unit D
HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt
Civil Service (Yes/No) Yes
Retirement = General/Safety General
Revision Date January 2022

Revised
January 2022
Item No. 8796 0795




Fiscal and Policy Analyst HE-II
Bargaining Unit: D
Salary Range 65.8

Definition:
Under direction, conducts complex administrative studies and analysis on fiscal, organizational,
operational, legislative, and policy and procedural and compliance matters; provides

administrative and budgetary guidance to County departments regarding services and business
affairs; develops recommendations and prepare reports.

DistineuishineCl}

This is the advanee journey level in the four three-level Fiscal and Policy Analyst flexible
classification series. Incumbents function in a staff capacity to the Ceunty Chief Administrative
Officer and perform analytical studies and formulate recommendations based on a County-wide
perspective. Incumbents have extensive involvement with County departments, other
governmental bodies, and private entities. Positions in this classification are distinguished from
the preceding levels by the advanced degree of competency, initiative, independent judgment,
decision making ability and oversight responsibility required. A Fiscal and Policy Analyst H} I1
is expected to operate autonomously under general policy guidance in handling complex
assignments and in representing the office to County Departments other governmental and
private entltles and the media.

3 5 e : - Promotion to
Senlor Flscal and Pollcy Analyst may be cons1dered ona merlt bas1s, subject to the
recommendation of the Chief Administrative Officer.

Essential Functions:

o Develops statistical and financial data, and conducts highly complex studies and performs
analyses on complex financial, administrative, organizational, operational, legislative, and
policy and procedural and compliance matters and develops recommendations on actions
to be taken.

. Reviews, researches, and analyzes departmental budgets and provides recommendations
on departmental position changes and funding appropriations; provides administrative and
budgetary assistance to departments.

o Assists in administering the County’s debt financing and capital improvement programs.

o Works with assigned departments to ensure audit recommendations are implemented and
that departments comply with County policies and procedures.

o Responds to media inquiries, prepares news releases and appears on camera for interviews
with media.

o Prepares responses on complex requests made under the Public Information Act.

Revised

January 2022

Item No. 0793



Fiscal and Policy Analyst HI 11 Page 2

o Assists with the County’s training programs.

° Represents the office on committees and task forces which require coordination between
County departments and other agencies.

° Prepares and presents reports.

o Uses a personal computer to write reports, perform statistical analysis, and conduct
research.

o May supervise support staff positions.

o Performs other related duties as required.

Employment Standards:

e Bachelor's Degree from an accredited college or university, which has provided for
acquisition of the required knowledge, skills, and abilities and one (1) year of
administrative and/or financial management experience.

Possession of a valid California Driver's License is required upon appointment.

Knowledge of: The p Principles of public administration, governmental budgeting, organization
and management, methods of conducting complex analytical studies of administrative and
management practices and procedures; relationships between local, state and federal government,
public interest groups, and private enterprise; State laws pertaining to County revenue sources;

debt instruments. +effective-superviston-practices:

Ability to: Conduct research, and develop statistical data, analyze findings and make independent
recommendations on administrative, management, budgetary and fiscal practices, procedures, and
problems; write complex reports in a logical, comprehensive, and concise manner; establish and
maintain effective, cooperative working relationships; ability to establish effective media
relations; facilitate, and negotiate issue resolution between County and non-County departments
and offices; acquire subject matter expertise in functional areas; interpret rules, regulations,
statutes and case law; use a personal computer to write reports, perform complex statistical
analysis, and conduct research.

Revised
January 2022
Item No. 0793



Fiscal and Policy Analyst HI IT Page 3

A background check may be conducted for this classification.All Kern County employees are
designated "Disaster Service Workers" through state and local laws (CA Government Code
Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66 Emergency Services). As
Disaster Service Workers, all County employees are expected to remain at work, or to report for
work as soon as practicable, following a significant emergency or disaster.

Revised
January 2022
Item No. 0793
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7z JAYEES
DEWMENT I DATE '
WAYER)
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Item # 0793
EEO Code — Job Category B
A = Official & Administrative =~ B = Professional
C = Technician D = Protective Services
E = Para Professional F = Office & Clerical
G = Skilled Craft H = Services & Maintenance
O = Other
Basis of Pay (Bi-Weekly/Hourly) Bi-Weekly
Approved Salary Range 65.8
Rate of Compensation Code |
0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly
4 = Flat Bi-Weekly
Salary Ordinance Code 1
0 = Elected Officials
1 = Bi-Weekly Salary
Job Level Code 2
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive
Bargaining Unit D
HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt
Civil Service (Yes/No) Yes
Retirement = General/Safety General
Revision Date January 2022

Revised
January 2022
Item No. 0793




Senior Fiscal and Policy Analyst
Bargaining Unit: D
Salary Range 67.8

Definition:

Under general direction, conducts.complex administrative studies and analysis on fiscal,
organizational, operational, legislative, policy and procedural matters and compliance matters;
provides administrative and budgetary guidance to County departments regarding services and
business affairs; develops recommendations and prepares reports.

DistineuishineCl isties:

This is the highest level in the four three-level Fiscal and Policy Analyst flexible classification
series. The position is focused on County-wide responsibilities and the concentration on high-
level fiscal, procedural, policy and legislative analysis and/or intergovernmental relations at the
management level. Incumbents serve in a staff capacity to the GeuntyChief Administrative
Officer and perform analytical studies and formulate recommendations based on a County-wide
perspective. Incumbents have extensive involvement with County departments, other
government agencies, and private entities. The Senior Fiscal and Policy Analyst is distinguished
from the Fiscal and Policy Analyst IT in that incumbents perform complex and specialized tasks
and studies, and supervise other employees assigned to assist with these activities as needed.
Incumbents are expected to demonstrate a high degree of independent thinking and initiative in
administering complex public policy and financial programs. Incumbents are subject to general
policy-level direction and perform duties with a high degree of independence and exercise
independent judgment and decision making. A Senior Fiscal and Policy Analyst is expected to
operate autonomously under general guidance in handling highly complex assignments; in
representing the office to County departments and other public and private entities, and the
media; in managing and administering programs and functions; and in supervising departmental
units. Incumbents in this classification communicate frequently and coordinate closely with the
Deputy Chief Financial Officer (DCFO) and Assistant Chief Financial Officer (ACFO)

.

Development:

Essential Functions:

o Develops statistical and financial data, and conducts highly complex studies and performs
analyses on complex financial, administrative, organizational, operational, economic
development, legislative, policy and procedural matters and compliance matters;
develops recommendations on actions to be taken; supervises lower level classifications
assigned to assist in these activities.

Revised
January 2022
Item No. 0788



Senior Fiscal and Policy Analyst Page 2

Essential Functions (continued):

J Reviews, researches, and analyzes departmental budgets and provides recommendations
on departmental position changes and funding appropriations; provides administrative
and budgetary assistance to departments; assists other staff with recommendation

development.

o Conducts management audits and multi-department organizational reviews.

o Administers the County’s debt financing and capital improvement programs.

o Researches and prepares legislation proposed for sponsorship by the Board of
Supervisors.

o Researches issues for inclusion in the County’s State and federal Legislative Programs.

o Coordinates legislative advocacy with County legislative consultants.

o Works with assigned departments to ensure audit recommendations are implemented and
that departments comply with County policies and procedures.

o Responds to media inquiries, prepares news releases and appears on camera for interviews
with media.

o Prepares responses on complex and sensitive requests made under the Public Information
Act.

. Conducts County training programs; provides training to other levels in the Analyst
classification series.

o Represents the office on committees and task forces which require coordination between
County departments and other agencies.

° Prepares and presents reports; operates a personal computer to write reports, perform

statistical analysis and conduct research.

Other Funetions:
o Oversees administrative and fiscal activities for office divisions, as assigned.
o Performs other related duties as required.

Employvment Standards:

Mini Qualifications:
o Bachelor's Degree from an accredited college or university which has led to attainment of
the required knowledge, skills and abilities AND four{4) two (2) years of administrative

and/or financial management experience involving budget preparation, financial
administration and personnel analysis. : i

Possession of a valid California Driver's License is required upon appointment.

Revised
January 2022
Ttem No. 0788



Senior Fiscal and Policy Analyst Page 3

Knowledge of: The-p Principles of public administration, governmental budgeting, organization
and management, methods of conducting complex analytical studies of administrative and
management practices and procedures; relationships between local, state and federal government,
public interest groups, and private enterprise; State laws pertaining to County revenue sources;

debt instruments, +effective-supervision-praetices:

Ability to: Make effective public presentations; ability to conduct research and develop statistical
data, analyze findings and make independent recommendations on administrative, management,
budgetary and fiscal practices, procedures and problems; ability to write reports in a logical,
comprehensive, and concise manner; ability to establish and maintain effective, cooperative
working relationships; ability to establish effective media relations, ability to facilitate and
negotiate issue resolution between County and non-County departments and offices; ability to
acquire subject matter expertise in functional areas; ability to interpret rules, regulations, statutes,
and case law; ability to use a personal computer to write reports, perform complex statistical
analysis, and conduct research.

A background check may be conducted for this classification.

All Kern County employees are designated "Disaster Service Workers" through state and local
laws (CA Government Code Sec.3100-3109 and Ordinance Code Title 2-Administration, Ch. 2.66
Emergency Services). As Disaster Service Workers, all County employees are expected to remain
at work, or to report for work as soon as practicable, following a significant emergency or disaster.

Revised
January 2022
Item No. 0788
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Item # 0788
EEO Code — Job Category B
A = Official & Administrative =~ B = Professional
C = Technician D = Protective Services
E = Para Professional F = Office & Clerical
G = Skilled Craft H = Services & Maintenance
O = Other
Basis of Pay (Bi-Weekly/Hourly) Bi-Weekly
Approved Salary Range 67.8
Rate of Compensation Code 1
0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly
4 = Flat Bi-Weekly
Salary Ordinance Code 1
0 = Elected Officials
1 = Bi-Weekly Salary
Job Level Code
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive
Bargaining Unit D
HR Analyst Keri Pharris
Reviewed By Tracey Eldridge
CAO Analyst Elsa Martinez
Chief HR Officer Devin Brown
FLSA Exempt
Civil Service (Yes/No) Yes
Retirement = General/Safety General
Revision Date January 2022

Revised
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Item No. 0788




