SUMMARY OF PROCEEDINGS

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

Regular Meeting
Monday, November 8, 2021
5:30 p.m.

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

OTHERS: Devin Brown, Tracey Eldridge, Michael Goulart, Maria Murbach, Christina Oleson, 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. Approval of Minutes
Regular Meeting on October 11; NO PUBLIC COMMENT; APPROVED; Ag/Ro — 4 ayes/1 ab

(O)

*3. Examination Schedule: The following examinations have been scheduled in accordance with
Civil Service Rules and established procedures; APPROVED; Ag/Ro — 4 ayes/1 ab (Ol)

7964) Sheriff's Detentions Deputy Trainee

8016) Office Service Technician

8082) Behavioral Health Therapist Trainee

8269) Administrative Coordinator

8270) Office Services Technician-Bilingual

8271) Office Services Specialist-Bilingual-Lamont
8272) Assistant Chief Human Resources Officer
8273) Building Plans Technician

8274) Maintenance Supervisor-DP-General Services
8275) Maintenance Worker |

8276) Senior Animal Control Officer-Shift

8277) Public Health Program Manager

8278) Cook I-Lake Isabella
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8279) Human Services Finance Director

8280) Health Education Assistant I/lI-Bilingual

8281) Storekeeper |

8282) County Compliance & Accountability Officer

8283) Network Systems Administrator

8284) Contract Administrator

8285) Fire Emergency Communication Center Manager-Department Promotional
8286) Sheriff's Detentions Senior Deputy-DP

8287) Auditor Appraiser I/11/111

8288) Legal Secretary-Ridgecrest

8289) Park Ranger/Senior Support Specialist

8290) Sheriff's Senior Support Specialist

8291) Aircraft Mechanic

8292) Chief Appraiser-DP

8293) Communications Coordinator

8294) Job Developer I-Ridgecrest

8295) Supervising Legal Process Technician

8296) Program Coordinator-District Attorney, Family Justice Center
8297) Administrative Coordinator-DP-Public Health

8298) Office Services Specialist-Bilingual

8299) Social Service Supervisor II-DP-DHS

8300) Social Service Supervisor lI-East Kern Region-DP-DHS
8301) Maintenance Carpenter

8302) Fiscal Support Supervisor-DP-Public Health

8303) Human Services Supervisor-DP-DHS

8304) Office Service Technician

8305) Department Analyst I/

. 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; Ag/Pri — 4

ayes/1 ab (Ol)

e KCERA Chief Operations Officer, KCERA Chief Financial Officer, KCERA Deputy Financial
Officer, and KCERA Chief Technology Officer, Items No. 1228, 0592, 0593, and 1229

Devin Brown, Chief Human Officer, provided a brief summary. No public comment.
Commissioner Rose asked if these positions were different than the ones that were previously
approved back in August. Mr. Brown stated that they were, he clarified these were new

classifications.

5. Civil Service Rule 1800 Update:

Christina Oleson, Deputy County Counsel, reported that there were no active complaints at this

time.

6. Commission Secretary Monthly Report:

None
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7. Human Resources Division Items/Report:

Mr. Brown announced the appointment of Tracey Eldridge to fill the position of Assistant Chief
Human Resources Officer. Ms. Eldridge has been with Kern County since 2008. She has a
deep experience in both human relations and health care administration. She has previously
supervised all the functional areas within HRD at one time or another and she is very well
equipped to assume this new role. In her new role, she will be assisting Mr. Brown to build and
develop a robust HR operations and service delivery team. The HRD team will continue to
support the County business units with high quality shared services and people relations
assistance from HRD staff. Through increased automation and use of data analytics in the
optimized technology the HRD team will continue to provide first class central HR support to its
many stake holders.

The Commission welcomed Ms. Eldridge.

8. Commission Member Presentations or Announcements:
Commissioner Rose thanked the Public Health Department for their diligent work for all the
community outreach they have conducted during this pandemic. She thanked the HRD team for
their work with the vaccination site.

Adjourn to Closed Session: There were no closed session items heard during this session as the
closed session item listed was placed on the December meeting agenda.

CLOSED SESSION (Government Code § 54957)

9. PUBLIC EMPLOYMENT - Discipline/Dismissal/Release
Sheriff Deputy (Sheriff's Office) — Case No. 2021-0106; MATTER TO BE PLACED ON
DECEMBER 13, 2021, REGULAR MEETING AGENDA.

10.President Holt adjourned the meeting at 5:40 p.m. to the next Regular Meeting to be held on
Monday, December 13, 2021, 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, October 11, 2021
5:30 p.m.

PRESENT: Commissioners Agbalog, Holt, Price, and Rose
ABSENT: Commissioner Oliver
OTHERS: Stephanie Bouey, Devin Brown, Maria Murbach, Mary Stewart, 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. Approval of Minutes
Regular Meeting on July 12, 2021, Special meeting on July 19, 2021; NO PUBLIC COMMENT;

APPROVED:; Ro/Ag — 4 ayes/1 ab (Ol)

*3 Examination Schedule: The following examinations have been scheduled in accordance with
Civil Service Rules and established procedures; APPROVED; Ro/Ag — 4 ayes/1 ab (Ol)

7841) Cook I-Ridgecrest

8232) Library Associate-Shift-Bakersfield

8238) Program Technician-Department Promotional-Animal Services

8239) Senior Animal Control Officer

8240) Deputy Chief Legal Officer/Senior Deputy Chief Legal Officer

8241) Health Educator

8242) Office Services Coordinator-Department Promotional-Planning & Natural Resources
8243) Air Quality Specialist I-Tehachapi

8244) Social Service Supervisor [I-DP-Department of Human Services

8245) Social Service Supervisor lI-East Kern Region-DP-Department of Human Services
8246) Fiscal Support Specialist-Sheriff

8247) Social Service Supervisor-l-Mojave-DP-Department of Human Services

8248) Program Support Supervisor-DP-ETR

8249) Agricultural Biologist/Weights and Measures Inspector |
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5.

8250) Sheriff's Report Technician

8251) Senior Child Support Specialist

8253) Contracts Administrator

8254) Deputy County Counsel

8255) Group Counselor I-DHS

8256) Supervising Legal Process Technician

8257) Senior Emergency Medical Services Coordinator
8258) Office Services Specialist-Bilingual

8259) Supervising Child Support Specialist

8260) Probation Program Specialist

8261) Administrative Coordinator-DP-Auditor Controller
8262) Supervising Microbiologist

8263) Supervising Public Health Nurse

8264) Program Technician-ETR-Ridgecrest/Lake Isabella
8265) Child Support Specialist |

8266) Office Services Specialist-Mojave

8267) Office Services Technician-Ridgecrest

8268) Fiscal Support Technician

8269) Administrative Coordinator

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) Assistant Chief Human Resources Officer, Item No. 2292; Ro/Pri — 4 ayes/1 ab (Ol)
Devin Brown, Chief Human Resources Officer, provided a provided a brief overview. No
public comment.

b) Human Services Finance Director, Item No. 3667; Ro/Pri — 4 ayes/1 ab (Ol)
Mr. Brown provided a brief overview. No public comment

Civil Service Commission Annual Report: APPROVED; DIRECTED SECRETARY TO
SUBMIT REPORT TO THE BOARD OF SUPERVISORS; Pri/Ro — 4 ayes/1 ab (Ol)
Commission Secretary, Maria Murbach, provided a brief summary. No public comment.

. Civil Service Rule 1800 Update:

Stephanie Bouey, Deputy County Counsel, reported that there was one active complaint which
the complainant had appealed the findings, and everything was within the timelines.

. Commission Secretary Monthly Report:

None

Human Resources Division Items/Report:

Mr. Brown introduced Victoria Trujillo, Extra-Help Human Resources Analyst, was happy to
have her join the team and have her help over the next several months. The Commission
welcomed Ms. Truijillo.
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9. Commission Member Presentations or Announcements:
None

Adjourn to Closed Session: at 5:42 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.

CLOSED SESSION (Government Code § 54957)

10. PUBLIC EMPLOYMENT - Discipline/Dismissal/Release
Sheriff Deputy (Sheriff's Office) — Case No. 2021-0106; MATTER TO BE PLACED ON
NOVEMBER 8, 2021, REGULAR MEETING AGENDA.

11.CONFERENCE WITH LEGAL COUNSEL — ANTICIPATED LITIGATION. (Government Code
section 54956.9(d)(2); NO REPORTABLE ACTION

12.Reconvened from Closed Session; President Holt adjourned the meeting at 5:57 p.m. to the
next Special Meeting to be held on Tuesday, October 19, 2021, at 5:00 p.m.



AGENDA ITEMNO._2__

Weekly Test Schedule - 10/18/21 & 10/25/21
Exam # Recruitment Title Open Date Close Date Action WTS Report
8016 |Office Services Technician o 2/22/2021 3/5/2021 Close 10/25/2021
8278 |Cook | - Lake Isabella 10/18/2021 10/29/2021 Open 10/18/2021
8279 |Human Services Finance Director B 10/20/2021 11/2/2021 Open 10/18/2021
8280 |Health Education Assistant I/ll - Bilingual 10/21/2021 10/29/2021 Open 10/18/2021
8281 |Storekeeper | 10/19/2021 10/27/2021 Open 10/18/2021
8282 |County Compliance & Accountability Officer 10/20/2021 10/22/2021 DP 10/18/2021
8283 |Network Systems Administrator B 10/20/2021 10/29/2021 Open 10/18/2021
8284 |[Contract Administrator 10/20/2021 11/2/2021 Open 10/18/2021
8285 |Fire Emergency Communication Center Manager- Department Promotional 10/20/2021 10/22/2021 DP 10/18/2021
8286 |[Sheriff's Detentions Senior Deputy-DP 10/21/2021 10/26/2021 DP 10/18/2021
8287 |Auditor Appraiser I/1i/1ll 10/22/2021 11/22/2021 Open 10/18/2021
8288 |Legal Secretary - Ridgecrest 10/25/2021 10/29/2021 Open 10/18/2021
8289 |Park Ranger/Senior Park Ranger 10/25/2021 10/29/2021 Open 10/18/2021
8290 |Sheriff's Senior Support Specialist 10/25/2021 11/8/2021 Open 10/18/2021
8291 |Aircraft Mechanic 10/22/2021 CONT Open 10/18/2021
8292 |Chief Appraiser - DP 10/26/2021 10/29/2021 DP 10/18/2021
8293 |Communications Coordinator 10/25/2021 11/1/2021 Open 10/18/2021
8294 |Job Developer I-Ridgecrest 10/25/2021 11/5/2021 Open 10/18/2021
8295 |Supervising Legal Process Technician 10/25/2021 11/5/2021 Open 10/18/2021
8296 |Program Coordinator - District Attorney, Family Justice Center 11/1/2021 11/10/2021 Open 10/25/2021
8297 |Administrative Coordinator - DP - Public Health 10/28/2021 11/5/2021 DP 10/25/2021
8298 |Office Services Specialist-Bilingual 10/28/2021 Continous Open 10/25/2021
8299 |Social Service Supervisor II-DP-DHS 10/28/2021 11/3/2021 DP 10/25/2021
~ 8300 |Social Service Supervisor {I-East Kern Region-DP-DHS 10/28/2021 11/3/2021 DP 10/25/2021
_ 8301 |Maintenance Carpenter o 10/27/2021 Continuous Open 10/25/2021
8302 |Fiscal Support Supervisor - DP - Public Health 10/28/2021 11/3/2021 Cancelled 10/25/2021
8303 |Human Services Supervisor-DP-DHS 11/1/2015 11/5/2021 DP 10/25/2021
8304 [Office Services Technician 10/28/2021 Continuous Open 10/25/2021
8305 |Departmental Analyst I/1] 11/1/2021 11/15/2021 Open 10/25/2021

Green Exam #: Change to existing exam #

Grey line: History

White line: Most up to date information for exam #

Blue "Continuous
Yellow “Hold": on

"and Red "?": informational purposes
hold

Dates that ALL exams were closed:
7/25/2019
3/16/2020



Weekly Test Schedule - 10/04/21 & 10/11/21

Exam # Recruitment Title Open Date Close Date Action WTS Report
7964 |Sheriff's Detentions Deputy Trainee Continuous 10/4/2021 Close 10/4/2021
8082 |Behavioral Health Therapist Trainee 10/11/2021 Continuous Open 10/11/2021

PD8252|Per Diem COVID-19 Immunization Clinic Aide 9/20/2021 Continuous Open 10/4/2021
8269 |Administrative Coordinator 10/4/2021 10/8/2021 Open 10/4/2021
8270 |Office Services Technician-Bilingual 10/6/2021 Continouos Open 10/4/2021
8271 |Office Services Specialist-Bilingual-Lamont 10/11/2021 Continuous Open 10/11/2021
8272 |Assistant Chief Human Resources Officer 10/13/2021 10/15/2021 DP 10/11/2021

8273 |Building Plans Technician 10/13/2021 10/25/2021 Open 10/11/2021
8274 |Maintenance Supervisor - DP - General Services 10/13/2021 10/15/2021 DP 10/11/2021
8275 |Maintenance Worker | 10/13/2021 10/19/2021 Open 10/11/2021
8276 |Senior Animal Control Officer-Shift 10/15/2021 11/15/2021 Open 10/11/2021
8277 |Public Health Program Manager 10/18/2021 10/20/2021 DP 10/11/2021

Green Exam #: Change to existing exam #

Grey line: History
White line: Most
Blue "Continuous'

up to date information for exam H
" and Red "?": informational purposes

Yellow "Hold": on hold

Dates that ALL exams were closed:
7/25/2019
3/16/2020
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lf 4 v = 5".."_.? 1{\# Devin Brown

"COUNTY HUMAN RESOURCES CHIEF HUMAN RESOURCES OFFICER

November 8, 2021

Civil Service Commission

Kern County Administrative Center
11115 Truxtun Avenue
Bakersfield, CA 93301

PROPOSED NEW JOB SPECIFICATIONS TITLED KCERA CHIEF OPERATIONS
OFFICER, KCERA CHIEF FINANCIAL OFFICER, KCERA DEPUTY CHIEF FINANCIAL
OFFICER, AND KCERA CHIEF TECHNOLOGY OFFICER

The Kern County Employees’ Retirement Association requests approval of the new specifications titled
KCERA Chief Operations Officer, KCERA Chief Financial Officer, KCERA Deputy Chief Financial
Officer, and KCERA Chief Technology Officer.

Attached for your review are the proposed job specifications prepared by the Human Resources Division
at the request of KCERA Chief Executive Officer Dominic Brown.

In fiscal year 2021-22, KCERA expects to see continued growth in the organization as management
implements a new operational structure and aligns duties with the appropriate level of personnel to
improve the effectiveness and efficiency of each division. KCERAs initiatives included in their Strategic
Plan are intended to further the Retirement Board’s goals and priorities to enhance stakeholder relations,
strengthen the investment program, leverage available technology in their operations, build the
effectiveness of KCERA staff, and ensure plan sustainability.

Development of the four proposed specifications included in this item is one element of the KCERA’s
Strategic Plan. The proposed specifications will allow KCERA to be competitive in the market and
increase staff headcount in order to discharge fiduciary duties of the Board, retain staff, implement
succession planning and attract talented team players. The proposed specifications are consistent with
similar positions in comparable systems.

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

Sincerely,

L P
=L
Devin Brown

Chief Human Resources Officer

Attachments

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



KCERA CHIEF OPERATIONS OFFICER
Bargaining Unit M
Salary Range 78.8 ($11,074-$13,513)

Definition

Under the direction of the KCERA Chief Executive Officer (KCEO), assists the CEO in the
administration, direction, and management of all operational functions related to the Kern County
Employees' Retirement Administration (KCERA) in accordance with the policies and regulations
established by Federal and State statutes, and the Board of Retirement (Board); manages
internal-financial related activities; and does other related work as required.

Distinguishing Characteristics

The KCERA Chief Operations Officer (KCOO) is an operations officer responsible for managing
the day-to-day operations of KCERA and for providing support to the KCEO and Retirement
Board. The KCOO demonstrates a high degree of initiative, independent judgment and expertise
in retirement operations and fiscal strategies, in addition to acting in the absence of the KCEO.

Essential Functions:
Include but are not limited to the following:

e Manages the work of managers and supervisors and is responsible for the supervision of
the day-to-day operations of the Financial, Information Technology and Member Services
divisions.

e Provides the KCEO with policy analysis and recommendations on all facets of KCERA
operations.

e Ensures proper reporting and information flow to external interested parties including the
employers, members, employee groups, industry groups and regulatory and government
agencies.

e Interacts with internal and external resources to integrate and optimize KCERA's
technological support services, retirement information systems database, and accounting
systems.

e Works with the fund's actuary and KCERA staff to ensure an accurate and timely annual
actuarial valuation.

e Monitors contract status, ensures that expiring contracts with all vendors are renewed in a
timely manner and facilitates the execution of new contracts.

e Manages assigned staff in development of an annual administrative budget, monitors
ongoing expenditures, directs adjustments and reporting as needed and facilitates the work
related to the annual audit of KCERA.

New Job Specification
November 8, 2021
[tem No. 0525



KCERA Chief Operations Officer Page 2

e Analyzes the impact of changes in legislative or regulatory requirements and establishes
and monitors procedures to implement necessary changes in the most efficient and
beneficial way to KCERA.

e Manages human resources administration for the Retirement Association, coordinating
activities with other county department management staff.

e Ensures the accuracy, consistency, and maintenance of professional standards with respect
to all written materials produced by KCERA for the benefit of members and external
entities.

e Assists the KCEO and the Board of Retirement in developing and implementing KCERA
strategic planning initiatives.

e Evaluates KCERA's ability to properly respond to members' needs and makes
recommendations to the KCEO for changes designed to improve KCERA's effectiveness
and productivity.

e Manages those operations that ensure the accuracy of active and deferred members'
individual retirement accounts and the preparation of the monthly retirement payroll for
retirees and beneficiaries.

e Manages facility and general office operations and any related projects.

Other Functions

e Performs other job-related duties as assigned.

Employment Standards

Graduation from an accredited college or university with a bachelor's degree in Accounting, Public
or Business Administration, Finance, Economics, or a closely related field. AND The equivalent
of two (2) years full-time experience at a management level in a 1937 County Employees
Retirement Law retirement office or other equivalent system. OR Five (5) years of professional
level fiscal or benefits administration experience including at least three (3) years in a management
position, preferably in a public agency or equivalent.

Knowledge of: Pension management, including actuarial principles, accounting standards and
benefits administration, cash, cash flow analysis and budget preparation; laws and regulations
governing investment management and payroll systems; principles of organization and
management; basic principles and applications of information system management; basic business,
fiduciary, and trust law.

Skill in: Demonstrating commitment to fiduciary duty, professional integrity, and ethical behavior;
overseeing and coordinating management of benefit administration including member services,
information systems and fiscal and accounting functions; developing and implementing financial
systems and procedures;evaluating, preparing, and interpreting a variety of narrative and statistical
data reports and making presentations effectively; establishing and maintaining relationships with
KCERA staff, members of the Retirement Association, other County departments, governmental
agencies, and legal, accounting, and investment professionals and consultants; exercising good

New Job Specification
November 8, 2021
[tem No. 0525



KCERA Chief Operations Officer Page 3
judgment to anticipate and plan for organizational issues, conducting research and analysis to

resolve operation problems and recommend solutions; interpreting and applying complex written
materials including legal statutes and regulations, actuarial and accounting reports, investment
policies and guidelines, and contracts; evaluate, develop, and analyze operational policies and
procedures; planning, coordinating, supervising and directing the work of subordinate
professional, technical and clerical staff; coaching, mentoring, managing and developing
supervisory staff; implementing Board policy and directions of KCEO.

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
November 8, 2021
Item No. 0525



KCERA Chief Operations Officer

DEPARTMENT HEAD DATE

"HIEF BUMAN RESOURCES OFFICER DATE

H/ajal

Page 4

Item #

1228

EEO Code — Job Category

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

78.8

Rate of Compensation Code

0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive

Bargaining Unit

M

HR Analyst

Michael Goulart

Reviewed By

CAO Analyst

Chief HR Officer

Devin Brown

FLSA

Exempt

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General

Creation Date

November 8, 2021

New Job Specification
November 8, 2021
Item No. 0525




KCERA Chief Operations Officer
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CHIEF HUMAN RESOURCES OFFICER DATE

Page 4

Item #

1228

EEO Code — Job Category

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

78.8

Rate of Compensation Code

0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

4

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive

Bargaining Unit

M

HR Analyst

Michael Goulart

Reviewed By

CAQ Analyst

Chief HR Officer

Devin Brown

FLSA

Exempt

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General

Creation Date

November 8, 2021

New Job Specification
November 8, 2021
Item No. 0525




KCERA CHIEF FINANCIAL OFFICER
Bargaining Unit M
Salary Range 73.3 ($8,414-$10,276)

Definition

Under administrative direction, plans, organizes, and directs all financial services for the Kern
County Employees’ Retirement Association (KCERA). Establishes compliant and efficient
processes to ensure timely and accurate accounting practices for the organization; provides
professional assistance and guidance in developing fiscal policies; directs and coordinates systems
development; directs and coordinates the preparation of financial statements, accounting, tax and
other financial reports; reviews investment manager and custodial reports; monitors cash position,
asset allocation, departmental expenditures; develops long-term strategic planning to meet
strategic objectives; serves as a member of KCERA’s management team.

Distinguishing Characteristics

The KCERA Chief Financial Officer is a single position classification having complete
responsibility for planning, directing, and evaluating the entire scope of financial and accounting
functions required by KCERA. The incumbent must have a broad knowledge of financial,
investment, and systems experience.

The KCERA classification is responsible for the specialized accounting and investment functions
which comprise the independent County Retirement system operating under the 1937 County
Retirement Act.

Essential Functions
Include but are not limited to the following:

e Directs all aspects of KCERA financial activities including preparation and maintenance
of financial and accounting records and reports; financial and accounting systems,
including chart of accounts and development of reports; training of assigned staff.

e Facilitates and coordinates annual financial audit(s) with external auditor, including the
planning and coordination of field work and serving as internal liaison with Board and
internal staff on audit compliance.

e Directs and provides guidance in the processing of general accounting transactions,
monthly retiree payroll, accounts receivable/payable, revenue and expenditures,
investment reconciliations and cash control.

e Develops and implements financial policies; develops short and long-term goals and
objectives; ensures that established goals and objectives are achieved; adapts procedures
as needed for efficiency and compliance.

New Job Specification
November 8, 2021
[tem No. 0592
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e Prepares the Annual Comprehensive Financial Report, Annual State Controller’s Report,
Federal and State Tax Reports, and other financial reports as required; responsible for the

annual issuance of 1099R forms.

e Reviews IT-generated data to be used by KCERA’s actuary in the preparation of valuations
and experience investigations; determines KCERA's semiannual interest rate and prepares
smoothing calculation for KCERA's actuary.

e Prepares and monitors KCERA annual administrative budget; monitors and approves
expenditures for services and supplies; proposes budget adjustments as necessary; works
with division managers on budget tracking and accountability.

e Monitors and projects internal cash flows to ensure funds are available to meet all
expenditure requirements and asset allocation plan is properly maintained; works with
KCERA Chief Investment Officer (KCIO) on liquidity issues.

e Ensures compliance with all established investment related guidelines; collaborates with
KCIO, KCERA investment consultants and investment managers.

e Monitors industry trends, legislative and tax changes, and their impact on financial
decisions and processes; modifies organization’s procedures, documents and reports in
response, and educates other agency staff on new requirements.

o Identifies pension system requirements with respect to financial operations, working with
KCERA Chief Technology Officer (KCTO) and staff to address and modify system
generated reports.

e Attends professional meetings as necessary to stay current on pension fund financial,
accounting and investment issues; networks with colleagues in other pension systems to
share knowledge and ensure best practices.

Employment Standards

Extensive education and experience which has led to the acquisition of the required knowledge,
skills, and abilities. An example of qualifying education and experience includes:

Bachelor’s degree in accounting, finance, or closely related field and the equivalent of five (5)
years of full time progressively responsible financial management experience.

Certification as a Certified Public Accountant is highly desirable.

Knowledge of: Principles and practices of financial management, and control mechanisms; the
California Public Records Act, the County Employees’ Retirement Law of 1937; organizational
development; Principles of Generally Accepted Accounting Principles (GAAP) and Government
Accounting Standard Board (GASB) principles and changes; financial and operational auditing
standards and techniques; preparation of financial statements, notes, and supplementary schedules;
preparation of bank and securities reconciliations; preparation of Federal and State tax reports;
actuarial principles and concepts; investment products, services, and guidelines; and budget
preparation and monitoring.

Ability to: Effectively manage and supervise financial operations; manage, coordinate, supervise,
and evaluate budget and other financial activities; prepare complex financial reports; analyze and
interpret applicable Federal and State laws, codes and regulations; supervise and train assigned

New Job Specification
November 8, 2021
Item No. 0592



KCERA Chief Financial Officer Page 3
staff;, express ideas effectively in oral and written form; present financial items to the Board of

Retirement, responding to questions and direction in public meetings; develop and maintain
positive working relationships with trustees, consultants, investment managers, plan participants
and other stakeholders; analyze and interpret private equity investment documents.

Intermediate proficiency with Microsoft Word, PowerPoint and other related financial software
and advanced proficiency with Excel.

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.
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EEO Code — Job Category

A = Official & Administrative B = Professional

C = Technician D = Protective Services

E = Para Professional F = Office & Clerical

G = Skilled Craft H = Services & Maintenance
O = Other

A

Basis of Pay (Bi-Weekly/Hourly)

Bi-weekly

Approved Salary Range

73.3

Rate of Compensation Code

0 = No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

4

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive

Bargaining Unit

M

HR Analyst

Michael Goulart

Reviewed By

CAO Analyst

Chief HR Officer

Devin Brown

FLSA

Exempt

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General

Creation Date

November 8, 2021
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EEO Code — Job Category

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

0 = No Provisional 1= Range & Step
2 = Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

4

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive

Bargaining Unit

M

HR Analyst

Michael Goulart

Reviewed By

CAO Analyst

Chief HR Officer

Devin Brown

FLSA

Exempt

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General

Creation Date

November 8, 2021
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KCERA DEPUTY CHIEF FINANCIAL OFFICER
Bargaining Unit D
Salary Range 69.4 ($6,927-$8,456)

Definition

Under direction of the KCERA Chief Financial Officer, plans, organizes, and reviews the financial
reporting of the Kern County Employees” Retirement Association (KCERA), resolves complex
accounting and auditing problems; prepares financial reports; serves as liaison to other KCERA
departments and retirement/payroll business partners; and performs related duties as assigned.

Distinguishing Characteristics

The KCERA Deputy Chief Financial Officer (KDCFO) is a single position classification
responsible for organizational and management oversight of complex administrative and
operational functions required by KCERA. The incumbent is responsible for maintaining fiscal
and operational accounting records and reports for the retirement system and reconciling and
reviewing various financial reports, and investment portfolios. The incumbent is expected to use
professional judgment and skill in the performance of assignments. May require acting in the
absence of the KCFO.

Essential Functions

o Preparation and maintenance of financial and accounting records and reports; financial and
accounting systems, including chart of accounts and development of reports.

e Manages and provides guidance in the processing of general accounting transactions,
monthly retiree payroll, accounts receivable/payable, revenue and expenditures,
investment trade orders, cash movements, capital calls and distributions.

e Perform in-depth financial analysis and reporting regarding department’s financial and

investment activities.

Prepare complex monthly financials, budget reports and supplemental investment reports

Analyze complex investment and financial reports.

Provide supervision, direction, and training to subordinate accountants and support staff.

Analyze division workloads and workflow and recommends redistribution of work

assignments.

Maintain liaison between Plan Sponsors, external auditors, and consultants.

Assist the KCFO with budget planning, preparing financial statements, preparing the

Annual Comprehensive Financial Report, and other special projects.

e Researches and resolves a variety of accounting issues related to general accounting and
investments.
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e Propose improved administrative policies, processes, organization, and procedures.

e Provide input into personnel matters.

e Plans, coordinates, and supervises the work of professional and support staff, trains and
orients new staff.

e Participates in special studies of accounting and/or financial systems, practices, and
procedures.

e Attends professional meetings as necessary to stay current on pension fund financial,
accounting and investment issues; networks with colleagues in other pension systems to
share knowledge and ensure best practices.

Employment Standards

Extensive education and experience which has led to the acquisition of the required knowledge,
skills, and abilities. An example of qualifying education and experience includes:

Bachelor’s degree in accounting, finance, or closely related field and the equivalent of five (5)
years of full time progressively responsible general accounting and/or auditing experience.

Knowledge of: Principles and practices of financial management, and control mechanisms; the
California Public Records Act, the County Employees’ Retirement Law of 1937; organizational
development; Principles of Generally Accepted Accounting Principles (GAAP) and Government
Accounting Standard Board (GASB) principles and changes; financial and operational auditing
standards and techniques; preparation of financial statements, notes, and supplementary schedules;
preparation of bank and securities reconciliations; State and Federal taxation and payroll laws;
preparation of Federal and State tax reports; actuarial principles and concepts; Investment
products, services, and guidelines; budget preparation and monitoring.

Ability to: Interpret federal and state laws and regulations; communicate effectively in both oral
and written form; effectively manage and supervise financial operations; manage, coordinate,
supervise, and evaluate budget and other financial activities; prepare complex financial reports;
analyze and interpret applicable Federal and State laws, codes, and regulations; supervise and train
assigned staff; establish priorities, analyze problems and work well under pressure; perform
complex mathematical and statistical calculations accurately; develop and maintain positive
working relationships with trustees, consultants, investment managers, plan participants and other
stakeholders; analyze and interpret private equity investment documents.

Intermediate proficiency with Microsoft Word, PowerPoint and other related financial software
and advanced proficiency with Excel.

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.
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EEO Code — Job Category

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

69.4

Rate of Compensation Code

0 =No Provisional 1= Range & Step
2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

4

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry 2 = Intermediate
3 = Supervisor 4 = Executive

Bargaining Unit

D

HR Analyst

Michael Goulart

Reviewed By

CAO Analyst

Chief HR Officer

Devin Brown

FLSA

Exempt

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General

Creation Date

November 8, 2021

New Job Specification
November 8, 2021
[tem No. 0593




KCERA Deputy Chief Financial Officer

DEPARTMENT HEAD

11/2/21
DATE

CHIEF HUMAN RESOURCES OFFICER DATE

Page 4

ltem #

0593

EEO Code — Job Category
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B = Professional

D = Protective Services

F = Office & Clerical

H = Services & Maintenance

Basis of Pay (Bi-Weekly/Hourly)

Bi-Weekly

Approved Salary Range

69.4

Rate of Compensation Code

0 =No Provisional 1 =Range & Step
2 =Flat Unit Rate 3 = Flat Hourly

4 = Flat Bi-Weekly

4

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
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3 = Supervisor

2 = Intermediate
4 = Executive
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D

HR Analyst

Michacl Goulart
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Civil Service (Yes/No)
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KCERA CHIEF TECHNOLOGY OFFICER
Bargaining Unit M
Salary Range 73.3 ($8,414-$10,276)

Definition

Under administrative direction, plans, organizes, and directs the information technology division
for the Kern County Employees’ Retirement Association (KCERA); formulates and implements
ongoing information and technology systems strategic plans; confers and advises KCERA
management on the technical issues related to information technology, cybersecurity, pension
administration system, policy development, resource utilization and management issues.

Distinguishing Characteristics

The KCERA Chief Technology Officer (KCTO) is an upper management position that reports
directly to the KCERA Chief Operations Officer. The KCTO is responsible for planning, directing,
and coordinating KCERA’s application development life cycle, network services, hardware,
software and data security systems, database maintenance, query and report writing, and pension
operations information technology services. The KCTO is also responsible for planning and
maintaining backup and recovery solutions critical to KCERA’s governmental purposes.

Essential Functions
Include but are not limited to the following:

e Establish information technology goals and direct, develop and implement information
technology operations and security policies, procedures, and practices based on industry
best practices and in compliance with agency policies and regulatory requirements.

e Responsible for directing the design, development, implementation, testing,
documentation, operation, security, and maintenance of all information technology for
KCERA including application development, hardware, software, network configuration
and resources, data, data bases, storage, backup, access, query, and reporting.

e Responsible for the safeguarding, availability, accessibility, and security of KCERA
information, intellectual property, communication lines and computer systems and for
ensuring proper privacy protection measures and procedures are followed and updated
according to applicable regulations and requirements.

e Evaluate KCERA information technology needs, network configuration and available
resources.

e Identify and make recommendations for emerging, effective, necessary and/or beneficial
information technologies to be assimilated, integrated, and implemented within KCERA
infrastructure.
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e Prepare and manage the IT division annual budget to reflect technology, information and
security strategic and operating initiatives based upon appropriate risk management and/or
financial methodology.
Direct the ordering, acquisition, inventory, and disposition of hardware and software.

e Direct and oversee existing technology infrastructure, including pension administration
system, financial systems, data and databases, virtual and physical servers, e-mail systems,
cyber security systems, physical security access systems, firewalls, network resources,
personal computers, phone and voice mail systems, system backups, data connections, and
overall network security.

e Develop, review, and certify all back-up and disaster recovery and business continuity
policies, procedures, and plans.

e Coordinate and manage division and work unit projects with other divisions.

Select, manage, and develop subordinate staff to address work problems and issues and
evaluate staff performance (directly and through subordinate supervision).

Employment Standards

Graduation from an accredited college or university with a bachelor’s degree and five (5) years of
supervisory and/or managerial experience overseeing large or complex projects involving
information technology.

Qualifying experience must have been within the last seven (7) years.
Valid California Driver's License is required at the time of appointment.

Knowledge of: information technology concepts, including databases, and distributed systems;
principles and techniques of management and administration of technical personnel; modern
hardware and software technology from a systems management perspective; developments and
trends in information systems technology; principles and methods or project management for
information systems development; and finance and accounting as it relates to pension
administration.

Ability to: manage a complex organization and coordinate activities with other divisions; provide
overall direction to information services such that uninterrupted, on-time service to end users is
maximized at a reasonable cost; work effectively and cooperatively within KCERA and with it’s
many stakeholders; communicate in an articulate and dynamic manner; and create and foster a
service philosophy and inspire the same in others.
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EEO Code — Job Category

A = Official & Administrative
C = Technician

E = Para Professional

G = Skilled Craft

O = Other

B = Professional

D = Protective Services

F = Office & Clerical

H = Services & Maintenance

Basis of Pay (Bi-Weekly/Hourly)

Bi-weekly

Approved Salary Range

73.3

Rate of Compensation Code
0 = No Provisional
2 =Flat Unit Rate

4 = Flat Bi-Weekly

1 = Range & Step
3 = Flat Hourly

4

Salary Ordinance Code
0 = Elected Officials
1 = Bi-Weekly Salary

Job Level Code
1 = Entry

3 = Supervisor 4 = Executive

2 = Intermediate

Bargaining Unit

M

HR Analyst

Michael Goulart

Reviewed By

CAOQ Analyst

Chief HR Officer

Devin Brown

FLSA

Exempt

Civil Service (Yes/No)

Yes

Retirement = General/Safety

General
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G = Skilled Craft H = Services & Maintenance
O = Other

Basis of Pay (Bi-Weekly/Hourly)

Bi-weekly
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Rate of Compensation Code
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4
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Bargaining Unit
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