
Palmdale 
School District 
Launching a liferrme of learning 

PERSONNEL COMMISSION 

AGENDA OF REGULAR MEETING 

Wednesday, September 14, 2022 - 5:30 P.M. 

37230 37th Street East, Room 125 

Palmdale, CA 93550 

In compliance with the American with Disabilities Act, if special assistance is required to participate in this meeting, contact the Personnel Commission Office at 

661-285-2902. Notification 48 hours prior to the meeting will enable the Commission to make reasonable arrangements to ensure accessibility to this meeting.

Pursuant to Government Code 54954.2 (a) (1), the District is required to make documents (revised or otherwise) distributed to the Personnel Commission within 

72 hours of a meeting, simultaneously available for public review, provided such documents are not otherwise exempt from public disclosure. Such documents 

will be available may for review at the Personnel Commission Office. 

CALL TO ORDER 

PLEDGE OF ALLEGIANCE TO THE FLAG 

ROLL CALL: Dale Speights, Chairperson 

I. 

Mrs. Kathleen Duren, Vice Chairperson 

Mrs. Deneese Thompson, Commissioner 

PRELIMINARY BUSINESS 

A. Approve Minutes of Regular Meeting -August 10, 2022

II. PUBLIC COMMENTS

A. Comments Referencing Items on the Agenda

B. Comments Referencing Non-Agenda Items

ACTION 

10-22/23

Actions proposed for the Consent Agenda are items consistent with adopted rules and regulations of the Personnel Commission 

and are deemed routine in nature. They will be acted upon in one motion, without discussion, unless members of the Personnel 

Commission, staff, or a member in the audience requests an items removal. The item will be removed from the motion to approve 

and will be discussed immediately following the Consent Agenda. 

Ill. CONSENT AGENDA 

A. Approve Consent Agenda

1. Ratification of Eligibility Lists
(Substitute, Open, Promotional Recruitments)

2. Extension of Eligibility Lists

3. Nullification of Eligibility Lists

4. Ratification of Transfer

ACTION 

11-22/23





































PALMDALE SCHOOL DISTRICT 

PERSONNEL COMMISSION 

AGENDA ITEM  

 
 
 
DATE:  September 14, 2022       REPORT 
 
TO:  Personnel Commission                                                    X    ACTION 
               
FROM:  Mary Theus 
  Director, Personnel Commission 
 
RE: APPROVE AMERICANS WITH DISABILITIES ACT (ADA) COMPLIANT FORM: 
 PURCHASING TECHNICIAN 
 
 
BACKGROUND 

A primary function of the Personnel Commission is to review job descriptions as well as determine the merit and 
fitness requirements for classified classifications.  The Americans with Disabilities Act (ADA) suggests that 
physical/mental requirements for the performance of the essential functions for a particular classification be 
specified in recommended format.  
 
STATUS 

The physical/mental requirements for Purchasing Technician is presented for approval in the currently utilized ADA 
Compliant Job Analysis format as attached.   
 
RECOMMENDATION 

It is recommended that the Personnel Commission approve the ADA Compliant Job Analysis as presented. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MT:eai 
13-22/23 



Purchasing Technician 
 

PALMDALE SCHOOL DISTRICT 
ADA COMPLIANT JOB ANALYSIS 

 

Purchasing Technician 
 

Frequency Key: The following abbreviations denote the frequency an activity is performed daily. 

N =  Never 
I = Infrequently (less than once per day) 
O = Occasionally (less than 2 ½ hours per day) 
F = Frequently (2 ½ to 5 hours per day) 
C = Continuously (more than 5 hours per day) 

 

PHYSICAL DEMANDS 

Postures/ Movements:    During ESSENTIAL Functions 
Sitting F-C Kneeling I Twisting at Waist O 

Standing  O Crawling I Reaching: 

Walking   O Climbing I       Above Shoulders O 

Bending O Balancing I       At/Below Shoulders O 

Stooping I-O Foot Controls I Neck Extension (up) F 

Squatting I-O Pushing I-O Neck Flexion (down) F 

Lying Down N Pulling I-O Neck Rotation (turning) F 
Comments: 
 

    

Lifting:              During ESSENTIAL Functions                          * Indicates with assistance 

Weight - 
Pounds 

Below 
Waist 

Waist/ 
Chest 

Above 
Shoulder 

 
Examples of Objects Lifted 

Up to 10 F O O Office supplies & equipment, files, etc. 

11-25 F O O Box of files, case of custodial supplies 

26-50 F O O Box of files, technology equipment, furniture 

51-75* I I N Case of copy paper 

76-100* N N N  
Over 100* N N N  

Comments: * Overweight Items require breaking down or assistance 
 
 

Carrying:        During ESSENTIAL Functions                           * Indicates with assistance 

Pounds Freq.  Distance Examples of  Objects Carried 
Up to 10 F Varies Office supplies & equipment, files, etc. 

11-25 F Varies Box of files, case of custodial supplies 

26-50 O Up to 10’ Box of files, technology equipment, furniture 

51-75* I-N Up to 10’ Case of copy paper 

76-100* N N  

Over 100* N N  
Comments: *Over weight items require breaking down or assistance 
  



Purchasing Technician 
 

OBJECT MANIPULATION 

 
Freq. 

Tools & materials handled during ESSENTIAL 
Functions: 

Fine Grasp O-F Office supplies, cell phone, keys, writing instruments. 

Fine Manipulation O-F Computer keyboard/mouse, keys, cell phone 

Gross Grasp I-N Pallet jack, furniture, lifting heavy boxes or other items. 

Gross Manipulation I-N Pallet jack, dolly, or other related equip. 

Power Grasp N  

 

MENTAL AND PSYCHOLOGICAL DEMANDS 

 Frequency 
Basic Work Abilities: Essential Non-Ess. 

1 Follow verbal and written instructions. F-C  
2 Maintain the established work pace. C  
3 Adhere to established work and safety procedures. C  
4 Respond appropriately to direction, evaluation, or criticism. F-C  
5 Respond appropriately to changes in the work setting. C  

Attention to Task/ Details: 

6 Perform simple/repetitive tasks. F  
7 Perform complex/varied tasks. F  
8 Organize tasks and set priorities. C  
9 Manage multiple tasks simultaneously. C  

Interaction with Others: 

10 Work cooperatively with co-workers. C  
11 Interact with customers or the public. F-C  
Decision Making: 

12 Use basic problem-solving techniques. F-C  
13 Work autonomously, or with minimal supervision. F-C  
14 Make independent decisions based on data/ circumstances. F-C  

Comments: 
 

COMMUNICATION / SENSORY DEMANDS 
Method Freq. ESSENTIAL Functions  

Seeing C 

See in normal visual range with or 
without correction. Vision sufficient to 
drive, read computer screen and printed 
documents. 

 

Hearing F-C 

Hear in normal audio range with or 
without correction. Ability to 
communicate and respond to others; 
answer telephone; traffic and safety 
awareness at work site.  

 

Speaking F 
Communicate verbally to others to 
exchange information and provide 
direction; respond to inquiries. 

 

Reading C 
Computer screen, reports, notes, 
invoicing/packing slips and other printed 
documents. 

 

Writing F-C 
Compiling documents/data, research 
information, note taking. 

 

Math F-C Calculate data; inventory tasks  
Comments:     

 



Purchasing Technician 
 

 

ENVIRONMENTAL CONDITIONS 

Environment Freq. Examples of Exposures 
Indoors C Warehouse; service bays; office settings 

Outdoors O Walking to and from offices and school site visits 

Cold O Walking to and from offices and school site visits 

Heat O Walking to and from offices and school site visits 

Humidity O Walking to and from offices and school site visits 

Temperature  
Swings O 

Inclement weather outdoors or service bays; climate-controlled environments 
during office/site visits. 

Dust / Wind O Open doors to warehouse; walking to and from vehicles; office/site visits. 

Noise F District vehicles; delivery trucks; forklift operations; various equipment 

Vibration O Forklift; pallet jacks/carts; vehicles/trucks 

Fumes/ Odors O Vehicle exhaust; gasoline; sanitizing/cleaning agents 

Toxic  
Substances 

I Some stocked items that have Safety Data Sheet (SDS) labeling 

Radiation N  

Mechanical  
Hazards 

N 
 

Electrical  
Hazards 

I Plugging/unplugging electrical cords for electronics or other equipment. 

Explosive  
Hazards 

N 
 

 

Safety Equipment/Training/Attire:  Fire extinguishers; first aid kits; safety goggles; dust/particle masks; 
latex and leather gloves.  Forklift certification. Appropriate attire as per Board Dress Code Policy.  

 
 

OPERATION OF VEHICLES, EQUIPMENT OR MACHINERY 

Essential Functions  Freq. Non-Essential Functions  Freq. 
Operate desktop computer, laptop, or tablet. C   

Operate automobile O 
Operate forklift, pallet jack or dolly when 
necessary (i.e. staff shortage). 

I-O 

    

 

WORK SETTING 
Brief Description of Work Site:  Warehouse and office setting 

Breaks:  30 min. lunch & two 15-min. 
breaks 

Overtime:  As needed 

Supervised by:  
Warehouse/Purchasing Supervisor 

Supervises:  None 

Number of Employees at Work Site: Less than 10 

 

 
Characteristics of Site: 

 
% 

  
% 

 

Informal 40 Formal 60 Formal + Informal = 100 % 

Autonomy-oriented 80 Team-oriented 20 Autonomy + Team = 100% 

Routine Tasks 70 Variable Tasks 30 Routine + Variable = 100 % 

Slow Paced 50 Fast Paced 50 Slow + Fast Paced = 100% 

Low Pressure 20 High Pressure 80 Low + High Pressure = 100% 
 
 



Purchasing Technician 
 

 

JOB ANALYSIS PARTICIPANTS 

Name Signature Job Title Date 

Randie Almonte 
 
 

Warehouse/Purchasing 
Supervisor 9/7/2022 

Mary Theus 
 

Director, Personnel 
Commission 9/7/2022 

Other Sources of Information: 
 
  xx Referred to company job description           Interview                        Other 

 
 
Written by:         Mary Theus                             Date: September 8, 2022 
 
PC Approval:   

 










