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‘ 2018-19

I. Administrative Actions

A, APPOINTMENT

7 H i

‘ Namgr [Assignment : : Site Contract 5
WARD, JOHN DIVISION OF SUP Effective 2019-04-16
SPS DIRECTOR, OPERATIONS 12 MONTH / Annual
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I. Administrative Actions

B. RE-APPOINTMENT
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Name/Assignment Contract
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2018-2019

. Administrative Actions

C. RE-DESIGNATION
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Name/Assignment Previous Assignments ;

Personal Consent Agenda, I. Administrative Actions,p. C- 1 ,04/04/2019



2018-19

. Administrative Actions

D. TRANSFER
Name/Assignment Site Contract
BRIGHT, STEVEN KYLE TYNES ELEMENTAR Effective 2019-03-15
TES ASST PRINCIPAL EL 12 MO Jtransfer from / TES ASST

PRINCIPAL EL 11 MOS

Personal Consent Agenda, I. Administrative Actions,p. D- 1 ,04/04/2019



2018-19

I. Administrative Actions

E. RESIGNATIONS/RETIREMENTS/CONCLUDE EMPLOYMENT

: Name/AssignnieuL z Site % Effective/Action
CAMPBELL, RONIM BUSINESS AFFAIR Effective 2019-06-30
BAF iNTERNAL AUDITOR RETIREMENT
DOWLING, JULIUS MARTIN ORANGE PARK ELE Effective 2019-03-29
OPE MGR SATELLITE | RETIREMENT
HARVIN, PATRICK BRUCE DIVISION OF SUP Effective 2019-04-05
SPS DIRECTOR, OPERATIONS RETIREMENT
HELLWIG, BREE ELIZABETH TYNES ELEMENTAR Effective 2018-03-14
TES ASST PRINCIPAL EL 12 MO RESIGNATION
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IL.

JOB DESCRIPTIO

A. Administrative

N ACTIONS

Approve the following job description:

1-1.2.50

REVISED:

I-1.1.06

Supervisor of Federal Programs

The Supervisor of Federal Programs is needed to establish and maintain
effective fiscal control and fund accounting procedures over the Federal
awards that provide reasonable assurance that the District is compliantly
managing the Federal awards. The goals of for the position include
implementing procedures to ensure appropriate fiscal management and
managing internal controls reduce fraud, waste and abuse in the use of
Federal funds. The Supervisor of Federal Programs will safeguard all
assets and assure that they are used solely for authorized purposes.

Graphic Designer

This position works with the Communications Department in the layout
and design of a variety of media, including newsletters, brochures,
invitations, advertisements, flyers, direct mail and web content, to
support the mission of Clay County District Schools. The position
requires a Bachelor’s Degree in Graphic Design and the median salary
according to the Bureau of Labor and Statistics is $48,700. Glassdoor
lists the average base pay at $48, 561 and Salary.com lists a salary range
of $52,758 to $66,150. The position is assigned a pay grade of
Coordinator IV, which has a starting salary of $43,120. In addition to the
skill set and educational requirement of this position, the individual
would be required to attend events at night and weekends, which is not
conducive to the other employee groups.

Chief Academic Officer

There is a need to revise the title for the position of Assistant
Superintendent for Instruction to Chief Academic Officer. This revision
is necessary to align the District with current education industry
standards. The Chief Academic Officer (CAO) is an administrative
professional who ensures that academic priorities and policies are
enacted as expected. The duties involve providing direction for
educational staff and for monitoring the schools or programs to ensure
that academic standards are met and that regulations are followed. The
Chief Academic Officer assists in determining the curriculum that will be
followed and what programs will be developed. The Chief Academic
Officer is integrally involved in ensuring that everything needed is in
place to create an optimal academic environment for the students and
faculty.
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B-1.1.26 Coordinator of Internal Accounts

There is a need to revise this job description due to the reduction in the
roles and responsibilities of position. The position will continue the
responsibilities of overseeing, monitoring and reporting of the Schools
Internal Accounts. The formal annual audit of all schools will be
conducted by the Independent Auditing Firm who is also responsible for
the District Wide Operational, Financial and Single Audits per Florida
Statue.
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Job Locator: 1-1.2.12

Supervisor of Federal Programs

Pay Grade: Supervisor 11

Evaluated by: Chief Academic Officer

Job Descriptibn

Coordinates the work of state and federal grants for the Clay County School District. Assure that

orant funds are allocated and managed to maximize student achievement. Provide technical

support to district staff and schools in regard to best practices in the use of grant funds. Ensure

that services are provided as required by the grant without gaps or overlap. Responsible to the

" Chief Academic Officer and serves in a staff relationship with the Chief of Elementary and

Secondary Education, Directors, Supervisors and Coordinators.

Responsibilities and duties of the position include:

1.

9.

Responsible for writing and submitting the state and federal grant applications.

Supervise the execution of the state and federal grants.

Provide technical assistance to all schools and departments within the district that receive
funds or services from state and federal grants.

Guide school based administration in planning, budgeting and managing state and federal
grant funds.

Responsible for all Florida Department of Education reporting in regard to state and
federal grants.

Coordinate comprehensive planning and budgeting of district and school based state and
federal grant funds.

Monitor purchasing, monthly expenditures, and compliance of state and federal grants.
Maintain knowledge of State and Federal Legislation and the impact of such legislation
on state and federal grants.

Perform other duties as assigned by the Chief Academic Officer

Required Qualifications:

Master's Degree
Five years administrative work experience
Florida Department of Education certification in Administration

Pending School Board Approval: Effective 04/04/2019
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Job Locator: I-1.2.50
Graphic Designer

Pay Grade: Coordinator IV
Evaluated by: Superintendent

Job Description:

Works with communications department in the layout and design of a variety of media, including

newsletters, brochures, invitations, advertisements, fliers, direct mail, postcards, marketing collateral, and

web content to support the mission of Clay County District Schools. Communicates and evaluates

progress of projects and associated metrics throughout process. Manages and maintains graphic files,

including photos, vector art, and logos. Works with commercial printers and other vendors to ensure

production of quality printed products. Keeps up-to-date on new technologies, techniques, and trends in

graphic design.

Responsibilities and duties of this position include:

Collaborates with the Communications Department to develop creative, dynamic and polished
ways to communicate with internal and external audiences and to reinforce the district's key
messages

Assists in the gathering of school and district news for dissemination to internal and external
audiences by designing publications, taking photographs, maintaining Web page content and
producing e-newsletters

Designs and edits various printed information such as letters, newsletters, handbooks, fact sheets,
tip sheets, and brochures

Assist in department's efforts to use social media tools (Facebook, Twitter, YouTube, Instagram,
etc.) effectively.

Proficient at transitioning printed publications to e-Publications

Writing and editing skills

Demonstrated ability to work as part of a team toward organizational objectives

Ability to meet tight deadlines

Ability to handle multiple projects simultaneously

Ability to assist at district and school events

Organized and detail-oriented

Knowledge of the policies, procedures and activities of the school district, which pertain to the
specific duties and responsibilities of the position

Knowledge of departmental policies, procedures. and operations

Extensive knowledge of English, grammar, spelling and punctuation

Ability to maintain high standards of accuracy in exercising duties

Ability to anticipate work to be completed and complete work without the need for direct
supervision '

Ability to maintain confidentiality of employee and student records and information

Working skill in effectively using a computer and using graphic design software

Knowledge of journalistic principles and practices: grammar composition and style: methods and
techniques used in planning, composing and editing publications

Ability to demonstrate high level application of technology devices in the performance of daily
activities

Ability to demonstrate proper maintenance, safe operation and utilization of equipment, materials
and supplies used in daily activities

Ability to interact and communicate effectively with students, parents, teacher, administrators,
colleagues and all other stakeholders involved in the activities of the job
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Required Qualifications:

e A bachelor’s degree in graphic design with field experience; or any equivalent combination of
training and experience which provides the required knowledge, skills and abilities

e Proficiency with InDesign, Photoshop. Illustrator or comparable electronic design software

e Must possess a valid Florida Driver’s License appropriate for the vehicle/equipment assigned and
maintain same during employment

e Must have safe driving history prior to employment. Safe driving history shall be interpreted as
follows: On a license record search, no accumulation of points totaling 8 or more in any 12-
month period within the three (3) years immediately preceding the record search; and no
conviction for DUI within the seven (7) years immediately preceding the record search. A no-
contest plea shall be considered the same as conviction

e Must maintain a safe driving record while employed

Preferred Qualifications:

e Understanding of the fine arts and their relevance to creating promotional materials that impress
and inspire
Understanding of layouts and graphic fundamentals

e Ability to storyboard or translate ideas to designs and develop innovative graphics solutions for
both print and Web

e Investigates, evaluates and implements new technologies and media to enhance the district's
communication channels with internal and external audiences.

e Working knowledge of the principles and practices of graphic design and desktop publishing; of
four-color print production and of editing graphics

In order to be considered. you must upload your cover letter, resume and references. Please include a link
to your electronic portfolio with these materials.

Pending School Board Approval Date: 04/04/2019
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Job Locator: 1-1.1.06

o Superi lent forl :
Chief Academic Officer

Position Grade: Assistant Superintendent
Evaluated By: Superintendent

Job Description

he Assistant-Superintendentfornstruetion Chief Academic Officer is directly responsible to the

Supelmtendent of Schools. This person serves in atine-staff relationship-with-the Deputy
Superintendentand a staff relationship with the other assistant superintendents.

Responsibilities and duties of this position include:

9.

10.
11.
12.
13.
14.

Provide leadership to the Chief of Elementary and Chief of Secondary pretaining to the-and direction
in of curriculum and instruction.

Provide direction and coordination for comprehensive planning and budgeting for the instructional
division.

Supervise and evaluate the directors within the Instructional Division.

Directs the tiering of school-based support and the work of instructional coaches in provding targeted
instructional support.

Provide leadership development to build capacity in school-based administrators and aspiring leaders.
Faciliates professional development opportunites to support the implementation of curriclum and
instructional priorities.

Provide overall supervision and coordination of all instructional programs; basic education PreK12;
virtual education, Career & Technical education; exceptional student education; and adult/community
education.

Provide overall supervision and coordination of instructional resources; student services; and staff
development.

Facilitate communication and planning efforts among district-level instructional administrators and
local school administrators.

Assist the Superintendent in the evaluation of principals.

Promote and facilitate positive public relations for the instructional programs.

Assume responsibility for the implementation and evaluation of new instructional programs.

Assume responsibility for the implementation and evaluation of state and federal mandates/statutes.

Perform other duties as the Superintendent er-Deputy-Superintendent may assign.

Required Qualifications:

_-D-L»Jl\)»—l

Rank II Florida Teaching Certificate showing certification in supervision and/or administration.
Five (5) years of successful experience in administration or supervision.

Demonstrated record of instructional leadership.

Appropriate communications and human relations skills.

Effective: 04/10/86

Revised: 07/01/94

Revised 12/19/96 (Effective: 01/06/97)

Revised: HA4640

Pending School Board Approval: Revised 4/4/19
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Job Locator: B-1.1.26

Coordinator of Internal Accounts
Auditer

Position Grade: Director—I
Coordinator-1

Evaluated By: Assistant
Superintendent for Business Affairs

Job Description

Provides administrative leadership for Internal Accounts in support of process accountability and
safeguarding of internal funds by keeping the School Board in compliance with statutes and rules
regarding school internal accounts and to assist school bookkeepers and principals with their financial
responsibilities.

Responsibilities and duties of this position include:

2. Oversees and monitors reviews the monthly and annual reconciliation of Internal Fund financial
information for all schools and centers.

3. Develops and implements procedures manuals for accountability of internal funds and compliance
with State and District rules, regulations and policies.

4. Provides guidance to schools on issues concerning policies, procedures and financial accountability.

5. Monitors to ensure Ensures compliance with Board Rules, Federal regulations, state regulations and
good business practices relating to school funds.

6. Maintains and supports internal accounting software, develops and recommends modifications of
existing systems to improve efficiency and effectiveness for all schools and centers.

7. Trains and assists bookkeepers in bookkeeping procedures and concepts relevant to Internal Funds.

9. Maintain a close working relationship with appropriate school personnel to ensure information
exchange and coordination of efforts.

10. Conduct follow-up audits as directed by the Assistant Superintendent for Business Affairs to review
compliance after deficiencies have been noted-

11. Communicate with principals, cost center supervisors and other employees regarding audit
evaluations and recommendations.

12. Perform other duties as assigned by the Assistant Superintendent for Business Affairs.

13. Conduct and assist (including communicating with local law enforcement and state agencies) in
investigations as to non-compliance with State and District rules, regulations and policies.

14. Prepare and submit Qualified Public Depository Reporting to state agency on an annual basis.
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15. Consolidate 1099 tax information for all schools and centers on an annual basis.

16- Acts as the coordinator between school and center staff on required internal account audits by
outside auditors.

Required Qualifications:

1. Bachelor’s degree in Accounting or Business Administration;Master’s-er-CPA-preferred: or a

combination of education/training/experience which provides an equivalent background.

2. Knowledge of the following; The Florida Statutes, the State Board of Education Regulations, Financial
and Program Cost Accounting and Reporting for Florida Schools and Clay County School Board
Policies: as they relate to Internal Accounts.

3. Minimum of five (5) years successful experience in auditing; School Board internal accounts school

bookkeeping. erequivalentgovernmental-accounting-experience:

4. Demonstrated evidence of strong organization, and leadership skills.

5. 4. Demonstrated ability to communicate in oral and written communication and work with a diverse
group of people.

6. 5. Knowledge of current financial software, internal accounts software and other applicable software.

Desired Qualifications:

1. Supervisory experience.
2. Experience in Clay County School Board internal accounts policies, procedures and software-

Board Approved: 02/10/2014

Revised: 5/7/15

Revised: 6/7/18

Pending School Board Approval: 4/4/19
Effective: July 1, 2019
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II.

JOB DESCRIPTION ACTIONS

B. Support

Approve the following job description:

NEW:

C-3.8.14

C-3.4.59

C-3.4.60

Position Control/Allocation Specialist

There is a need to add a new job description as a result of the roles
and responsibilities associated with the implementation of the new
ERP system and the changes impacting the revised job description
for the Director of Internal Accounts. The main function of this
position will allow for the implementation of the Position Control
Module of Business Plus Software. Staff allocations district-wide
will now be created within Position Control software to ensure all
job assignments are correctly funded, tracked and accurately
budgeted. This position will work closely with Division
Superintendents, Budget and Human Resources to ensure fidelity
of personnel management system.

Another key responsibility area will include working with the
Assistant Superintendent of Human Resources and Assistant
Superintendent of Business Affairs with salary modeling related to
union negotiations. This position is a B 31 on the Support Salary
Schedule.

Lead Cafeteria Kitchen Equipment (CKE) Technician

New job description that would address the specific needs of
District school cafeteria kitchen equipment and systems. The CKE
Lead Technician will supervise CKE Technicians focusing on
preventative maintenance, repairs or replacements to ensure safe
and efficient operation and compliance to current codes and
standards. CKE Lead Technician will report to the Director of
Maintenance. This position is a B32 on the Support Salary
Schedule.

Cafeteria Kitchen Equipment (CKE) Technician

New job description that would work with the CKE Lead
Technician to meet the specific needs of District school cafeteria
kitchen equipment and systems. CKE Technicians will complete
work as assigned by the CKE Lead to maintain safe and efficient
operation of school cafeteria kitchens. This position is a B23 on
the Support Salary Schedule.
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REVISED:

C-3.3.03

C-3.3.05

Insurance Assistant

There is a need to revise this job description as a result of the
changes to the roles and responsibilities since the last update in
2006. The processes within the department have advanced over
the years to a more complex system which uses multiple data
systems to ensure the accuracy of employees’ health care options.
This change requires advanced technical training in both the new
ERP system, Web enrollment system and multiple vendor data
systems. The department more frequently handles evolving
expectations from the Federal Government related to HIPPA rules
and specific federal regulations. The change in job description
more accurately aligns with the responsibilities and expectations
within the Business Affairs Insurance Department. The current
position will move from B23 to B24 due to increased
responsibility.

Payroll Assistant

There is a need to revise this job description as a result of the
changes to the roles and responsibilities since the last update in
2006. The processes within the department have advanced over
the years to a more complex system which uses a more highly
technical data system to ensure the accuracy of overall processing
of the district’s payroll for over 5,000 employees. This change
requires advanced technical training in the new ERP system that
includes multiple intricacies that is involved in processing payroll.
The change in job description more accurately aligns with the
responsibilities and expectations within the Business Affairs
Payroll Department. The current position will move from B23 to
B24 due to increased responsibility.
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Job Locator: C-3.8.14

Position Control/Allocations Specialist

Position Grade: Support Salary Schedule-Confidential
Evaluated By: Assistant Superintendent of Business Affairs

Job Description:

Performs varied and complex administrative and financial, confidential activities in support of the Business

Affairs Division and the services provided by Business Affairs.

Responsibilities and duties of this position include:

Prepares. organizes, schedules, and updates District staff allocation documents. Prepares and submits

1.
documents for Board approval, amends and distributes documents to appropriate personnel.

" Assists with processing of public records requests as needed.
Assists with preparation of contract negotiation materials. including salary modeling to assess fiscal

w N

impact.
Maintains and updates budget. invoicing, and accounting records.

Attends meetings and other proceedings as needed and within normal work hours.

Analyzes. inputs, and manages data in systein to ensure District staff allocations are properly reflected in

number, cost center, and aligned correctly to funding source.

Monitors District-wide budgets to ensure fidelity with all project and grant funding sources.

“Ensures fund utilization is in compliance with Federal guidelines, with accurate budget coding of salaries
and expenditures.

9. Prepares and compiles financial mfonnatlon for various District financial reports or state reports.

10. Addresses salary funding sources to verify accuracy. and resolve and provide information as appropriate

to Senior Staff.
11. Prepare financial impact reports to assess cost and sources of proposed allocation changes.

12. Works directly with the Division Assistant Superintendents to manage and accurately delineate all
staffing positions and funding sources.

13. Tracks all employment status changes/addltlons for all District personnel, ensuring accurate budget

distribution.
14. Monitor district-wide activities to ensure appropriate as approved by the Board and the State of Florida

Financial and Program Cost Accounting and Reporting for School Districts “Red Book™.

SR

9°.\1

Required Qualifications:

Maust be high school graduate or have passed the G.E.D. equivalency examination.

Requires a minimum of seven (7) years of budget experience, preferably within a school district setting.

1

2

3. Pass the secretarial/clerical skills test. ¢

4. Possess a combination of previous education/ training and/or experience which provides for an equxvalent

background necessary to perform the work.
Maust be self-directed and possess the ability to multi-task in a high-paced, deadline-driven environment.

Possess effective interpersonal skills with demonstrated ability to coordinate and collaborate with as well
as provide direct support to Senior Staff. ’

b

Board Approved: 4/4/19
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Job Locator: C-3.4.59
Lead Cafeteria Kitchen Equipment (CKE) Technician
Position Grade: Support Salary Schedule
Evaluated By: Director of Maintenance or
Assigned Administrator

Job Description:

Supervises, manages and directs assigned personnel, providing verbal and written instructions; Organizes and

assigns daily work priorities; Plans and coordinates the installation and maintenance of all District cafeteria
kitchen equipment; Orders and maintains materials and tools: Demonstrates proficiency with power tools and
trade practices associated with Cafeteria Kitchen Equipment (CKE): Reads and understands wiring and
mechanical schematics, and theory of operation of assigned equipment. Complies with and supports all safety
standards when using power tools and associated equipment; Ensures quality control, code compliance and
follows set standards: Maintains familiarity with all facets of the commercial CKE trade; Coordinates with
other District trades-people, senior staff, vendors and outside contractors when required; Cleans and maintains

» shop and associated equipment.

Responsibilities and duties of this position include:

Supervises CKE shop functions. personnel and related activities including scheduled and unscheduled
maintenance and repair of CKE and related systems.
2 Services and refurbishes all types of CKE to include steam kettles, milk carts, hot/cold serving carts,

pass through, coolers, ice machines, combi-ovens, refrigerators, freezers, coolers, garbage disposals,

dishwashers and associated booster heaters and may assemble. install, or relocate CKE systems in

District facilities as needed.
Maintains EPA Refrigerant Recovery Journal for the department.

4.

5 Demonstrates proficiency in the safe use of silver solder techniques for pipes, valves and compressors.

6. Determines daily work priorities, schedules and assigns work accordingly.

A Manages material requirements and manpower needs; coordinates the procurement of materials
according to District purchasing policies and procedures. '

8. Meets with vendors to obtain quotes for materials; assists in preparations of formal bid packages;

9. Participates in the. Maintenance Department computerized work management system, and utilizes
pertinent management reports to evaluate and improve work center performance. ‘

10. Conducts in-process work inspections of assigned personnel at job sites, initiates 1mprovements and
provides specialized training within the CKE shop when needed.

y s Conducts inventory of equipment, tools and assigned vehicles; determines equipment repair and
maintenance needs.

12; Ensures timely data entry of work performed by District personnel.

13. Performs other duties or a similar nature or level as assigned.

Required Qualifications:

1. Requires a minimum of five years previous experience involved in the installation, maintenance and
repair of - commercial kitchen equipment or refrigeration systems and equipment; or
Vocational/Technical/Military certification in the commercial kitchen equipment trade, and/or a
Journeyman license in a related field or three years’ experience, or a combination of previous

education/training/experience that provides an equivalent background necessary to perform the work.

Must be able to read and understand wmng schematics, and working knowledge of electrical circuits

associated with CKE.
Must be able to read and understand Refrigeration schematics to troubleshoot and repair refrigeration

equipment
2. Must have and maintain EPA Refrigerant Recovery Universal Certification.
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Must be able to read and interpret electrical and mechanical blueprints, engineering drawings and be
familiar with associated electrical codes.

Must be a high school graduate or have passed the G.E.D. equivalency examination

Must have a valid Florida Driver’s License appropriate for the vehicle/equipment assigned and
maintain same during employment.

Must have safe driving history prior to employment. Safe driving history shall be interpreted as
follows: On a license record search, no accumulation of points totaling 8 or more in any 12-month
period within the three (3) vears immediately preceding the record search; and no conviction for DUI

within the seven (7) years immediately preceding the record search. A no-contest plea shall be

considered the same as a conviction.
Must maintain a safe driving record while employed.

Pending School Board Approval: 04/04/2019

Personnel Consent Agenda — Job Description Actions II, B. p. 5, 04/04/2019



Job Locator: C-3.4.60

Cafeteria Kitchen Equipment (CKE) Technician

Position Grade: Support Salary Schedule

Evaluated By: Director of Maintenance or
Assigned Administrator

Job Description:

Installs, inspects, maintains, repairs and replaces District CKE and related systems; Provides for the safe

condition and efficient operation of all electrical and mechanical food service (kitchen) systems in District

facilities; Understands written and verbal instructions with the ability to work independently; Documents

work completed using both digital and written work orders as assigned; Complies with and supports all

safety standards when using power tools and associated equipment.

Responsibilities and duties of this position include:

[—

|3

[

[

i

Maintains District kitchen food service equipment and other systems as assigned by Lead

- Kitchen Equipment Technician.

Duties include scheduled and unscheduled maintenance and repair on all District food service
equipment and other systems as directed.

Complies with Federal regulations governing the Transition and Recovery of Refrigerants.

Tests, troubleshoots, calibrates and repairs kitchen equipment to include refrigerators,

freezers, commercial dishwashers, steam cookers, ovens, mixers, large commercial garbage

disposals, ice machines, motors, fuses, contactors, heating elements, hot/cold serving carts

thermostats, pressure regulators, valves, pumps, steam traps. electrical components, etc.
Wires and connects motors, compressors, temperature and humidity controls according to wiring

schematics.
May assemble, install, or relocate CKE systems in District facilities as needed.

Performs other duties of a similar level or nature as assigned.

Required Qualifications:

I

o

[

|o

Requires a minimum of two years’ experience involved in the troubleshooting, installation,

maintenance and repair of commercial kitchen equipment and/or refrigeration systems and

equipment; or Vocational/Technical/Military certification in commercial kitchen equipment

or other electrical electronic equipment trade and one year previous experience: or a combination

of previous education/training/experience that provides for an equivalent background -
necessary to perform the work assigned.

Be be able to read and interpret blueprints, both electrical and mechanical engineering drawings.
Must be a high school graduate or have passed the G.E.D. equivalency examination.

Must possess a valid Florida Driver’s License appropriate for the vehicle/equipment assigned and
maintain same during employment. -

Must have safe driving history prior to employment. Safe driving history shall be interpreted as
follows: On a license record search, no accumulation of points totaling 8 or more in any 12-
month period within the three (3) years immediately preceding the record search: and no
conviction for DUI within the seven (7) years immediately preceding the record search. A no-

contest plea shall be considered the same as a conviction.

- Must maintain a safe driving record while employed.

Pending School Board Approval: 04/04/2019
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ob Locator: C-3.3.03
Insurance Assistant
Position Grade: Support Salary Schedule -
Confidential
Evaluated By: Coord. Insurance Activities or
Assigned Administrator

Job Description:

Maintains insurance funds and related accounting records, completes insurance reports and claims, while
ensuring complete and proper documentation for insurance benefits and processes.-te-employees”

questionsregarding insurance-matters—Provides accurate and confidential assistance and support to all

employees, retirees and COBRA participants.

Responsibilities and duties of this position include:

1. Maintains accounts receivable for insurance report including distributing inveiees payment schedules
and collecting and refunding money, and preparing deposits for accounting office.

2. Reconciles and balances insurance reports and distributes to multiple insurance companies.

3. Processes insurance applications/forms of employees, retirees and COBRA participants ineluding
ensuring information is complete, determining effective date of insurance and submitting forms to

insurance companies. Responds to empleyees> general insurance questions te-provide-informationrelating

to-insuranee-issuesduring the open enrollment process for benefit eligible employees, retirees and
COBRA participants.

4. Desiens and maintains confidential HIPAA compliant files; keys Enters insurance information,
employee changes and data into multiple database systems including current HRPY database, web
enrollment system and multiple vendor database systems. the-computer-including-employee-deductions;
deduction-codes-and-employee-changes:

5. Compiles and files data relating to employee’s insurance claims including data verification for

worker’scompensation, health insurance, life, Habilityproperty-aute, GAP. voluntary workplace

benefits., disability, vision and dental. Prepares and processes death claims, evidence of insurability,
beneficiary change request and disability claims.

6. Maintains and updates employee health insurance and administrative records for employees on FMLA,
extended leave, ILOD, military leave, professional leave and year-long leave in the leave database
system. Monitor all leave employees deductions. Sets up and direct bills any employee who goes to an
unpaid status, post payments and submit payment to appropriate carrier.

7. Prepares and collects listing of high risk employees who qualify for the Hepatitis B and Tetanus
vaccine. Monitors each eligible employee to make sure they complete the Hepatitis B vaccine series.
Processes the invoice from the Clay County Health Department for payment of both vaccines.

8. Prepares and processes new retiree and COBRA enrollment/change forms in retiree database system
and appropriate carrier database systems. Completes and submits the Health Insurance Subsidy
Certification form to FRS Rétired Payroll Section.
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79. Performs miscellaneous secretarial and clerical duties including keying typing, distributing and
collecting mail, answering phones, and maintaining budgetary and financial records relating to insurance
programs.

810. Coordinates, prepares information and schedules meetings for insurance committee and #isk
management wellness committee reviews.

11. Completes and submits verification of employment information for Department of Health and Human
Services for employees or former employees signing up for Medicare Part B.

161 1. Reconcile expenditures and accounts receivables to supporting carrier reconciliation reports general
ledgeraceounts.
1112 Performs other duties of a similar nature or level.

155 Assists in preparing insurance benefit information used in the Collective Bargaining Process.

Required Qualifications:

1. Must be a high school graduate or have passed the G.E.D. equivalency examination.

2. One year experience in providing insurance support services and bookkeeping; or a combination of
previous education/training/experience which provides for an equivalent background necessary to
perform the work.

3. Pass the secretarial/clerical skills test.

Board Approved: 5/20/93

Revised: 3/21/96

Revised: 7/17/97, 1/19/06

Pending School Board Approval: 4/4/19
Effective: July 1, 2019
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Job Locator: C-3.3.05

Payroll Assistant
Position Grade:Support Salary Schedule - Confidential

Evaluated By: Asst—Supt—{for Business-Affairs-or Assigned

Administrator

Job Description:
To review, analyze, Setsup and processes payroll data items for all District employees; maintains all payroll

related payrell records and sends-out-W-2forms-to ensures the payroll needs of all District employees are met.

Responsibilities and duties of this position include:

L.

Processes regular; substitute-teacher; and supplemental and-smanual payrolls including editing time-
sheets; posting employee sick bank and shared bank leave entries, calculating making adjustments for

salary changes adjustments, entermg data for other payroll adjustments, and payroll balancing against
computer generated totals. Review school/department certifications to ensure accurate employee
reporting. Process all District employees Time and Attendance online timesheet reporting.

Initiates payroll computer processing repefts—en—theeempﬁter to calculate and produce District payroll
and other related balancing reports. Analyzes exrors; and rev1ews payroll 1eports for errors and makes

adjustments and corrections as needed. a

bends;and-credit union-magnetie-tapes-
Analyzes changes to employee HR records hrs%orry—ferms to ensure proper payroll processing. determine-
Analyzes salary changes to determine

retroactwe eheeks payments due and determme other fe} salary adjustments needed to ealeulate ensure.
hen teo is paid out properly during

the contract period. Checks employee emolovment class1ﬁcat10n to ensure proper retirement and federal
tax reporting. Inactivates employee’s payroll status for terminating, resigning and contract end employees.

Monitors and verifies insuranee-and other payroll related deductions. lnpats Enters new enrollments
and cancellations for tax shelter annuities, eredit-union direct deposits, union dues, District child care,
gam1shments and W- 4’s into emplovee records sa%tmas—beﬂds—and—msaraﬂeemfermaﬁen Compares-

3 euﬂts—and—paments—te—}nsaraneeageﬁtsr
Each pa)zoll processmg verrf ies paﬂoll related vendor checks against payroll reports and mails

payments to vendors.

Answers and screens incoming calls from all District employees regarding payroll issues. Provides
assistance to employees regarding questions or concerns arising from the review of pay check stubs.

Sorts manuallv generated payr oll checks by cost center and puts in folders to be dehvered by warchouse

8—Createsnew Enters payroll reeords transactions for ernpleyees—attend%ng—weﬂesheps in- service,

overtime, extra time, class C meal reimbursement, prior payroll corrections, and sick and annual

leave payouts and-manually-inputs-payrell-information-te-ealeulate for payroll processing.
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12.8. Separates by—sehee#dep&r@ﬂaenfe, seals, and d1str1butes all District employee W-2 forms. and-enters form-
§ ne-employ ations. Mails W-2 forms to employees that no

14 9. Ipitiates-and Maintains year-end payroll file maintenance including updating data base for new
retirement and social security rates and federal withholding tables and-randemly testing employee pay
calculations to determine and resolve discrepancies.

10 Monitors leave balances for FML employees to ensure proper payroll processing. Notifies school and
HR when employee record needs to be updated to FML status. Manages sick bank and shared sick leave

transactions.

11.  Maintains employee payroll records including changes in position, payroll related deductions, and W-4’s

12; Provides support to schools and district department payroll secretaries regarding employee time and
leave reporting, semi-monthly payroll reporting, and other payroll related issues that may arise.

15:13. Perform other duties of a similar nature or level.

14. Assists in preparing salary modeling used in the Collective Bargaining Process.

Required Qualifications:

1. Must be a high school graduate or have passed the G.E.D. equivalency examination.

2. Minimum of one years’ previous bookkeeping or payroll accounting experience; or a combination of
previous education/training/experience which provides for an equivalent background necessary to
perform the work.

Pass the secretarial/clerical skills test.
4- Pass the 10-key calculator test.

10

Board Approved: 5/20/93

Revised: 3/21/96, 1/19/06

Pending School Board Approval: 4/4/19
Effective: July 1, 2019

!
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Il Instructional Actions

2018-19

A. APPOINTMENT

i
H

Name/Assignment Site

Contract

ALFORD, ANITRA M
DOE TEACHER, SC, SECOND  ELEMENTARY

GR

ARANA-ELWOOD, EILEEN M

DISCOVERY OAKS

FLEMING ISLAND

FIE TEACHER, SC, SIXTH GR

BOATRIGHT, SANDRA L STUDENT SERVICE
STS SCHOOL SOCIAL WORKER
HILL, JIMMY L FLEMING ISLAND

FIH TEACHER, SOC STUD, SH

KIBLER, ASHLEY H

CLAY HILL ELEME

CHE TEACHER, SC, FIRST GR

LANGER, RACHAEL K

RIDEGUT ELEMENT

ROE TEACHER, SC, FOURTH

GR
TOMPKINS, VICTORIA A

BANNERMAN LEARN

BLC TEACHER, READING, SH

Personal Consent Agenda, lll. Instructional Actions,p. A- 1 ,04/04/2019

Effective 2019-03-04

10 MONTH / Instructional
Probationary Annual

Effective 2019-03-08
10 MONTH / Instructional
Probationary Annual

Effective 2019-02-19
10 MONTH / Instructional
Probationary Annual

Effective 2019-02-19
10 MONTH / Instructional
Probationary Annual

Effective 2019-03-11
10 MONTH / instructional
Probationary Annual

Effective 2019-02-19
10 MONTH / instructional
Probationary Annual

Effective 2019-02-20
10 MONTH / Instructional
Probationary Annual



2018-2019

I, Instructional Actions

B. RE-APPOINTMENT

o Name/Assignment

Contract

...0:.
i~
i
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2018-19

i, Instructional Actions

C. RE-DESIGNATION

Name/Assignment

Site

Previous Assignment

BURGHART, LINDSAY ANN
MHS TEACHER, READING, SH

COFFEE, TIARA NICOLE
SPC TEACHER, AUTISM
SPECTR DIS

CRAWFORD, SARAH CHASE
KHH TEACHER, IND

DAVIS, JENNIFER M
PES TEACHER, VE/INCLUSION

DOUGHERTY, LEE ANNE
OPE TEACHER, SC, SIXTH GR

EHLINGER, JESSICAL
RVE TEACHER, GIFTED

HENRY, CASEY ELIZABETH
SBJ TEACHER, SC, THIRD GR

PITTS, JORDAN SHEA
ROE TEACHER, VE/INCLUSION

SEXTON, AMBER MARIE
LJH TEACHER, VE/INCLUSION

SHIPP, HILARY LEE
PES TEACHER, SC, FOURTH
GR

Personal Consent Agenda, [ll. Instructional Actions,p. C- 1,04/04/2019

MIDDLEBURG HIGH

SWIMMING PEN CR

KEYSTONE HEIGHT

PATERSON ELEMEN

ORANGE PARK ELE

RIDGEVIEW ELEME

S. BRYAN JENNIN

RIDEQUT ELEMENT

LAKESIDE JUNIOR

PATERSON ELEMEN

Effective 2019-02-22

ftransfer from / MHS TEACHER,
READING, SH
Out of field

Effective 2019-02-25

ftransfer from / SPC TEACHER,
AUTISM SPECTR DIS

Qut of field

Effective 2019-02-08

ftransfer from / KHH TEACHER,
IND

Out of field

Effective 2019-02-21

Hransfer from / PES TEACHER,
VE/ANCLUSION

Out of field

Effective 2019-03-08

Aransfer from / OPE TEACHER,
SC, SIXTH GR

Out of field

Effective 2019-02-21

ftransfer from / RVE TEACHER,
GIFTED

Qut of field

Effective 2019-02-21

ftransfer from / SBJ TEACHER,
SC, THIRD GR

Out of field

Effective 2019-02-20
ftransfer from / ROE TEACHER,
VE/INCLUSION

Effective 2019-02-21

ftransfer from / LUH TEACHER,
VE/INCLUSION

Out of field

Effective 2019-03-12

ltransfer from / PES TEACHER,
SC, FOURTH GR

Out of field




2018-19

IlL, Instructional Actions

D. TRANSFER
Name ignment % 7 Sité § Previous Assignment E
BOWMAN, MICHAEL DAVID BANNERMAN LEARN Effective 2019-02-11
BLC TEACHER, PHYSICAL ED ftransfer from / OPH TEACHER
JH ESE APP TECH
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IH. Instructional Actions

2018-19

E. RESIGNATIONS/RETIREMENTS/CONCLUDE EMPLOYMENT

Name/Assignment

Site

Effective/Action

ADDISON, LANCE E
GCJ TEACHER, MATHEMATICS,
JH

ANDERSON, MICHELLE ANN
MRE TEACHER, SC, SIXTH GR

DEIS, DONNA M
CHS TEACHER, SCIENCE, SH

FINNEY, LINDA KRIEGER
RHS COUNSELOR, SH 12 MO

JOHNSON, MARIAH AUTUMN
CHE TEACHER, SC, SECOND
GR

JONES, TRACY LEA
SPC TEACHER, ART, ELEM

JORDAN, PAMELA J
LJH TEACHER, LANGUAGE
ARTS, JH

LAPID, CARMENCITA V
OHS TEACHER, MATHEMATICS,
SR

LEDBETTER, ANGELA H
CHS TEACHER, HEALTH
SCIENCE ED

MASIULIS, ERIKA LYNDI
SPC TEACHER, SC, THIRD GR

MCCORMICK, SUSAN RUTH
KHH TEACHER, AUTISM
SPECTR DIS

NEELY, LOREN BERNARD
OPJ TEACHER, LANGUAGE
ARTS, JH

WALL, LEEANNE
SLE TEACHER, SC, THIRD GR

WARNER, MELISSA RAE
CEB TEACHER, SC, SECOND
GR

WILLIAMS, HELEN CHESNUT
LAJ MEDIA SPECIALIST, JH

GREEN COVE SPRI

MCRAE ELEMENTAR

CLAY HIGH

COUNTY-WIDE LEAVE

CLAY HILL ELEME

SWIMMING PEN CR

LAKESIDE JUNIOR

OAKLEAF HIGH SC

CLAY HIGH

COUNTY-WIDE LEAVE

KEYSTONE HEIGHT

ORANGE PARK JUN

SHADOWLAWN ELEM

CHARLES E. BENN

LAKE ASBURY JUN

Effective 2019-03-12

RESIGNATION

Effective 2019-02-28
CONCLUDE EMPLOYMENT

Effective 2019-06-07
RETIREMENT

Effective 2019-02-08
RESIGNATION

Effective 2019-02-08
RESIGNATION

Effective 2019-06-07
RESIGNATION

Effective 2019-06-07
RETIREMENT

Effective 2019-02-15
RESIGNATION

Effective 2019-06-07
RETIREMENT

Effective 2019-03-01
RESIGNATION

Effective 2019-03-04
CONCLUDE EMPLOYMENT

Effective 2019-03-25
RESIGNATION

Effective 2019-06-07
RESIGNATION

Effective 2019-03-25
RESIGNATION

Effective 2019-06-07
RETIREMENT
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{il. Instructional Actions

2018-19

F. SUPPLEMENT

; Name/Assi n Site _ Supplement Action
AUSTIN, BRADLEY JOSEPH LAKE ASBURY JUN Appointment
LAJ (.128) SIXTH PERIOD
BOWMAN, MICHAEL DAVID BANNERMAN LEARN Appointment
BLC (.128) SIXTH PERIOD
BUCK, ALEXANDER JOHN FLEMING ISLAND Appointment
FIH BAND DIR SH :

BURGESS, AMY K FLEMING ISLAND Appointment
FIE DEPT HD (3-5)
BURGHART, JOSHUA KYLE ORANGE PARK HIG Appointment
OPH DEPT HEAD (11-16
CHASON, CRISTIN L MCRAE ELEMENTAR Appointment
KHH SOFTBALL FP HD JH

0.5 COLLINS, SAMUEL TYLER OAKLEAF HIGH SC Resignation
OHS FOOTBALL ASST SH 75%
COX, REESHA C ORANGE PARK HIG Appointment
OPH DANCE TEAM SH
FLAGG, PAMELA REGINA BANNERMAN LEARN Appointment
BLC ESE INTERVENTION FAC.
GILLENWATERS, TODD M KEYSTONE HEIGHT Appointment
KHH TENNIS HD SH
GONZALEZ, RUBEN A OAKLEAF JUNIOR Appointment
OLJ BASEBALL HEAD JH
HAIR, GLENN P ORANGE PARK JUN Appointment
OPJ DOD ACADEMIC CH, STEM
HARTMAN, RONALD LARRY KEYSTONE HEIGHT Appointment
KHH SCI FAIR COOR LOCAL
JAMES, DUSTIN M OAKLEAF JUNIOR Resignation
OLJ BASEBALL HEAD JH
JOHNSON, SPENCER ALAN BANNERMAN LEARN Resignation
FIH FOOTBALL ASST HS 25%
JOHNSON, SPENCER ALAN BANNERMAN LEARN Resignation
FIH FOOTBALL ASST SH 75%
KACSAN, TANYA DENISE LAKE ASBURY JUN Resignation
LAJ (.128) SIXTH PERIOD
MARQUART, JESSICA ANN KEYSTONE HEIGHT Appointment
KHH SOFTBALL FP HD JV
MONCRIEF, HELEN SUZANNE KEYSTONE HEIGHT Appointment
KHH NATION JUNIOR HONOR
SOC

0.5 NEIDERMEIER, SHIRLEY MINCH W.E. CHERRY ELE Appointment
WEC DOD ACADEMIC CH, STEM

0.5 NETTLES, ALEKSANDRA ORANGE PARK JUN Resignation
OPJ MATH TEAM SPONSOR
REAGAN, JUSTIN FLEMING ISLAND Appointment
FiH FOOTBALL ASST SH 75%
RODRIQUEZ, BARTHOLOMEW  RIDGEVIEW HIGH Appointment
RHS WRESTLING HD SH
RUCKERSFELDT, JORDAN S. BRYAN JENNIN Appointment
DANIELLE
SBJ DEPT HD (3-5)
SAGE, ALLISON P ORANGE PARK HIG Appointment

OPH SOFTBALL FP ASST SH
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2018-19

. Instructional Actions

F. SUPPLEMENT

i

{ ;
: : Name/Assignment ' Site Supplement Action
0.5 VALENTIN, ANTHONY MIDDLEBURG HIGH Appointment
MHS VOLLEYBALL ASST SH
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lII. INSTRUCTIONAL ACTIONS 2018-2019

G. PENDING APPOINTMENTS

Name / Assignment Contract

|!!
-+
(1]

NONE
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L. INSTRUCTIONAL ACTIONS  2018-2019

H. OUT OF FIELD

Subject OOF Subject

4
=+
(¢

Name

NONE

Personnel Consent Agenda, Instructional Actions Ill, p. H-1, 04/04/19




IV.INSTRUCTIONAL 2018-2019 MISCELLANEOUS ACTIONS

A. SUMMER SCHOOL

Name/Assignment Site Effective Dates

NONE
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IV. INSTRUCTIONAL MISCELLANEOUS ACTIONS 2018-2019

B. COMMUNITY EDUCATION

Appointments

NONE
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IV. INSTRUCTIONAL MISCELLANEOUS ACTIONS 2018-2019

C. ADULT EDUCATION

Appointments

NONE
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V. INSTRUCTIONAL SUBSTITUTE TEACHER ACTIONS 2018-2019

A. SUBSTITUTE TEACHER APPROVAL

Appointments

NONE
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V1. Support Actions

2018-19

A. APPOINTMENT

Name/Assignment

| Site

Action/Effective

0.8

0.8

0.9

0.9

0.8

ACOSTA, MARIAV

OHS ESOL CLASSROOM
ASSISTANT

ARRIETA, MARIA ISABEL
OPH CAFE ASSISTANT 6.5
HOURS

AUMAN, DEE ANNA
TES CAFE ASSISTANT 5 HOURS

CADENAS, BEATRIZ ADRIANA
RHS ESOL CLASSROOM
ASSISTANT

CATER, ALESHIA ANNE
OHS CAFE ASSISTANT 4
HOURS

COOPER, DALE GILBERT
OPJ CUSTODIAN

DEJESUS, MA GRACIA M
TBE CAFE ASSISTANT 4 HOURS

DOWNES, WILLIAM
OPH CAFE VAN DRIVER 7
HOURS

HEBB, SHERRY FAYE
WES GENERAL HEALTH
ASSISTA

HILBERT, RUSSELL DALE
KHH CAFE ASSISTANT 4.5
HOURS

HINTON, NADESIA K
OHS CAFE ASSISTANT 5
HOURS

HOLLAND, SHANDA SHAVON
LAE BEHAVIORAL HEALTH
ASST

JAMISON, JEREMIAH ANTHONY
LAE CUSTODIAN

MCKENZIE, DONTRESE
AES CUSTODIAN

MESSER, LILLIAN LORRAINE
WJH CUSTODIAN

MURPHY, MARY A
CHS CAFE ASSISTANT 3
HOURS

MUSSANTE, JODIE D
RVE CAFE ASSISTANT 5.5
HOURS

OCASIO VELAZQUEZ,
ALEJANDRA

OHS CAFE ASSISTANT 4
HOURS

PARAMOURE, REGINALD GUY
FIH COMPUTER LAB
ASSISTANT

PASS, SHARON E
MRE CAFE ASSISTANT 6

OAKLEAF HIGH SC
ORANGE PARK HIG

TYNES ELEMENTAR

RIDGEVIEW HIGH
OAKLEAF HIGH SC

ORANGE PARK JUN

THUNDERBOLT ELE

ORANGE PARK HIG

WILKINSON ELEME

KEYSTONE HEIGHT

OAKLEAF HIGH SC

LAKE ASBURY ELE

LAKE ASBURY ELE

ARGYLE ELEMENTA

WILKINSON JUNIO

CLAY HIGH

RIDGEVIEW ELEME

OAKLEAF HIGH SC

FLEMING ISLAND

MCRAE ELEMENTAR

Effective 2019-01-28

9 MON SU / limited

Effective 2019-02-07
9 MON CA / Annual

Effective 2019-03-04
9 MON CA/ Annual

Effective 2019-02-12
9 MON SU / limited

Effective 2019-02-25
9 MON CA / Annual

Effective 2019-02-14
12 MO SU / Annual

Effective 2019-02-14
9 MON CA / Annual

Effective 2019-03-05
9 MON SU / Re-employed retiree,
AJ/C support

Effective 2019-02-28
9 MON SU / Annual

Effective 2019-02-11
9 MON CA / Annual

Effective 2019-02-20
9 MON CA / Annual

Effective 2019-03-07
9 MON SU / Annual

Effective 2019-02-12
12 MO SU / Annual

Effective 2019-03-07
12 MO SU / Annual

Effective 2019-03-01
12 MO SU / Re-employed retiree,
AJC support

Effective 2019-03-04
9 MON CA / Annual

Effective 2019-02-25
9 MON CA/ Annual

Effective 2019-02-26
9 MON CA / Annual

Effective 2019-02-22
9 MON SU / Annual

Effective 2019-02-28
9 MON CA/ limited
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V1. Support Actions

2018-19

A. APPOINTMENT

Namel/Assignment

Site

Action/Effective

0.8

0.9

HOURS

PILOTO, MAGALY ELEONORA
OHS CAFE ASSISTANT 4

HOURS
ROLLINS, LISA MARIE

MHS LICENSED PRAC NURSE

ROSS, STACIE ANNE

CHE IN SCHOOL SUSPENSION

SANDER, CONNIE SUE
RHS CAFE ASSISTANT 3.25

HOURS
SHEEHAN, JANET M

FIH CAFE ASSISTANT 3.5

HOURS
THEUS, LORI ANNE

RHS SCHOOL SECRETARY 12

MONTH

TROWBRIDGE, BRENDA

CLAYTON

MRE REGISTERED NURSE

VIDAL CORTES, WAYMA IDALYZ
FIH CAFE ASSISTANT 6 HOURS

WHEELER, ADRIANA NICOLE
LJH BEHAVIORAL HEALTH

ASST

WILLIAMSON, JOANNA LOUISE
GCJ CAFE ASSISTANT 3

HOURS

WRIGHT, DEVIN ELAINE

TBE CUSTODIAN

OAKLEAF HIGH SC

MIDDLEBURG HIGH

CLAY HILL ELEME

RIDGEVIEW HIGH

FLEMING ISLAND

RIDGEVIEW HIGH

MCRAE ELEMENTAR

FLEMING ISLAND

LAKESIDE JUNIOR

GREEN COVE SPRI

THUNDERBOLT ELE

Effective 2019-02-12
9 MON CA / Annual

Effective 2019-03-01
9 MON SU / Annual

Effective 2019-02-07
9 MON SU / Annual

Effective 2019-02-11
9 MON CA/ Annual

Effective 2019-02-19
9 MON CA / Annual

Effective 2019-03-20
12 MO SU / Annual

Effective 2019-02-11
10 MONTH / Annual

Effective 2019-02-25
9 MON CA / Annual

Effective 2019-02-26
9 MON SU / Annual

Effective 2019-02-14
9 MON CA/ Annual

Effective 2019-02-27
12 MO SU / Annual
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2018-19
VI. Support Actions

B. RE-APPOINTMENT

: : Name/Assignment Site Contract
0.8 CALLOWAY, AINALIZ THUNDERBOLT ELE 9 MON SU / Multi-Year
TBE GENERAL HEALTH Conditional
ASSISTA
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2018-2019
VI. Support Actions

C. RE-DESIGNATION
o

©
=
o

Name/Assignment

|
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Vi. Support Actions

2018-19

D. TRANSFER

0.8

0.8

Name/Assignment

Site

Previous

BUTLER, KATRINAR

CGE CAFE ASSISTANT 4.75
HOURS

CUNNINGHAM, SHERIE RENEE
LAE CAFE ASSISTANT 6 HOURS

DELANEY, MARY SHERMAN
WJH IN SCHOOL SUSPENSION

JONES, CHRISTOPHER
ANDREW
MNT PAINTER

MAGNUSON, SABRA J
MHS IN SCHOOL SUSPENSION

MOSLEY, MICHAEL D
WJH HEAD CUSTODIAN

SPURRIER, MELISSA ANN
DIS CUSTODIAN

COPPERGATE ELEM

LAKE ASBURY ELE

WILKINSON JUNIO

SUPPORT SVC-MAI

MIDDLEBURG HIGH

WILKINSON JUNIO

DOCTORS INLET E

Effective 2019-02-07

ltransfer from / CGE CAFE
ASSISTANT 3.75 HOURS

Effective 2019-02-25
Itransfer from / GPE CAFE
ASSISTANT 5.5 HOURS

Effective 2019-02-11
ftransfer from / KHH
BEHAVIORAL HEALTH ASST

Effective 2019-03-11
ftransfer from / MNT
WAREHOUSER

Effective 2019-02-19
ftransfer from / ROE GENERAL
ASSISTANT

Effective 2019-02-08
ltransfer from / WJH CUSTODIAN

Effective 2019-02-18
ftransfer from / TES CUSTODIAN
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Vi. Support Actions

2018-19

E. RESIGNATIONS/RETIREMENTS/CONCLUDE EMPLOYMENT

0.8

0.2

0.9

0.8

0.8

0.9

0.8

Name/Assignment

Site

Action/Effective

SPC CUSTODIAN

BELL, ARTHUR LEE
OPH CUSTODIAN

CARTER, LISA SUZANNE

TRN BUS DRIVER

DUGGAN, LAURY CARLA
OLJ MEDIA TECHNICAL ASST

FRANKE, CANDACE JEWEL
RHS CAFE ASSISTANT 3.5

HOURS

GALLOWAY, MARY ANN

IRS ADMINISTRATIVE
SECRETARY

HARRIS, DARRYON BLAKE

AES CUSTODIAN

JACKSON, MARION V
AES CUSTODIAN

JEFFERS, BRITTANY LEE
TRN ESE ASST/BUS MONITOR

KEENER, THERESA
TRN BUS DRIVER

LARKIN, SHELAGH LOUISE

TBE CUSTODIAN

MCLAUGHLIN, KIMBERLY R
MBE IN SCHOOL SUSPENSION

MCLAUGHLIN, KIMBERLY R
MBE TITLE | ASSISTANT

MURPHY, TAMMY KAREN
LJH CAFE ASSISTANT 6 HOURS

RENN, DOREEN E

TBE GENERAL HEALTH

ASSISTA
RYAN, MARY Y

RVE REGISTERED NURSE

SCOTT, AMBER CELESTE
MRE CAFE ASSISTANT 4.25

HOURS

SMOTHERS, ALTHEAY

CGE CUSTODIAN

SOLORZANOQO, ROBERT

RHS CUSTODIAN

SOUVIGNY, TAVIA L
CHE SCHOOL SEC
ADMINISTRATION

TAYLOR, KRISTEN BLAIR

TRN BUS DRIVER

THOMPSON, COREY LAMAR
BLC BEHAVIORAL HEALTH

ASST

VROBEL, AMANDA
GPE SECRETARY

ANDERSON, TELLY SAVULUS SWIMMING PEN CR

ORANGE PARK HIG

TRANSPORTATION

OAKLEAF JUNIOR

RIDGEVIEW HIGH

INSTRUCTIONAL R

ARGYLE ELEMENTA

SUPPORT SVC-PLA

TRANSPORTATION

TRANSPORTATION

THUNDERBOLT ELE

MIDDLEBURG ELEM

MIDDLEBURG ELEM

LAKESIDE JUNIOR

FLEMING ISLAND

RIDGEVIEW ELEME

MCRAE ELEMENTAR

COPPERGATE ELEM

RIDGEVIEW HIGH

CLAY HILL ELEME

TRANSPORTATION

BANNERMAN LEARN

GROVE PARK ELEM

Effective 2019-02-07

RESIGNATION

Effective 2019-01-29
RESIGNATION

Effective 2019-02-21
RETIREMENT

Effective 2019-03-15
RESIGNATION

Effective 2019-03-15
RESIGNATION

Effective 2019-03-15
RESIGNATION

Effective 2019-02-14
RESIGNATION

Effective 2019-03-29
RETIREMENT

Effective 2019-02-22
RESIGNATION

Effective 2019-04-30
RETIREMENT

Effective 2019-03-12
RESIGNATION

Effective 2019-03-15
RESIGNATION

Effective 2019-03-15
RESIGNATION

Effective 2019-02-22

CONCLUDE EMPLOYMENT

Effective 2019-02-24
RESIGNATION

Effective 2019-03-16
RESIGNATION

Effective 2019-02-06
RESIGNATION

Effective 2019-02-07
Conclude Employment

Effective 2019-02-11
RESIGNATION

Effective 2019-03-08
RESIGNATION

Effective 2019-03-08
RESIGNATION

Effective 2019-02-15
RESIGNATION

Effective 2019-02-19
RESIGNATION
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2018-19
VL Support Actions

E. RESIGNATIONS/RETIREMENTS/CONCLUDE EMPLOYMENT

; : Name/Assignment Site : Action/Effective }
0.9 WILSON, PEYTONA OAKLEAF VILLAGE Effective 2019-03-15
OVE GENERAL HEALTH RESIGNATION
ASSISTA
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Vi. Support Actions

2018-19

F. SUPPLEMENT

! Name/Assignment ; Site Previous

0.5 CARVER, ROBERT M OAKLEAF HIGH SC Appointment
OHS BASEBALL JV HD SH
DOWELL, SARAH DANIELLE KEYSTONE HEIGHT Appointment
KHH DOD ACADEMIC CH, STEM
HEINZ, ROBIN COLEMAN TYNES ELEMENTAR Appointment
TES DOD ACADEMIC CH, STEM
KARSHNER-SMITH, MARY LYNN KEYSTONE HEIGHT Appointment
KHH WEIGHTLIFTING HD JH

0.5 SWARTZ, MARK B OAKLEAF HIGH SC Appointment
OHS SWIMMING HD SH
WEISKOPF, RHIANNON M MIDDLEBURG HIGH Appointment

MHS CHEERLEADING VARSITY
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