Berkele BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION
PUBLIC SCHOOLS Human Resources Department

Berkeley Unified School District

TITLE: District Services Assistant | REPORTS TO: Assigned Supervisor
DEPARTMENT/SCHOOL: As Assigned CLASSIFICATION: Non-Administrative
Classified Technical
FAIR LABOR STANDARDS | Non-Exempt WORK YEAR: HOURS: | 12 months/Calendar 2000
ACT CLASSIFICATION: 7.5 hours per day or
| duty days/hours as assigned

APPROVED: SALARY GRADE: ¢ | Schedule: 56

Board Range: 34

Commission

BASIC FUNCTION: % e
Under the direction of an assigned supervisor or administrator; works in support of the safety and security of
district property. Maintains a station for monitoring and. GVEFSIght of ingress/egress pointS‘ V|5|tor control and
package delivery. Patrols district properties on foot reportmg safety and secunty concerns. 7

-

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES: =

e Maintains a station or patrols district property and-adjacent areas; supports the safety and security of staff,
students, personnel, equipment and property by momtormg video surveillance equipment and performing
inspections on foot for unsafe conditions and unauthorized: pef‘sons on and around designated district property.

e Assistin orderly control of i ingress or egress pointsin district bulldmgjs

e Receives packages and dellver(es notifies building staff/personnel onellvery arrival.
Utilizes District phone svstem for I'IOtiﬁcatIOl"IS and alerts. .
Control foot traffic.and prowde securlty at district bulldmgs and functions; may control parking and safe
movement of vehidles in parkmg areas as needed; enforeéDistrlct parking regulations.

e Enforce District policies, procedures, rules and regulatinns regarding safety and security at district sites and
district propertys .. =% '

®  Assist fujst fesponde (police, ﬂre, medlcal) in reSpondmg to and investigating incidents occurring on school

° Def.‘ument prepare and maintaln reports t'oés related to day to day station activity and district premises.

° Reporfgnugual or suspicious a_ct:vutles to include but not limited to; trespassing, loitering, vandalizing and other
criminal activities; assure visito'{ision District properties have appropriate permits.

e Provide information and respond to inquiries from visitors, staff and students.

e Report fire and" Safety hazards; notate fire and burglar alarms; summon and communicate with police and fire
department personnei as needed

e Operate a computer, A hahd held radio, video monitoring equipment, and other job-related equipment.

e Perform related dutleg as assigned.




