MEETING DATE: 01/28/08

AGENDA ITEM: Consideration of Approval of the Revised Classification
Specification for Senior and Social Services Supervisor.

ATTACHMENT
Pages
1. Revised Classification Specification for Senior and Social 1-4
Services Supervisor.
2. 12/05/07 Excerpt of Draft Civil Service Commission Meeting 5

Minutes



ATTACHMENT 1

Cubvercrr

PERSONNEL DEPARTMENT

Occupants of this BB classification are in the classified service. This first line
classucatlon is responS|bIe for organizing and supervising the day-to-day

3  eemmumty—and Social Services provided-at-the-City's-SeniorGitizen

This position reports to the Senior and Social Services Manager. Res onsibilities include

Su erwsnonof Semer-and—SeehaLSemees—Speelal&s—and#aﬂDnver

The following tasks are essential for this position. Incumbents in this classification may not
perform all of these tasks, or may perform similar related tasks not listed here.

multiple—services—and—programs—to-the members—and-the—community residents: Plans,
schedules, and supervises community B ond social services programs provided —
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5. Maintains a

training,

6. Enforces the — Semor szen& Center pohmes and

proceduresl
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Page 3 — Senior and Social Services Supervisor

1. Responds to high-volume-of inquiries and public service needs by conducting interviews with
community residents and Senior Center members and performing the services of counselor,
medlator and problem solver g WeeHad

Community @

Gounseling-and Programs development g

in both verbal and wrltten form.
document—information and prepare proposals and S

. Communicate effectivel
Conduct research,

I » . , 3 | II " | _
Manage-and-exercise-interpersonal-skills “ with a diverse socio-economic and cultural
population Wi i ing-listeni i ‘ ;
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Page 4 — Senior and Social Services Supervisor

courtesy, alertness for safety, and compassnon Aet—as-a—eemmumty—retattens—FepFesentatwe

Aet—as—a—eemmumty—relaﬂens Representatwe—ﬂfe\c the Division on public forums in a

_professional manner.

. Interpret, understand and effectil ppIy service programs while complying with e
Bl regulations.

Possession of a valid California Class C driver’s license.

Any combination equivalent to training and experience that could likely provide the required
knowledge, skills, and abilities would be qualifying. A typical way to obtain the knowledge,
skills, and abilities would be: a Bachelors Deree from an accredited college or university in
recreatlonl of gerontology, Gk T } and four years of
professional exenence |n recreatlon
years |n a . |

Require mobility of arms to reach and dexterity of hands to grasp and manipulate small
objects. Lower body mobility may not be required.

. Perform lifting, pushing and/or pulling not to exceed 50 pounds and is an infrequent aspect
of the job.

. Is subject to office environmental conditions.

. May be required to work evenings or weekends and/or to travel within and out of City
boundaries to attend meetings.
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ATTACHMENT 2

REGULAR MEETING OF THE December 5, 2007
CIVIL SERVICE COMMISSION 7:00 P.M.
CITY OF CULVER CITY, CALIFORNIA

Call to Order & Roll Call

The meeting of the Civil Service Commission was called to order
at 7:03 P.M.

Present: Chair Sandy Stivers
Vice Chair Michael Whitaker
Commissioner Vincent Motyl
Commissioner Sharon Zeitlin
Commissioner Dan Gallagher

o0o
Action Items (Excerpt)

Item A-5

SENIOR AND SOCIAL SERVICES SUPERVISOR: REVISED CLASSIFICATION
SPECIFICATION AND RECRUITMENT BULLETIN

Mary Ortiz gave an overview of the staff report.

FOLLOWING DISCUSSION, IT WAS MOVED BY COMMISSIONER GALLAGHER,
SECONDED BY COMMISSIONER ZEITLIN AND UNANIMOUSLY CARRIED, THAT
THE CIVIL SERVICE COMMISSION APPROVE ACTION ITEM NUMBER A-5.

o0o

Minutes Approved: Minutes to be submitted for approval on
January 2, 2008

Serena Wright
PERSONNEL & EMPLOYEE RELATIONS DIRECTOR of the City of Culver
City, California
SECRETARY TO THE CIVIL SERVICE COMMISSION of the
City of Culver City, California



