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Locally Funded California Charter School 
RIVERSIDE PREPARATORY SCHOOL 

19175 Third Street / 19900 National Trails Highway, Oro Grande, CA 
 

Meeting to be held at Oro Grande Conference Center 
 19900 National Trails Hwy., Oro Grande, CA 92368 

 
REGULAR BOARD MEETING AGENDA 

April 7, 2021 
Immediately following the Oro Grande Elementary School District regular board meeting  

 
 

1.0 CALL TO ORDER 
 

2.0 COMMENTS FROM ATTENDING PUBLIC 
This is an opportunity for citizens to address the school board on any item that is on 
the agenda and other school related matters, or suggest topics for future agendas.  
With regards to items not on the agenda, the Board cannot discuss or take action per 
state law. 
 
Speakers who wish to address the Board must fill out and return a Speaker’s Card 
prior to the beginning of the meeting.  Speakers shall limit their comments to three 
minutes or less.  Charges or complaints against employees should be submitted first 
to the Superintendent and then to the Governing Board under the provisions of the 
Governing Board Policy (BP 1312.1 Complaints Concerning School Employees).  
Speakers are cautioned that under California Law, no person is immune from 
liability for making intentionally false or defamatory comments regarding any 
person simply because those comments are made at a public meeting. 
 
Should the need arise to move this meeting to a virtual platform (Executive Order N-
29-20) please email maggie_franco@orogrande.org for more information.  
 
PLEASE LIMIT COMMENTS TO THREE MINUTES PER INDIVIDUAL.  TOTAL TIME FOR PUBLIC 
INPUT ON EACH ITEM IS LIMITED TO 12 MINUTES. 
 

3.0 CONSENT ITEMS 
3.1 Approves Minutes of March 3, 2021 regular board meeting. 
3.2 Approve RPS April’s Personnel Report. 
3.3 Approve the change of funding from local to direct funded for Riverside 

Preparatory School (charter) for the 2021-2022 school year. 
3.4 Approve/adopt the course name Emergent Bilingual Development to replace 

English Language Development and reflect the district's asset-based mindset. 
3.5 Approve entering into a Memorandum of Understanding with Brandman 

University to provide concurrent enrollment for students not to exceed 

mailto:maggie_franco@orogrande.org
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$65,000 for tuition, fees, and instructional materials in support of Goal 4 of 
LCAP.. 

3.6 Approve entering into a Memorandum of Understanding with Victor Valley 
College to provide concurrent enrollment for students not to exceed $5,000 
to cover instructional materials in support of Goal 4 of LCAP. 
 
Motion __________   Second __________   Vote ________ 
 
** Consent Items may be moved to the Action Items 5.4 for separate action and discussion at 
the request of the Board of Trustees. 
 

4.0 2021-2022 ENROLLMENT LOTTERY 
The Board of Directors will conduct an enrollment lottery for grades 1st through 
12th for Riverside Preparatory School – school year 2021-2022. Parent/Legal 
Guardian attendance during lottery is not mandatory. Invitations to attend Riverside 
Preparatory School will begin over summer. Parent/Legal Guardians are 
encouraged to make sure to keep their contact information updated with the 
enrollment office.  
 

5.0 ACTION ITEM(s) (As required by law or requested by the Board of Directors) 
5.1 The Board of Directors will consider approving the following new courses 

beginning in the 2021-22 school year: Dance and Ethnic Studies. 
 
Motion __________   Second __________   Vote ________ 
 

5.2 The Board of Directors will consider approving the following positions and 
job descriptions: Assistant Director of Instructional Programs, Manager II - 
College and Career Support Specialist, Reading Support Teacher and 
Administrative Assistant IV - District Office.  
 
Motion __________   Second __________   Vote ________ 
 

5.3 The Board of Directors will consider approving adjustments to the following 
salary schedules as presented effective July 1, 2021: 
5.3.1 Classified Hourly 
5.3.2 Classified Management 

 
Motion __________   Second __________   Vote ________ 
 

5.4 Reserved for any item a board member/director requests to be moved to 
Action Item from the Consent Items listed above. 

6.0 FUTURE BUSINESS 
6.1 The next board meeting of the Riverside Preparatory School Board of 

Directors will be held on May 5, 2021 immediately following the Oro Grande 
School District regular board meeting at the Oro Grande School District – 
Conference Center, 19900 National Trails Hwy., Oro Grande, CA 92368 or via 
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Zoom if needed. 
 

7.0 ADJOURNMENT 
7.1 Time _______________ 

 
Motion __________   Second __________   Vote _________ 

 
 
 
 
Date Posted: April 2, 2021 
“Public records related to the public session agenda, that are distributed to the Governing Board less than 72 hours before a 
regular meeting, may be inspected by the public at Oro Grande School District, 19900 National Trails Hwy., Oro Grande, CA 
92368, during regular business hours (7:00 a.m. to 4:00 p.m.).”  For more information contact Maggie Franco at (760) 243-
5884 x-123. 
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Locally Funded California Charter School 
RIVERSIDE PREPARATORY SCHOOL 

19175 Third Street / 19900 National Trails Highway, Oro Grande, CA 
 

Meeting was held at Oro Grande Conference Center 
 19900 National Trails Hwy., Oro Grande, CA 92368 

 
REGULAR BOARD MEETING MINUTES 

March 3, 2021 
 
 

1.0 CALL TO ORDER 
Board President, Mrs. Marlene Henry called the meeting to order at 8:21 p.m. 
 
MEMBERS PRESENT:    
Mrs. Marlene Henry, President   
Mrs. Edna Rodriguez, Member 
Mrs. Paula Ramirez, Clerk  
 
OTHERS PRESENT:   
Dr. Heather Griggs   Dr. Kimberly MacKinney  
Mr. Terry Colvin   Mr. Bill Flynn 
Mrs. Maggie Franco   Mr. Shawn Bell 
Mrs. Cyndi Reeves   Dr. Minda Stackelhouse 
Ms. Cynthia Simonian   Mrs. Heather Vennes 
Ms. Julie Gonzales   Mr. Kevin Trudgeon 
Mrs. Kyla Rivera    
 

2.0 HEARING FROM THE AUDIENCE ON CLOSED SESSION ITEMS 
 
There were no comments. 

 
3.0 CLOSED SESSION 

 
Pursuant to Government Code Section 54957 et seq., the Board of Trustees may 
adjourn to Closed Session at any time during the meeting to discuss staff/student 
personnel matters, negotiations, litigation, and/or the acquisition of land or facilities.  
The Board will adjourn to Closed Session to discuss and may take action on the 
following closed session items: 
 
3.1 Public Employee Assignment / Discipline/ Dismissal/Release 

/Reassignment/ Transfer for Employee – Government Code section 
54957; Ed Code 44932(a); Section (a), Section (c), and Section (g) 
3.1.1 Employee #1599 
3.1.2 Employee #1453 
3.1.3 Employee #604 
3.1.4 Employee #1213 
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Motion was made by Mrs. Edna Rodriguez and seconded by Mrs. Paula Ramirez to 
adjourn into Closed Session at 8:21 p.m. Motion carried 3-0. 
 
Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

4.0 RECONVENE IN OPEN SESSION AT APPROXIMATELY 7:00 P.M. 
 
Motion was made by Mrs. Paula Ramirez and seconded by Mrs. Paula Ramirez to 
adjourn back into Open Session at 8:54 p.m. Motion carried 3-0. 
 
Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

5.0 REPORTING OUT OF CLOSED SESSION ACTION 
 
Board President, Mrs. Marlene Henry stated that there was nothing to report out of 
Closed Session. 
 

6.0 COMMENTS FROM ATTENDING PUBLIC 
 
There was one (1) comment card received from Ms. Cynthia Simonian. Ms. Simonian 
addressed the board with concerns regarding Action Item 8.1 and asked that they 
reconsider and not approve such item.  
 

7.0 CONSENT ITEMS 
7.1 Approves Minutes of February 3, 2021 regular board meeting. 
7.2 Approve RPS March’s Personnel Report. 

 
Motion was made by Mrs. Edna Rodriguez and seconded by Mrs. Marlene Henry 
to approve Consent Items as presented. Motion carried 3-0. 
 
Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

8.0 ACTION ITEM(s) (As required by law or requested by the Board of Directors) 
8.1 The Board of Directors will consider approving/adopting Resolution No. 01-

2020/2021, Resolution to Reduce or Discontinue Particular Kinds of 
Certificated Services.  
 
Motion was made by Mrs. Edna Rodriguez and seconded by Mrs. Marlene Henry 
to approve Action Item 8.1. Motion carried 2-0-1. 
 
Ayes: Mrs. Marlene Henry and Mrs. Edna Rodriguez 
Abstain: Mrs. Paula Ramirez 
 

8.2 The Board of Directors will consider approving the following employees for 
non-renewal of employment: 
8.2.1 Employee #1599 
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8.2.2 Employee #1453 
8.2.3 Employee #604 
8.2.4 Employee #1213 

 
Motion was made by Mrs. Edna Rodriguez and seconded by Mrs. Marlene Henry 
to approve Action Item 8.2. Motion carried 2-0-1. 
 
Ayes: Mrs. Marlene Henry and Mrs. Edna Rodriguez 
Abstain: Mrs. Paula Ramirez 
 

8.3 The Board of Director will consider approving the Second Interim Financial Report 
and adopting a Positive Certification indicating Riverside Preparatory School is 
able to meet its financial obligations for the 2020/2021, 2021/2022 and 
2022/2023 school years.  
 
Motion was made by Mrs. Marlene Henry and seconded by Mrs. Edna Rodriguez 
to approve Action Item 8.3. Motion carried 3-0. 
 
Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

8.4 The Board of Directors will consider approving the acceleration of Riverside 
Prep. Elementary School student #7598 from TK to Kindergarten for the  2020-
2021 school year. 
 
Motion was made by Mrs. Marlene Henry and seconded by Mrs. Edna Rodriguez 
to approve Action Item 8.4. Motion carried 3-0. 
 
Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

8.5 The Board of Directors will consider approving a 5% increase effective July 1, 
2021 for all Classified and Certificated salary schedules. 
 
Motion was made by Mrs. Edna Rodriguez and seconded by Mrs. Paula Ramirez 
to approve Action Item 8.5. Motion carried 3-0. 
 
Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

8.6 The Board of Directors will consider approving increases to Health and Welfare 
Charter Contribution CAPs for Certificated and Classified employees effective 
July 1, 2021 as follows: Regular Full-Time Employees from $875 per month to 
$1,000 per month, Regular Part-Time Employees from $230 per month to $300 
per month. 

 
Motion was made by Mrs. Marlene Henry and seconded by Mrs. Edna Rodriguez 
to approve Action Item 8.6. Motion carried 3-0. 
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Ayes: Mrs. Marlene Henry, Mrs. Paula Ramirez, and Mrs. Edna Rodriguez 
 

8.7 No items.  
 

9.0 FUTURE BUSINESS 
9.1 The next board meeting of the Riverside Preparatory School Board of Directors 

will be held on April 7, 2021 immediately following the Oro Grande School 
District regular board meeting at the Oro Grande School District – Conference 
Center, 19900 National Trails Hwy., Oro Grande, CA 92368 or via Zoom if 
needed. 
 

10.0 ADJOURNMENT 
10.1 There being no further business, motion was made by Mrs. Paula Ramirez and 

seconded by Mrs. Edna Rodriguez to adjourn meeting at 9:02 p.m. Motion 
carried 3-0. 
 
 

 
 
 
 
 

 
 

Date Approved   Clerk/Secretary to the Board 
 
 
 

 



 
Oro Grande School District 
            

 Heather Griggs, Ed.D. 
Superintendent 

 

PO BOX 386 / 19900 National Trails Hwy., Oro Grande, California 92368 (760) 243-5884  
BOARD OF EDUCATION 

Marlene Henry, President · Edna Rodriguez, Clerk ·Paula Ramirez , Member 
 
 
 
 

 

April 8, 2021 

 

San Bernardino County Office of Education 

601 North E St. 
San Bernardino, CA 92415-0020 

 

San Bernardino County Office of Education Fiscal Services; 
 

Pursuant to Education Code (EC) Section 47605(k)(1), Riverside Preparatory School (CDS Code : 36 
67827 0113928, Charter #855) is electing to receive its funding directly, in lieu of having it disbursed 
through the local educational agency, Oro Grande Elementary School District. Both Riverside 
Preparatory and Oro Grande Elementary School District wish to continue to have all funds deposited 
into Fund 08 under Oro Grande Elementary School District. 
 

We are informing the San Bernardino County Office of Education of our request for this funding 
change to occur for the 2021-2022 school year. We are requesting that this apply to all funding that 
the charter school is eligible to receive. 
 

Respectfully,  
 

Mr. Eugene Titus 

Secondary Principal 
Riverside Preparatory School 
(760) 243-4136 Ext. 402 

 

William Flynn  
Assistant Superintendent Business Services  
Oro Grande Elementary School District  
(760) 243-5884 ext. 189 

 

 
 
 















































Oro Grande School District
Job Description

TITLE: Assistant Director, Instructional Programs

REPORTS TO: Executive Director, Instructional Services

SALARY: Certificated Management Range D

WORK YEAR: 210 days

DESCRIPTION: The position of Assistant Director, Instructional Programs, is under the direct

supervision of the Executive Director, Instructional Services. This position will coordinate the

district’s instructional  program and services to students and families in seat-time and Riverside

Preparatory Independent study programs.

PERFORMANCE RESPONSIBILITIES (ESSENTIAL FUNCTIONS):

● Manages Independent Studies Program as part of the seat-time campuses including

supervising and evaluating teachers; working closely with counselors and teachers to

ensure accurate recordkeeping of courses and credits to guide students in their academic

programs; keeping accurate records of student attendance and course completions; serving

as the lead for all behavioral and social emotional needs of the students; acting as liaison

with the site administration to keep them informed of relevant data and program status;

collaborating with other administrators and instructional staff to develop, revise and

update curriculum as needed; overseeing the ordering of books, office supplies and

curriculum-related materials; training new teachers and organizing and maintaining

systems for communication.

● Monitors and assists with program and services mandates, timeline requirements and

issues to ensure compliance with regulations related to independent study programs

● Develops and provides professional development and training for teachers, instructional

support staff, administrators, and families.

● Supports in the training and development of the district coordinators.

● Operates as the lead learner for coordinators to support district wide professional

development for all programs.

● Ability to integrate technology into instruction. Demonstrated ability to meet needs of

learners is required.  Ability to work with teachers, staff and the administration in a

collaborative, productive, and supportive manner.

● Gathers required data and prepares accurate reports as part of assigned duties.

● Assists with reviews and refinements of curriculum by developing, selecting and acquiring

instructional materials appropriate for supporting independent students.

● Attends meetings and conferences as related to areas assigned and disseminates

information to site and district staff.

● Keeps abreast of latest educational research, regulations, materials and processes in

assigned areas of responsibility.

Assistant Director - Instructional Programs 3/2021



Oro Grande School District
Job Description

● Demonstrates a working knowledge of effective instructional practices.

● Demonstrates a working knowledge of the district strategic plan and site single plans for

student achievement.

● Participates as a member of the Educational Services team for problem solving and

coordination of TK-12 programs, district policies and division services.

● Collaborates with Special Education and Multilingual Services for identified students.

● Performs other duties as required.

Minimum Qualifications - Credentials, Education, Experience: 
● California Clear/Valid Single Subject Teaching Credential or a Clear/Valid Multiple Subject

Teaching Credential.
● Must possess or be eligible for California Administrative Services credential
● Valid California English Learner (EL) Authorization
● Hold a valid California Driver's License.
● Fingerprint clearance must clear within 30 calendar days. 
● Bachelor's Degree from accredited college(s) or universities
● Master's Degree preferred
● Minimum 5 years of highly successful teaching experience, including classroom experience.
● Successfully held leadership roles as a teacher and or a school administrator.
● Demonstrated experience and success in mentoring new teachers.
● Prefer public traditional school educational, charter school educational, or alternative

educational school experience.

Physical Requirements: The physical demands described herein are representative of those
that must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions. May include:
● Sitting for extended periods.
● Fine manual dexterity.
● Talking and hearing and understanding speech at reasonable volume.
● Near and far visual acuity/depth perception/color vision/field of vision.
● Ability to lift, carry, push and/or pull up to 20 pounds.
● Reading printed matter and computer screens.
● Ability to communicate so others will be able to clearly understand a normal conversation.
● Bending, twisting, stooping and reaching.
● Independently travel to all Oro Grande School District school sites, including Mojave River

Academy Schools locations.

Assistant Director - Instructional Programs 3/2021



Oro Grande School District
Manager II - College and Career Support Specialist

Job Description

TITLE: Manager II College and Career Support Specialist
REPORTS TO: Executive Director of Instructional Services
Salary Schedule: Classified Management Salary Schedule.
Range: (N) Step 1: $59,987  Step 10: $77,599
Classification: Classified Management. Full Time Employee
Contract Days: 222
Non Contract: 14
Vacation Days: 12
Holidays: 13 (Embedded)
Total Paid Days: 247
DESCRIPTION: Under direction of the Executive Director of Instructional Services the College and
Career Support Specialist will oversee all college courses and CTE programs.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Process all transcript requests and graduation verifications
· Coordinate all of the testing for high school (PSAT, ASVAB, AP, SAT/SSD disability, CAST & CAASPP)
· Act as liaison between OG and colleges and universities for future course requests, syllabus requests,
instructional materials, and advisory meetings
· College/University assignment, on boarding, and introductions to Site Administration and Teachers
· Maintain current records of students enrolled in college courses
· Maintain projected lists of students that want to enroll in upcoming college courses
· Work with the district’s counselors to ensure proper course progression and build student portfolios that
identify the student’s goals for college and career readiness.
· Insure proper training for counselors contracted to teach online courses
· On board district teachers for their support roles.
· Maintain current records of students' ongoing progress within each college course.
· Support district’s teachers with students that are not passing the college course.
· Help publicize student success within the college courses
· Insure college courses are properly weighted on HS transcripts and that students are receiving correct credit
for college courses on transcripts
· Serve as the contact for outside agencies that are inquiring about college course credit on transcripts
· Work with site administration and counselors to create master schedule for college and university courses
offered on campus
· Work with and collaborate with school staff to plan university/college tours/visits
· Plan, support, and implement parent college informational sessions including financial aid, college
applications, and post-secondary plans.
· Provide quarterly college and career results report to give to Executive Director of Instruction
· Support the Executive Director on Pathway planning, creation, and expansion.
· Support budget development for College and Career programs
· Act a the liaison for CTE curriculum building between district, schools, and colleges
· Process work permits and provide work experience support to students
· Act as a liaison between schools and businesses, helping to set-up or serve on advisory panels as determined
by the Executive Director
· Creates reqs and orders for programs as needed

Oro Grande School District - Manager II - College and Career Support Specialist
Page 1 of 3



· Other duties as assigned

Physical Requirements:

The physical demands described herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. May include:
· Sitting for extended periods.
· Fine manual dexterity.
· Talking and hearing and understanding speech at reasonable volume.
· Near and far visual acuity/depth perception/color vision/field of vision.
· Ability to lift, carry, push and/or pull up to 20 pounds.
· Reading printed matter and computer screens.
· Ability to communicate so others will be able to clearly understand a normal conversation.
· Bending, twisting, stooping and reaching.
· Independently travel to all Oro Grande School District school sites and all Mojave River Academy Schools
Learning Centers.

Skills:

· Ability to communicate to multiple stakeholder groups
· Depth of understanding A-G criteria
· Depth of understanding in high school graduation requirements
· Knowledge of master schedule creation
· Aeries, Pathways and/or other SIS systems
· Knowledge of Financial 2000

Physical Requirements:

The physical demands described herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. May include:
· Sitting for extended periods.
· Fine manual dexterity.
· Talking and hearing and understanding speech at reasonable volume.
· Near and far visual acuity/depth perception/color vision/field of vision.
· Ability to lift, carry, push and/or pull up to 20 pounds.
· Reading printed matter and computer screens.
· Ability to communicate so others will be able to clearly understand a normal conversation.
· Bending, twisting, stooping and reaching.
· Independently travel to all Oro Grande School District school sites and all Mojave River Academy Schools
Learning Centers.

Ability to:

· Work efficiently and independently in an office setting.
· Operate office equipment
· Perform business math calculations with accuracy
· Understand and carry out oral and written instructions
· Able to conduct verbal conversation in English and/or Spanish (preferred but not required)
· Establish and maintain effective relationships with those contacted in the course of your duties

Oro Grande School District - Manager II - College and Career Support Specialist
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· Maintain work pace appropriate to given workload and meet required deadlines
· Perform other duties as assigned.

Knowledge of:

· ARIES and Pathways student information system and other school related programs
· Financial 2000, Google Suite and Microsoft Office.
· Modern office equipment, procedures and computer equipment
· Business math
· Office Memo Writing

Education:

· Graduation from High School or equivalent

Oro Grande School District - Manager II - College and Career Support Specialist
Page 3 of 3



Oro Grande School District
Teacher - Reading Support

Job Description

Title: Teacher - Reading Support
Reports To:  Site Principal
Salary:  Certificated Teacher
Classification: Certificated Teacher - Reading SUpport
Work Year: 185

Evaluation:
Performance of this employee will be evaluated by the Principal or designee in accordance with
provisions of the Board’s policy on Evaluation of Professional Personnel.

Position Description:
Work with small groups of children identified as needing additional support in Reading. Work

closely with Educational Services, site administration and faculty, as well as parents, to ensure

student learning and academic success.

Duties and Responsibilities: (Essential Job Functions):
● Assess students and identify children needing additional literacy support

● Design and implement reading academic interventions using research-based methodology.

● Communicate with school personnel and families regarding reading levels progress.

● Gather, compile, and disaggregate data; and link that data to student learning and

instruction.

● Differentiate  and provide targeted instruction based on assessment data.

● Document interventions and student progress.

● Develop and implement lesson plans that fulfill the requirements of district’s curriculum

program

● Plan and use appropriate instructional and learning strategies, activities, materials, and

equipment that reflect understanding of the learning styles and needs of students

assigned.

● Work with other members of staff to determine instructional goals, objectives, and

methods according to district requirements.

● Use technology to strengthen the teaching/learning process.

● Help students analyze and improve study methods and habits.

● Create classroom environment conducive to learning and appropriate for the physical,

social, and emotional development of students.

● Participate in staff development activities to improve job-related skills.

● Compile, maintain, and file all reports, records, and other documents required.

● Attend and participate in faculty meetings and serve on staff committees as required



● Perform Other Duties as assigned aligned to providing support to the instructional program

Knowledge of:
● California Standards for the Teaching Profession
● Knowledge of early literacy development and foundations of literacy, such as letter-naming

fluency, phoneme segmentation, and comprehension strategies.

● General knowledge of curriculum and instruction

● California Content Literacy Standards
● Effective Teaching and Classroom Management Strategies
● Public speaking and public relations, principles and practices.
● Modern office procedures, methods and computer equipment.

Ability to:
● Work a flexible schedule, including nights and weekends as necessary.
● Maintain insurability by District Liability Insurance Carrier.
● Gather, organize, analyze, evaluate and interpret data.
● Establish and maintain cooperative and effective working relationships with others.
● Properly interpret and make decisions in accordance with school district regulations, laws,

regulations and policies.
● Recommend improvements in operations, rules, regulations and policies.
● Understand and follow oral and written instructions.
● Provide effective district representation at events and meetings.
● Research pertinent rules, processes, procedures, Federal, State, local laws and ordinances,

Education Code, regulations and policies.
● Perform other duties as assigned.

Physical Requirements:
● Sitting, standing and driving for extended periods.
● Fine manual dexterity.
● Talking and hearing and understanding speech at a reasonable volume.
● Near and far visual acuity/depth perception/color vision/field of vision.
● Ability to lift, carry, push and/or pull up to 20 pounds.
● Reading printed matter and computer screens.
● Ability to communicate so others will be able to clearly understand a normal conversation.

Minimum Qualifications, Credentials, Education and Experience:
Credentials: 
● Clear/Valid Single Subject Teaching Credential or a Clear/Valid Multiple Subject Teaching

Credential.
● A valid Clear California English Language Learner (ELL) Authorization and Crosscultural

Language Acquisition Development (CLAD) Certificate.
● Reading/Literacy Certification Preferred



Education:  
● Bachelor's Degree from accredited college(s) or universities.
● Master’s degree from accredited college(s) or universities preferred

Experience: 
● Minimum 3 years of successful teaching experience with satisfactory evaluations.
● Reading/Literacy Instruction and Training Preferred



Oro Grande School District
Job Description

Administrative Assistant IV - District Office: Educational Services

TITLE: ADMINISTRATIVE ASSISTANT IV - District Office: Educational Services:
REPORTS TO: Assistant Superintendent or Department Leads
Salary Schedule: Classified Hourly Salary Schedule.
Range:(R)  Step 1: $22.51  Step 10: $29.51
Classification: Classified Hourly. Full Time Employee
Contract Days: 236
Vacation Days: 12
Holidays: 13 (Embedded)
Total Paid Days: 261

DESCRIPTION: Under direction of the Assistant Superintendent and/or Division leads, the Administrative
Assistant IV - District Office: Educational Services performs highly skilled, complex and confidential secretarial and
administrative support duties, organizes and coordinates communications, and executes office activities to ensure
efficient clerical operations including, but not limited to: financial transactions, personnel data, and other sensitive
information.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Prepare reports and correspondence for supervisors; research, compile, and organize materials and information.  
· Maintain confidential records and information as appropriate by the Assistant Superintendent and/or division
leads.
· Order and maintain division supplies, including day to day needs, events, and projects. 
· Process and monitor all division employee requests involving other divisions and departments
· Maintain the Assistant Superintendent’s calendar and the division’s master departmental calendar of events,
meetings, conferences, trainings, and travel
· Facilitate division and department meeting set-up, including facilities requests, refreshments, agenda, invites, and
materials including Principals’ meetings.
· Attend meetings, keeping corresponding records and minutes as needed. 
· Manage all conference/travel requests for Educational Services and school sites.
· Facilitate interdepartmental and interorganizational communication regarding Educational Services
· Assist with compiling/reconciliation backup documentation for monthly Cal Card statements.
· Coordinate the planning, organization and set-up needed for large-scale events including: New Teacher
Onboarding, Summer/Winter Management, textbook adoptions, and Fall/Spring Symposiums
· Prepare, maintain, and finalize requisitions/purchase orders in Financial 2000.  Run monthly division budget
reports and provide analysis and follow-up as needed.
· Manage all graduation requirement waivers communicate with the appropriate site counselors and maintain
department record once approved.
· Coordinate with school site administration, Riverside Preparatory School and Mojave River Academy, to order
instructional materials, resources, and licenses.
· Compose, send, and maintain compliance records for monthly communications and safety bulletins.
· Assist with textbook adoption process including vendors, committee meetings, contracts, communications, and
public viewing.
· Communicate with the County Office of Education regarding contracts, MOUs and reports.
· Prepare and submit mileage reimbursements and timesheets for Educational Services programs.
· Provide Attendance Clerk training for sites: enrollment, attendance, reporting and troubleshooting.
· Assist division leads with upcoming tasks, reports and procedural handbooks.

Administrative Assistant IV - District Office: Educational Services

1 or 2



· Assist with the creation, submission and collection of local, state, and federal surveys.
· Other duties/special projects as assigned.

Physical Requirements:

The physical demands described herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. May include:
· Sitting for extended periods.
· Fine manual dexterity.
· Talking and hearing and understanding speech at reasonable volume.
· Near and far visual acuity/depth perception/color vision/field of vision.
· Ability to lift, carry, push and/or pull up to 20 pounds.
· Reading printed matter and computer screens.
· Ability to communicate so others will be able to clearly understand a normal conversation.
· Bending, twisting, stooping and reaching.
· Independently travel to all Oro Grande School District school sites and all Mojave River Academy Schools Learning
Centers.

Ability to:

· Work efficiently and independently in an office setting.
· Operate office equipment
· Perform business math calculations with accuracy
· Understand and carry out oral and written instructions
· Able to conduct verbal conversation in English and/or Spanish (preferred but not required)
· Establish and maintain effective relationships with those contacted in the course of your duties
· Maintain work pace appropriate to given workload and meet required deadlines
· Perform other duties as assigned.

Knowledge of:

· ARIES and Pathways student information system and other school related programs
· Financial 2000, Google Suite and Microsoft Office.
· Modern office equipment, procedures and computer equipment
· Business math
· Office Memo Writing

Education:

· Graduation from High School or equivalent

Administrative Assistant IV - District Office: Educational Services
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Oro Grande School District
Mojave River Academy Schools - Riverside Preparatory School
2021/2022 Classified Hourly Pay Schedule

Steps
Range Position(s) 1 2 3 4 5 6 7 8 9 10

A1 $14.70 $14.85 $15.36 $15.91 $16.46
B $14.70 $14.70 $14.70 $14.70 $14.97 $15.50 $16.04 $16.60 $17.18 $17.78
C Proctor, Tutor $15.00 $15.11 $15.41 $15.88 $16.35 $16.93 $17.52 $18.13 $18.76 $19.42
D Administrative Assistant I $15.30 $15.60 $15.91 $16.39 $16.88 $17.47 $18.08 $18.72 $19.37 $20.05
E Nutrition Services Worker $16.17 $16.50 $16.83 $17.33 $17.85 $18.48 $19.12 $19.80 $20.49 $21.21
F $16.93 $17.26 $17.61 $18.14 $18.68 $19.34 $20.02 $20.72 $21.44 $22.19

G Clerk I - Attendance, Clerk I - Reception, General Purpose Worker I - Custodian, Instructional 
Assistant, Nutrition Services Production Assembler $17.66 $18.01 $18.37 $18.92 $19.49 $20.17 $20.88 $21.61 $22.37 $23.15

H Clerk II - Enrollment, Translator, Administrative Assistant II, Administrative Assistant II - 
Translator & Family Engagement $18.02 $18.38 $18.75 $19.31 $19.89 $20.58 $21.30 $22.05 $22.82 $23.62

I $18.45 $18.83 $19.21 $19.78 $20.38 $21.09 $21.82 $22.58 $23.37 $24.19
J General Purpose Worker II - Lead Custodian/Maintenance $19.18 $19.56 $19.95 $20.55 $21.16 $21.91 $22.67 $23.47 $24.29 $25.14
K Nutrition Services Driver, ASB Bookkeeper $19.78 $20.17 $20.57 $21.18 $21.83 $22.59 $23.38 $24.20 $25.05 $25.92
L $20.60 $21.01 $21.43 $22.07 $22.74 $23.52 $24.35 $25.20 $26.09 $27.00
M Nutrition Services Lead $21.06 $21.49 $21.92 $22.57 $23.25 $24.07 $24.91 $25.78 $26.68 $27.62

O Instructional Assistant II (GF), General Purpose Worker III, Bus Driver, Administrative Assistant 
III - School Secretary, Personel Technician, Project Coordinator $21.48 $21.92 $22.35 $23.02 $23.71 $24.54 $25.40 $26.30 $27.22 $28.17

Q $22.48 $22.93 $23.39 $24.09 $24.82 $25.68 $26.58 $27.52 $28.48 $29.48
R General Purpose Worker IV - HVAC Technician, Dispatcher $23.63 $24.10 $24.59 $25.32 $26.09 $26.99 $27.94 $28.92 $29.93 $30.98

S Specialist - Accounting, Specialist - Payroll, Administrative Assistant IV - District Office, Nutrition 
Services Chef $24.78 $25.27 $25.78 $26.56 $27.35 $28.30 $29.30 $30.32 $31.39 $32.48

U Speech Assistant, Health Services Technician - LVN $26.00 $26.52 $27.06 $27.87 $28.70 $29.70 $30.75 $31.82 $32.93 $34.09
V Network Technician, Database Analyst $26.78 $27.32 $27.87 $28.70 $29.56 $30.59 $31.67 $32.78 $33.92 $35.11
W $29.69 $30.29 $30.89 $31.82 $32.77 $33.92 $35.11 $36.34 $37.61 $38.93
X $33.74 $34.42 $35.11 $36.16 $37.25 $38.55 $39.90 $41.29 $42.73 $44.23

**The Superintendent will place employees on an initial step based upon their experience, training and the needs of the District.
Board Approval; OGSD xx/xx/21 - RP xx/xx/21 - MRAS xx/xx/21     Effective; 07/01/21 (5% Increase)
CHANGES - Food Service Worker changed to Nutrition Services Worker (C to E), Production Assembler (E to G), Driver (I to K), Lead (K to M), Chef added to S, ALL other 
Classifications moved up 1 Range (except GF positions). Add Range V. Range C Step 1 changed from 14.82 to 15 in anticipation of minimum wage change January 2022. Clerk 
II - Accounting changed to Specialist. Specialist - Enrollment changed to Clerk II.



Oro Grande School District
Mojave River Academy Schools - Riverside Prepartory School
2021-2022 Classified Management Salary Schedule

Steps
Title Range Position 1 2 3 4 5 6 7 8 9 10 11-15 16-20 21-25 26-30

Assistant 
Director M Athletic Trainer $50,614 $51,626 $52,660 $53,712 $54,787 $55,883 $57,000 $58,141 $59,303 $60,489 $61,699 $62,933 $64,192 $65,475

Manager

M Office Manager $50,614 $51,626 $52,660 $53,712 $54,787 $55,883 $57,000 $58,141 $59,303 $60,489 $61,699 $62,933 $64,192 $65,475

N

Office Manager $59,987 $61,187 $62,411 $63,659 $64,932 $66,231 $67,556 $68,906 $70,285 $71,691 $73,125 $74,587 $76,079 $77,599
Student Academic Advisor $59,987 $61,187 $62,411 $63,659 $64,932 $66,231 $67,556 $68,906 $70,285 $71,691 $73,125 $74,587 $76,079 $77,599
Nutrition Services $59,987 $61,187 $62,411 $63,659 $64,932 $66,231 $67,556 $68,906 $70,285 $71,691 $73,125 $74,587 $76,079 $77,599
Student Data Support 
Analyst $59,987 $61,187 $62,411 $63,659 $64,932 $66,231 $67,556 $68,906 $70,285 $71,691 $73,125 $74,587 $76,079 $77,599

Director

P
Operations $69,322 $70,709 $72,123 $73,566 $75,037 $76,539 $78,070 $79,630 $81,223 $82,847 $84,504 $86,193 $87,918 $89,676
Administrative Services 
(Cabinet Office) $69,322 $70,709 $72,123 $73,566 $75,037 $76,539 $78,070 $79,630 $81,223 $82,847 $84,504 $86,193 $87,918 $89,676

Q $79,250 $80,835 $82,451 $84,101 $85,783 $87,499 $89,248 $91,034 $92,854 $94,711 $96,605 $98,537 $100,508 $102,518

R
Public Information Officer $89,178 $90,960 $92,780 $94,637 $96,529 $98,460 $100,428 $102,436 $104,484 $106,575 $108,707 $110,881 $113,099 $115,360
Custodial, Shipping & 
Receiving $89,178 $90,960 $92,780 $94,637 $96,529 $98,460 $100,428 $102,436 $104,484 $106,575 $108,707 $110,881 $113,099 $115,360

S

Purchasing & Budgeting $101,791 $103,827 $105,903 $108,022 $110,182 $112,386 $114,634 $116,926 $119,265 $121,650 $124,083 $126,565 $129,096 $131,677
Technology $101,791 $103,827 $105,903 $108,022 $110,182 $112,386 $114,634 $116,926 $119,265 $121,650 $124,083 $126,565 $129,096 $131,677
Administrative Services 
(Superintendents Office) $101,791 $103,827 $105,903 $108,022 $110,182 $112,386 $114,634 $116,926 $119,265 $121,650 $124,083 $126,565 $129,096 $131,677

Executive 
Director

T Transportation $105,863 $107,980 $110,140 $112,343 $114,589 $116,881 $119,219 $121,603 $124,034 $126,516 $129,046 $131,628 $134,259 $136,944

U
Fiscal Services $111,156 $113,379 $115,647 $117,960 $120,318 $122,725 $125,180 $127,683 $130,236 $132,842 $135,498 $138,209 $140,972 $143,791
Nutrition Services $111,156 $113,379 $115,647 $117,960 $120,318 $122,725 $125,180 $127,683 $130,236 $132,842 $135,498 $138,209 $140,972 $143,791

V Maintenance, Operations, 
Facilities & Construction $116,714 $119,048 $121,429 $123,858 $126,334 $128,861 $131,439 $134,067 $136,748 $139,484 $142,273 $145,119 $148,021 $150,981

**The Superintendent will place employees on an initial step based upon their experience, training and the needs of the District.
Board Approval; OGSD xx/xx/2x - RP xx/xx/2x - MRAS xx/xx/2x     Effective; 7/1/21 (5% increase)
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