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CITY OF BERKELEY 
MEETING OF THE PERSONNEL BOARD 

DATE:  February 7, 2022     TIME:  7:00 P.M. 
 

Secretary:  Donald E. Ellison, Human Resources Department 
2180 Milvia Street, First Floor, Berkeley, CA  94704 
(510) 981-6800   E-mail: DEllison@cityofberkeley.info 

 
PUBLIC ADVISORY: THIS MEETING WILL BE CONDUCTED EXCLUSIVELY THROUGH VIDEOCONFERENCE 

AND TELECONFERENCE 
 

Pursuant to Section 3 of Executive Order N-29-20, issued by Governor Newsom on March 17, 2020, this meeting of 
the Personnel Board will be conducted exclusively through teleconference and Zoom videoconference. Please be 
advised that pursuant to the Executive Order and the Shelter-in-Place Order, and to ensure the health and safety of 
the public by limiting human contact that could spread the COVID-19 virus, there will not be a physical meeting 
location available.  
 

To access the meeting remotely: Join from a PC, Mac, iPad, iPhone, or Android device: Please use this URL  
https://us02web.zoom.us/j/88374176663?pwd=c3VyTkFGVURTWENVNmJHZm1CajZ5UT09. If you do not wish for 
your name to appear on the screen, then use the drop down menu and click on "rename" to rename yourself to be 
anonymous. To request to speak, use the “raise hand” icon by rolling over the bottom of the screen. 
 

To join by phone: Dial 1-669-900-9128 and enter Meeting ID: 883 7417 6663, Passcode: 862717.  
To submit an e-mail comment during the meeting to be read aloud during public comment, email 
kcabrera@cityofberkeley.info with the Subject Line in this format: “PUBLIC COMMENT ITEM ##.” Please observe a 
150 word limit. Time limits on public comments will apply. 
 
 

MEETING AGENDA 
 

I. Call to Order 
 

II. Roll Call 
 

III. Public Comments 
 

ACTION ITEMS: 
 

IV. Approval of Minutes of Meeting on December 20, 2021 
 

V. Election of Chair and Vice Chair 
 

VI. Request for Extension of Temporary Office Specialist II in Parks, Recreation, and Waterfront 
Department 
 
INFORMATION ITEMS:   
 

VII. Director’s Report – Updates from HR Director – Discussion Only  
 

VIII. Copy of Berkeley Matters – Discussion Only 
 
IX. Adjournment 

 
If you are unable to attend a meeting please call 510-981-6812 

Communications to Berkeley boards, commissions or committees are public record and will become part of the City’s electronic records, which are accessible through 
the City’s website.  Please note: e-mail addresses, names, addresses, and other contact information are not required, but if included in any communication 
to a City board, commission or committee, will become part of the public record.  If you do not want your e-mail address or any other contact information to 
be made public, you may deliver communications via U.S. Postal Service or in person to the secretary of the relevant board, commission or committee.  If you do 
not want your contact information included in the public record, please do not include that information in your communication.  Please contact the secretary to the 
relevant board, commission or committee for further information.  SB 343 Disclaimer:  Any writings or documents provided to a majority of the Commission regarding 
any item on this agenda will be made available for public inspection at the Human Resources Department located at 2180 Milvia Street, First Floor, Berkeley CA. 
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2180 Milvia Street, Berkeley, CA  94704    Tel: 510.981.6700    TDD: 510.981.6903    Fax: 510.981.5160 
E-mail: sferris@cityofberkeley.info 

 

 
 
Parks, Recreation and Waterfront 
 
 
DATE:  February 7, 2022 
 
TO:  Members of the Personnel Board 
  Don Ellison, Interim Director of Human Resources 
 
FROM: Scott Ferris, Director, Parks, Recreation and Waterfront Department 
   
SUBJECT: Request for Extension of Temporary Office Specialist II 
 
The Parks, Recreation and Waterfront Department is requesting that the Personnel Board 
extend the temporary appointment of Shawntate Johnson, Office Specialist II (OSIl) for 
six months. Ms. Johnson was hired as the annual temporary 6-month OSII in the 
Recreation Division Administrative Office (Office) on August 2, 2021. At the time of her 
appointment, the Office had been short-staffed for more than 1-year due to the City of 
Berkeley hiring freeze.  
 
With the recent release of a career probationary OSII and with the onset of Berkeley 
Tuolumne (BTC) and Echo Lake Camp registration on February 14th, the Office is entering 
a period in which the volume of business increases significantly. This year, as a result of 
the 300 person per-day BTC registration returning after a 9-year hiatus, the office will be 
very busy in the late winter. While resident camp registration is only a part of a very busy 
late winter and spring when thousands of people register for summer camps, programs, 
and classes, and rent fields, courts, picnic sites and facilities, and numerous special 
events being organized for the community, it is a significant body of work. 
 
Ms. Johnson’s valuable work in the Office includes managing and maintaining the 
Recreation emails, phone lines, voicemails and assisting customers with program 
registration, facility reservations, and processing payments.  She uses an online 
registration system to track program registrations, assist customers with setting up and 
managing their accounts, merges users and accounts to remove duplicates, as well as 
run reports as needed. Ms. Johnson assists with creating accurate balanced cash edits 
and daily deposits of revenue received and delivers them to City of Berkeley Treasury 
unit.  Also, she assists with processing refunds, credits and submits requests for 
checks.   
 
Ms. Johnson has proven herself to be hard-working, focused, and willing to learn.  
Extending her appointment is critical to completing the enormous volume of work that will 
be generated in the Office this Winter and Spring 
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Therefore, I am requesting an extension of her temporary assignment for an additional 
six months.  Thank you for consideration of this request. 
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