




BTU-TSP JOB DESCRIPTIONS/JOB FAMILIIES

APPENDIX F

CODE POSITION TITLE TSP JOB FAMILY

W-031 Process Analyst - Personnel Admin HR/Staff Dev

W-031 Process Analyst - Plant Maint Facilities & Maintenance

W-031 Process Analyst - Purchasing Purchasing

W-031 Process Analyst - Time Management HR/Staff Dev

W-031 Process Analyst - Transportation Transportation

W-031 Process Analyst - Treasury Finance

DD-075 Program Manager, Nutrition Education and Training HR/Staff Dev

EE-139 Program Supervisor, BASCC Ed Pgms/Curriculum

RR-012.1 Programmer I Computer-Programmer

RR-012.2 Programmer II Computer-Programmer

RR-012.3 Programmer III Computer-Programmer

RR-001 Programmer IV Computer-Programmer

ZZ-031 Programs Coordinator III, Broward Education Foundation Public Affairs

CC-022 Project Manager - Occupational Health/Environmental Control Facilities & Maintenance

SS-019 Project Manager I Facilities & Maintenance

SS-039 Project Manager I Facilities & Maintenance

SS-054 Project Manager I Facilities & Maintenance

SS-060 Project Manager I Facilities & Maintenance

SS-080 Project Manager II Facilities & Maintenance

SS-081.1 Project Manager II Facilities & Maintenance

SS-079 Project Manager II (Warranty Administrator) Facilities & Maintenance

D-054 Project Manager II, Energy Conservation & Utility Management Facilities & Maintenance

S-017 Project Manager III - Facilities & Construction Facilities & Maintenance

R-048 Project Manager, Tech and Instruction Computer-NW/Sys Analyst

R-016 Project Manager, Technology, Project Management Office Computer-NW/Sys Analyst

DD-089 Projects Coordinator, Physical Plant Facilities & Maintenance

SS-057 Property Coordinator Facilities & Maintenance

DD-086-1 Purchasing Agent I Purchasing

DD-094-1 Purchasing Agent I, School Food Service Purchasing

DD-086-2 Purchasing Agent II Purchasing

DD-094-2 Purchasing Agent II, School Food Service Purchasing

DD-086-3 Purchasing Agent III Purchasing

DD-078 Purchasing Agent IV Purchasing

DD-093 Purchasing Agent, Food Service Equipment & Supplies Purchasing

DD-103 Purchasing Card Coordinator Purchasing

SS-018 Real Property Analyst Facilities & Maintenance

R-033 Research Specialist Research/Evaluation

DD-085 Route Planner Transportation

DD-107 Safety Specialist I Facilities & Maintenance

DD-106 Safety Specialist II Facilities & Maintenance

DD-118 Scheduler, Physical Plant Operations Facilities & Maintenance

KK-136 School Age Child Care Supervisor Ed Pgms/Curriculum

JJ-049

School Nurse - Exceptional Student Centers or Schools with ESE Clusters, Head Start, 

Full Service Schools Programs Nursing

S-002 Senior Architect Facilities & Maintenance

SS-020 Senior Capital Project Planner Computer-NW/Sys Analyst

R-026 Senior Data Warehouse (DHW) Analyst Computer-NW/Sys Analyst

SS-045 Senior Document Specialist Facilities & Maintenance

S-020 Senior Engineer Facilities & Maintenance

SS-090 Senior Plan Examiner (Specialties:  Building, Civil, Structural, Mechanical, Electrical) Facilities & Maintenance

S-010.2 Senior Project Manager / Construction Phase Facilities & Maintenance

R-025 Senior Rapid Application Development (RAD) Analyst Computer-NW/Sys Analyst

SS-087 Senior Webmaster / Project Planner Computer - Applications

DD-082 Shift Supervisor, Transportation Terminal Transportation

EE-008 Specialist (ESEA Title I) Basic Parent Involvement Program Ed Pgms/Curriculum

EE-112 Specialist , Innovative Programs Public Affairs

CC-059 Specialist Workers - Compensation HR/Staff Dev

EE-126 Specialist, (Bilingual - title VII) Parent Outreach Program Public Affairs

EE-007 Specialist, (ESEA Title I) Basic School-Wide Project and Program Improvement Ed Pgms/Curriculum
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EE-003 Specialist, *Title I) Non-Public, Neglected and Delinquent Ed Pgms/Curriculum

SS-092 Specialist, American with Disabilities Act (ADA) Accessibility Projects Facilities & Maintenance

RR-065 Specialist, Demographer / Statistician Facilities & Maintenance

EE-009 Specialist, Family-School Partnership Programs Public Affairs

SS-088 Specialist, Florida Inventory of School Houses (FISH) Facilities & Maintenance

ZZ-028 Specialist, Grants Ed Pgms/Curriculum

EE-129 Specialist, Media & Instructional Material Ed Pgms/Curriculum

RR-055 Specialist, Parents, Business, & Community Partnerships Public Affairs

RR-052 Specialist, Public Affairs & Community Relations Public Affairs

DD-113 Specialist, QA - Custodial Facilities & Maintenance

EE-132 Specialist, Technical, Adult and Community Education Ed Pgms/Curriculum

RR-030 Specialist, Testing Ed Pgms/Curriculum

EE-005 Specialist, Title I, Elementary Ed Pgms/Curriculum

EE-004 Specialist, Title I, Secondary Ed Pgms/Curriculum

SS-085 Specification Writer Facilities & Maintenance

CC-053 Staff Assistant HR/Staff Dev

DD-038 Staff Developer, Transportation Training Operations HR/Staff Dev

RR-057 Supervisor I, Customer Support Services Computer - Cust Svc

DD-022 Supervisor I, Electrical Facilities & Maintenance

DD-003 Supervisor I, Heating, Ventilating and Air Conditioning Facilities & Maintenance

DD-023 Supervisor I, Mechanical Equipment Facilities & Maintenance

DD-026 Supervisor I, Minor Capital Outlay Facilities & Maintenance

DD-002 Supervisor I, Painting Facilities & Maintenance

RR-063 Supervisor I, Printing Services Production/Eng & Art.Graphics

DD-008 Supervisor I, Roofing Facilities & Maintenance

RR-005 Supervisor II, Computer Operations Computer - Operations

DD-114 Supervisor II, Custodial Facilities & Maintenance

DD-115 Supervisor II, Grounds Facilities & Maintenance

DD-037 Supervisor II, Transportation Staffing Transportation

DD-087 Supervisor II, Vehicle Maintenance, Parts Transportation

DD-007 Supervisor III, Mail Service Facilities & Maintenance

DD-088 Supervisor III, Office Operations/Data Entry Computer - Applications

CC-052 Supervisor III, Operations Facilities & Maintenance

WW-015 Supervisor Internal Accounts Support Finance

DD-034 Supervisor Physical Plan Operations (PPO) Stockroom Facilities & Maintenance

CC-030 Supervisor Risk Management Facilities & Maintenance

DD-079 Supervisor Training Operations HR/Staff Dev

WW-007 Supervisor, Accounts Payable Finance

DD-019 Supervisor, Capital Projects Facilities & Maintenance

RR-006 Supervisor, Computer Operations Computer - Operations

WW-009 Supervisor, Data Entry (Accounting) Computer - Applications

ZZ-035 Supervisor, Kids in Need Resource Center (KINRC) Public Affairs

DD-120 Supervisor, Logistics & Relocation Services Facilities & Maintenance

DD-091 Supervisor, Planning & Scheduling Facilities & Maintenance

RR-010 Supervisor, Records Retention Computer - Cust Svc

DD-035 Supervisor, Special Needs Trans Transportation

DD-036 Supervisor, Transportation Operations Transportation

DD-117 Supervisor, Vehicle Maintenance Transportation

DD-021 Supervisor, Work Order/Work Flow Facilities & Maintenance

DD-010 Supervisor, Workflow/Labor Utilization Facilities & Maintenance

R-018 Systems Analyst Computer-NW/Sys Analyst

RR-025.1 Systems Analyst I Computer-NW/Sys Analyst

RR-025.2 Systems Analyst II Computer-NW/Sys Analyst

RR-025.3 Systems Analyst III Computer-NW/Sys Analyst

RR-035 Systems Analyst IV Computer-NW/Sys Analyst

RR-039 Systems Integrator Computer-NW/Sys Analyst

R-019 Systems Programmer Computer-Programmer

RR-044 Systems Programmer I Computer-Programmer

RR-003 Systems Programmer II Computer-Programmer
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SS-082 Systems Support Specialist Computer - Cust Svc

DD-108 Technical Services Supervisor, Food Service Computer-NW/Sys Analyst

DD-104 Technology/Telecommunications Standard Specialist - Purchasing Telecommunications

RR-033 Telecommunications Analyst IV Telecommunications

EE-084 Textbook Analyst Ed Pgms/Curriculum

RR-036 Training Analyst HR/Staff Dev

CC-051 Training Specialist, Management Skills Development HR/Staff Dev

E-138 Transition Services Specialist Ed Pgms/Curriculum

DD-074 Transportation Route Analyst Transportation

WW-011. 1.2.3 Treasury Analyst I, II, III Finance

W-025 Treasury Manager Finance

RR-020 TV Art/Graphics Specialist Production/Eng & Art.Graphics

RR-019 TV Audio Production Specialist Production/Eng & Art.Graphics

RR-017 TV Broadcast Engineer I Production/Eng & Art.Graphics

RR-022 TV Broadcast Engineer II Production/Eng & Art.Graphics

RR-014 TV Broadcast Maintenance Engineer Production/Eng & Art.Graphics

RR-024 TV Graphics Assistant Production/Eng & Art.Graphics

RR-015 TV Producer/Director Production/Eng & Art.Graphics

RR-042 TV Production Apprentice Production/Eng & Art.Graphics

RR-021 TV Production Assistant Production/Eng & Art.Graphics

RR-018 TV Production Crew Chief Production/Eng & Art.Graphics

RR-016 TV Studio Technical Advisor Production/Eng & Art.Graphics

RR-023 TV Traffic Specialist Production/Eng & Art.Graphics

CC-029 Wellness Coordinator HR/Staff Dev

RR-040 Wide Area Network Coordinator Computer - Applications

EE-131 World Refugee Recruiter/Employability Skills Job Developer (Grant Funded) Ed Pgms/Curriculum
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APX G-1 

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

REQUEST FOR HARDSHIP TRANSFER (BTU-TSP) 
 
Hardship Transfer is defined as an employee traveling 20 miles or more one way to work or 

having a serious medical condition (must be documented). 

 

EMPLOYEE NAME:   REQUEST 

DATE: 

 

EMPLOYEE 
ADDRESS: 

  PERSONNEL 
NO. 

 

 

CURRENT 
SCHOOL/DEPARTMENT: 

 

PRESENT CLASSIFICATION:  

 
I REQUEST A TRANSFER TO THE FOLLOWING LOCATION(S) IN DESCENDING ORDER OF 

PREFERENCE: 
 

 LOCATION NUMBER LOCATION NAME 

1.   

2.   

3.   

4.   

5.   
 

REASON FOR REQUEST: 
 

 
 
 
 

 

An employee who meets the “hardship” definition will be guaranteed an 
interview for a Board-determined vacancy at any of the work locations that the 

employee has selected.   
 

 
 

    

 Employee’s Signature  Date 
 

 

DISTRIBUTION: 

 

Original to Non-Instructional Staffing 

Copy to Administrator (Optional) 
Copy to be retained by Employee 

 
Form #4075 
NEW – Employee Relations 
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

NON-INSTRUCTIONAL STAFFING 

VICTORIA K. KAUFMAN, DIRECTOR 
 

Telephone: 754-321-1815                                                   Facsimile: 754-321-2448 

 

PERSONNEL DATA FORM 
 

Job Family:  ______________________________________________ 

 

        

Name        Personnel Number 

 

        ___________________________ 

Current Job Title       Current Pay Grade 

 

      College Degree:    ___ Yes ___ No     Degree(s) & Major(s):   ______________________ 
 

Enclosed is a listing of all position titles in your job family that are equal to or lower than your current 

pay grade, and that are held by employees with less seniority than you, as well as all vacant positions in 

your job family. 

 

Job descriptions are online at:  http://www.broward.k12.fl.us/Compensation/JDPDF/jdsearch2.asp.  Job 

descriptions include qualifications and performance responsibilities for each position. 

 

Throughout this process, “seniority “shall be based upon employee’s date of hire pursuant to Article 3 of 

the BTU-TSP Collective Bargaining Agreement.  Pursuant to Article 14 of the BTU-TSP Collective 

Bargaining Agreement, “For any option, the laid-off employee must be qualified for the position and the 

position must be at an equivalent or lower pay grade.” 

 

 

Failure to select one of the following options will result in the District determining your 

placement. 
 

Section I: 
 

Place an “X” next to ONE of the following options: 

 

  _____ Fill a vacant position within his/her current job family. 

 Note:  If there is an “N/A” next to the option above, there are no vacant 

positions within your job family. 

or 

_____ Return to the job classification within the same job family, which the laid-off 

employee most recently held, and displace the employee with the least seniority. 

or 

_____ Displace the employee with the least seniority in any position within the job 

family. 
 

All affected employees must complete Section II on the second page of this form. 

http://www.broward.k12.fl.us/Compensation/JDPDF/jdsearch2.asp


APX H-2 

PLEASE SUBMIT THE FOLLOWING DOCUMENTS WITH THIS FORM: 

 Current Resume 

 Copy of College Diploma(s) 

 Copy of any professional licenses 

 

Section II: 
 

Based upon your selected option in Section I, identify a job choice and an alternate job choice.  If your 

choice is not available, you will be placed into the alternate position you selected, if available.  You will 

be notified via email if your selected or alternate job is not available. 

 

For any option, the laid-off employee must be qualified for the position and the position must be at 

an equivalent or lower pay grade. 

 

Job Title 

Job Choice 

Alternate Choice 

 
List any Licenses/Certifications that you have: 

 

Licenses/Certifications Expiration Date 

  

  

  

  

 

List any Licenses/Certifications that you are ELIGIBLE for:  

 

 

 

 

 

 

 

Please complete and return forms to Victoria K. Kaufman, Director, Non-Instructional Staffing, KCW 3rd 

Floor, by ______________. 

 
Section III 

 

Check Here:  _______ if you are claiming Veterans’ Preference and submit the following documents: 

 

o VETERANS’ PREFERENCE CLAIM FORM 

o COPY OF YOUR DD-214 

o PROOF OF FLORIDA RESIDENCY 
 

 

Employee Signature:  _______________________________         Date:  ____________________ 

 
Form #4072 
NEW 



APPENDIX I 

 

 

Orientation and Training Guidelines  

Transferred TSP Employees 
 

The School Board of Broward County, Florida 
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TABLE OF CONTENTS 

 

I. ORIENTATION AND TRAINING GUIDELINES* 

 SAMPLE EMAILS 

 SAMPLE LETTER 

II. FIRST DAY CHECKLIST 

III. FIRST WEEK CHECKLIST 

IV. TRAINING/SUPPORT & PROGRESS MONITORING 

V. TIMELINES 

VI. PROFICIENCY ASSESSMENT FORM 

 

 

 

 

 

 

 

 

 

 

*PURSUANT TO ARTICLE 14(A)(5)(f) 
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Orientation and Training Guidelines for Transferred 

TSP Employees 

Prior to First Day 

 Send Email to All Coworkers Announcing Transferred Employee 

 

Sample Email 

 

 

 

 

 

 

 Email Welcome Letter to the New Employee 

Sample Letter 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear Name:  

 

I am pleased to welcome you to your new position, 

(Position Title).  The team is looking forward to 

working with you. 

 

On your first day, I will meet with you to review 

your work area, departmental procedures, job 

description including specific responsibilities, 

expectations, and progress monitoring processes.  It 

is my goal to help you become comfortable and 

productive in your new position as quickly as 

possible. 

 

Please accept my personal welcome to the 

(Department) of the School Board of Broward 

County. 

 

Sincerely, 

Supervisor 

 
 

 

On MM/DD/YY we are welcoming (Name) into our 

department as a (Job Title). Please do everything 

you can to make (First Name) feel welcome. 

Initially, (Name) will be assigned as a buddy to 

(Name) to assist (Name) with his/her transition into 

our department. 

 

Please make a point of welcoming (Name) during 

his/her first day on the job. 
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First Day Checklist 
 

 

 Introduce employee to all team members including clerical staff.  (In one 

setting if possible.)  During introductions, review everyone’s function within 

the department. 

 

 Escort employee to his/her work area. 

 

 Introduce and explain departmental policies and procedures. 

 

 Provide an opportunity to complete any necessary paperwork.  

 

 Go over employee’s work schedule and hours of access to building. 

 

 Conduct a brief tour of the facility. 

 

 If employee will be supervising others, notify affected employees. 

 

 Provide employee a list of important phone numbers to know. 

 

 Answer employee questions.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

APX I-5 

 

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

 

First Week Checklist 
 

 

Staff Member’s Name: _______________________________Title: __________________________ 

 

Department: ___________________________________Completed by: _______________________ 

 

Supervisor’s Instructions: Please complete this checklist with new staff member at the appropriate times. 

Both parties should initial items as they are completed and then sign and date the form acknowledging its 

completion. 

 

Supervisor’s Initials / Staff Member’s Initials  

 
1. ____ ____ Review the progress monitoring process.  

 

2. ____ ____ Review applicable and appropriate staff compensation processes, including: 

 Comp time/Payroll Time Reporting Processes 

 Vacation scheduling  

 

3. ____ ____ Review computer system, including:  

 Computer network access/passwords 

 Setting up and use 

 Office software programs 

 Email accounts 

 

4. ____ ____ Review the structure and procedures of his/her department including:  

 Department organization chart – highlight the names and duties of key personnel and who 

to contact if the supervisor isn’t available 

 Ordering/Obtaining supplies 

 Severe weather callout procedure 

 Work travel or trips (policy & procedure) 

 

5. ____ ____ Review applicable job description and specific responsibilities associated with the position 

 Tasks to be completed  

 Deadlines to be met  

 Frequency of completion (daily, quarterly, annually, etc.) 

 Required meetings 

 Expectation for proficiency 

 

6. ____ ____ Discuss appropriate staff development opportunities and requirements:  

 Training and Development requirements (complete within 30 days if possible) 

 Orient employee to evaluation instrument within three (3) weeks of reassignment date. 

 

7. ____ ____ Supervisor: Schedule regular follow up meetings to discuss employee progress 

 

Supervisor’s Signature _________________________________________ Date _________________ 

 

Employee’s Signature __________________________________________ Date _________________ 

Form #4051A 
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NEW – Employee Relations 
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Training/Support 

Training may be required according to an employee’s duties, job description, manager, 

department, and division.  

 Training Required According to Job Duties and Job Description 

 Supervisor must identify specific  training requirements, if any 

 Provide opportunity for employee to complete requisite training, if any 

(Suggested within thirty (30) days) 

 Provide Support by assigning an “Advisor” to assist with the transition into the 

department and position 

 Go-to person for questions 

 If appropriate, schedule some time with the new employee to assist with their 

training in the position, (work with the employee one full week then weekly or 

biweekly follow up) 

 

Progress Monitoring 

(Contact Evaluation Coordinators) 

 

As the employee’s supervisor, you must monitor their progress in becoming proficient in the 

responsibilities of their new position.  It is recommended to meet with the employee on a 

biweekly basis to review any questions or clarifications the employee may have, review their 

progress in the new position, and assess what they are doing well as well as any concerns you 

may have.  If there are deficiencies noted, expectations and recommended corrective action 

needs to be discussed and memorialized in writing.  Attached is a format to be used for this 

documentation.  (See Proficiency Assessment Form) 

 

 

 



 

APX I-8 

 

TIMELINES 

(Contingent upon employee’s reassignment date) 

 

 Day One Checklist – See First Day Checklist 

 First Week Checklist 

 Within the 1st three weeks of starting the job, orient to Evaluation Instrument 

 Progress Monitoring Meetings 

 30 Day Required 

 45 Day Optional, unless performance proficiencies are identified 

 60 Day Optional, unless performance proficiencies are identified 

 90 Day Required 
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
 

Proficiency Assessment Form 
Shaded areas to be completed by employee/Non-shaded areas to be completed by supervisor 

 

Section I 

Assessment Period:  

Employee Name:  

Employee Title:  

Department:  

Supervisor:  

 

Section II – Objectives (Proficiency Areas/Job Description Responsibilities to be focused on for this 

assessment period) 
(To be completed within the first 30 days) 

1. 

2. 

3. 

4. 

 

Employee Comments on Achievement of Objectives, Deficiencies and/or Training needed 
(To be completed at the end of  30  ,  45,  60,  90  days (circle one) or sooner if needed) 

 

 

Supervisor Comments on Achievement of Objectives, Deficiencies and/or Training needed 
(To be completed at the end of  30,  45,  60,  90  days (circle one) or sooner if needed) 

 

 

My signature acknowledges receipt of this document and the fact that the contents of the 

document have been shared with me. 

 

    

Employee Signature Date Supervisor Signature Date 
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Section III 

Additional 

Job Competencies 

Performance – Assessment and Results 

 

Acquires and applies 

knowledge, skills and 

experience to accomplish 

results. 

Quality of Work Products 

Professionalism 

Collaboration/Teamwork 

 

 

 

 

 

 

Employee Assessment of performance w/examples 

 

 

Supervisor Assessment of performance w/ examples 

 

 

Supervisor Overall Assessment of Proficiency in Objectives 
(Required at the end of each assessment) 

 

Meets _____ Needs Improvement_____ Fails to Meet_____ 

 

(See attached comments) 

 

My signature acknowledges receipt of this document and the fact that the contents of the 

document have been shared with me. 

 

    

Employee Signature Date Supervisor Signature Date 

 

This form shall remain at the worksite and shall not be placed in the employee’s permanent 

personnel file. 
 
Form #4051B 
NEW – Employee Relations 
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