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Assist the Director-Classified Personnel maintain and update staffing and seniority lists; audit 
records for accuracy and completeness; update or make changes as needed. 

 
Monitor evaluation process and related procedures for classified personnel; process employee 
evaluations and related documents; notify administrators of and follow-up on classified evaluations. 

 
Prepare, assemble and distribute agenda packets for monthly Personnel Commission meetings; 
attend meetings and record proceedin




