
City of Long Beach 
Working Together to Serve

Memorandum 

Date: March 18, 2020 

To: Civil Service Commission  

From: Sheree Valdoria, Personnel Analyst 

Subject: Request to Appeal Disqualification from Maintenance Assistant Examination 
Process – Guadalupe Moreno 

On March 10, 2020, the Civil Service Commission received correspondence from Ms. 
Guadalupe Moreno requesting to appeal her disqualification from the Maintenance 
Assistant Examination Process.    

The following information is presented for consideration: 

• The Maintenance Assistant recruitment was conducted as a non-competitive
examination.  The application filing period began with a pre-posting of the bulletin
from January 24, 2020, through January 30, 2020, and applications were
accepted on January 31, 2020, through February 7, 2020.

• During the filing period, 305 applications were received, and 8 applicants did not
meet the minimum requirements to file.  Therefore, 297 applicants who met the
minimum requirements to file were placed on the eligible list for the Maintenance
Assistant position. There was no examination for this position.

• The minimum requirements to file for this position are:

• Ability to understand and follow oral and written directions;
• Ability to lift and move medium to heavy objects;
• Ability to use common hand and power tools such as those used in

trades, maintenance or custodial work;
• Ability to deal courteously with the public and co-workers;
• Ability to use simple arithmetic;
• Ability to endure long periods of physical labor;
• Willingness to work an irregular schedule, including various hours, shifts,

weekends, and holidays;
• Willingness to work where there are many rules and regulations which are

strictly enforced;
• Willingness to keep their work area neat, clean, and orderly.

• Ms. Moreno submitted her Maintenance Assistant application on February 1,
2020, during the application filing period.

• On February 18, 2020, staff sent Ms. Moreno an email stating that she did not
meet the minimum requirements to file for the Maintenance Assistant position as
specified in the job opportunity bulletin.  Specifically, when asked in the
supplemental questions if the applicant has the ability to use simple arithmetic,
Ms. Moreno answered “No” to this question.  As a result, Ms. Moreno’s
application was disqualified, in accordance with Civil Service Rules and
Regulations Article II, Section 6(2) which states the “Commission may refuse to
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examine, or after an examination, may remove from any eligible list, disqualify, 
and/or refuse to certify any person who does not meet the minimum 
requirements to file as stated in applicable examination announcements.”  

• As stated in the supplemental questionnaire, “the purpose of this supplemental
application is to derive more specific information about the qualifications of
applicants for this position.  This form will serve as the basis for qualifying
candidates on the eligible list. Be specific and detailed with your responses.  Do
not leave any questions unanswered.”

• There is also a certification statement that a candidate checks in the
supplemental questionnaire that he/she has “personally completed the
information provided and that it is accurate and complete to the best of my
knowledge. I understand that any falsification may cancel any terms, conditions,
or privileges of employment.”

• On February 25, 2020, Ms. Moreno contacted staff by phone and stated that she
completed her application incorrectly and asked if anything could be done.  On
February 26, 2020, staff stated that she may write a letter to the Civil Service
Executive Director requesting to appeal her disqualification from this position to
the Civil Service Commission.

• Ms. Moreno is currently employed with the City as a Maintenance Assistant I,
Non–Career at the Harbor Department.  She has been employed since October
1, 2018.

• Although Ms. Moreno stated in her correspondence that she has current
experience as a Maintenance Assistant I, Non-Career with the Harbor
Department, this work experience was not included in the application that she
submitted for this position.  Furthermore, an applicant’s work experience was not
evaluated for this position since it was not a minimum requirement to file.  The
minimum requirements to file were based on the ability and willingness
statements, which Ms. Moreno answered “no” to one of these statements.

Recommendation 

• Based on the information above, Civil Service staff recommends denying Ms.
Moreno’s request.

• Ms. Moreno and the Harbor Department have been notified of this meeting and
that this request is on the Commission agenda.














	Memo to CSC Request to Appeal - Maintenance Assistant - 03.12.20b
	Date:
	March 18, 2020
	To:
	Civil Service Commission 
	From:
	Sheree Valdoria, Personnel Analyst 
	Request to Appeal Disqualification from Maintenance Assistant Examination Process – Guadalupe Moreno
	Subject:

	Appeal Disqualification From Examination Process - G. Moreno
	Moreno application
	Maintenance Assistant Bulletin



