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City of Long Beach 
Working Together to Serve 

Memorandum 

 

Date: February 17, 2021 

To: Civil Service Commission  

From: Sheree Valdoria, Personnel Analyst  

Subject: RECOMMENDATION TO REQUEST FOR PROVISIONAL APPOINTMENT FOR 
PAYROLL/PERSONNEL ASSISTANT  

On February 4, 2021, the Civil Service Department received correspondence from 
Ken Walker, Acting Personnel Administrator, from the Long Beach Police 
Department’s Personnel Division, requesting Civil Service Commission approval 
for the provisional appointment of a Payroll/Personnel Assistant.  Staff has 
reviewed the request and recommends approval of the provisional appointment in 
accordance with Article V, Section 43 of the Civil Service Rules and Regulations 
and Section 1.02 of the Civil Service Commission Policies and Procedures. 
 
Facts for Consideration 

• The provisional request for a Payroll/Personnel Assistant (PPA) will help the 
Police Department temporarily fill a vacancy in their Personnel Bureau.  This 
vacancy is due to a resignation of a former PPA in November 2020.  

• The PPA position is essential to the daily functions and operations of the 
Personnel Division.  PPAs ensure the timely process of timecards and HR-
1s for 1,200 Police Department employees as well as create/payroll reports.   
The current vacancy has caused a strain on the remaining Personnel staff 
and has negatively impacted operations resulting in delays, and backlogs.   

• The recruitment for this provisional appointment will be available for two 
weeks to both internal employees and external candidates who meet the 
minimum qualifications. Applicants who meet the minimum qualifications 
will be interviewed by the Police Department to determine the best 
candidate for the provisional PPA position.   

• Civil Service Department has received requisition PD 21-025 for this 
provisional request on January 26, 2021. 

• There is no eligible list or priority list for this position and staff has a tentative 
plan to start the recruitment for the Payroll/Personnel Assistant position in 
April 2021. 

• If Commission approves this request, the Police Department will begin their 
recruitment process for the provisional appointment.  Once they have made 
their selections for the provisional appointment, the name of the provisional 
appointee and his/her application will be sent for Commission approval.  

• A representative from the Police Department will be available to answer any 
questions the Commission may have regarding this request. 
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To: 

From: 
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City of Long Beach Memorandum 
Working Together to Serve 

February 1, 2021 

CIVIL SERVICE COMMISSION 'j(Jf) 
Ken Walker, Acting Personnel Administrator, Personnel Division 

REQUEST FOR PROVISIONAL APPOINTMENT- PAYROLL/PERSONNEL 
ASSISTANT II 

The Police Department respectfully requests that the Commission approve the 
Provisional Appointment of one (1) Payroll/Personnel Assistant II in accordance 
with Article V, Section 43 of the Civil Service Rules and Regulations and Section 
1.02 of the Civil Service Commission Policies and Procedures. 

Civil Service Commission approval of a provisional appointment would ensure 
that essential business functions and operations are efficient and cost effective in 
the department's Personnel Bureau. 

Our proposed recruitment process is captured in the attached Provisional 
Appointment package. 

Thank you for your consideration of this request. If you have any additional 
questions or require additional information, please me at 570-7310. 

KAW:dm 
Request for Provisional Appointment 
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