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Compliance
Technician

Lnrormaton
Technology Officer

technical duties requiring excellent communication skiiis; utilize specianzea knowleage and
independent judgment involving frequent and responsible public contact to support nonpublic
and public schools, and central office staff in ensuring compliance with State and Federal laws

BADLLC FUNCILIVN,  LTIE LIONmduon 1ecnnoioygy Ve (L1v) Ul uic wakidiiud vinieu oSuivul
District (OUSD) has three major roles — leader, manager, and technologist. The Board of
Education, administration, staff, and other technology stakeholders rely on the ITO to lead in
crafting and implementing a vision of how technology will support OUSD’s strategic and
operational goals. The ITO must be knowledgeable about both business and instructional
technologies to support the District’s dual role as both an educational institution and a major
business and employer.






















Page 3 of 4 Coordinator, Early Childhood Enroliment & Outreach

Applicable laws, codes regulations, policies and procedures governing work scope
Title 5 Education Code regulations for compliance of Child Development Programs

Title 22 Department of Social Services, Community Care Licensing regulatory requirements for compliance to run
Child Development classes and programs

Planning, organization and direction of District and state mandated Title 5 and 22 Regulations
Microsoft Office software; Word, Excel, Access, PowerPoint

Current enrollment platforms preferred (i.e.: Control Tech, ARIES)

Applicable federal, state, and District laws, codes, regulations, policies and procedures governing work
Planning, organization and coordination needed for assigned program

Diversity, sensitivity and competence with regard to issues of race, learning or other ability, ethnicity, culture,
religion, gender, socio-economic group, sexuality or other orientations or cultural markers

Correct English usage, grammar, spelling, vocabulary and punctuation

Computer software, hardware, and related technology

J LITYTO:

Work with diverse staff, or departments with multiple diverse units

Interpret, apply, and explain rules, regulations, policies and procedures

Plan and organize work

Prepare comprehensive narrative and statistical reports

Interpret, implement, and maintain current knowledge of applicable laws, codes, policies, and procedures
Maintain current knowledge of new technical, academic and regulatory developments related to work scope
Manage competing priorities and timelines

Establish and maintain effective communications and working relationships among diverse groups of students,
parents, District staff, and the community

Establish and maintain effective working relationships with multi-faceted public and private agencies and District
departments

Meet District standards of professional conduct as outlined in Board Policy

Demonstrate effective written and spoken communication skills in English, including content communication,
conciseness, grammar and usage

Meet schedules and time lines for state reporting of requirement documentation.
Operate person. computer, related software, and other office equipment
W( >

N

Indoor office environment; driving a vehicle to conduct work; fast-paced work, short timelines, frequently changing
priorities and assignments

T . EQU O

Consistent mental alertness; sitting or standing for extended periods of time; lift and carry light to moderate weight
objects, occasionally more than 35 pounds; push/pull exerting force to approximately 20 pounds, occasionally 35+
pounds; kneeling and bending at the waist, reaching overhead, above the shoulders and horizontally; dexterity of
both hands and fingers to operate a computer keyboard and other office equipment, repetitive use of fingers;
seeing to read, write and use the computer; hearing and speaking to exchange information, in person or on the
telephone, and to make presentations.

{ i N
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The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or
mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.
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r N T ¢ (

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived race, religion, color, national origin, ancestry, ¢ :, marital status, pregnancy, 1ysical or
mental ¢ Hility, medical condition, genetic information, veteran status, get r, sex, or sexual orientation.
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\ ) A Bachelor’s degree in sociology, social work, psychology, criminal
justice, or related field and three years experience in management and le:  rship working with families and students.

Experience working in a school district environment and student placement preferred.

Master’s of Social Work degree preferred.

p
Valid California Driver’s License

Employment eligibility will include fingerprints, tuberculosis and/or other employment clearance

District policies, applicable sections of the State Education Code and other laws and regulations specifically r
work scope

District educational initiatives, programs, and policies
Academic requirements for graduation and alternative graduation pathways
Correct English usage, grammar, spelling, and punctuation
Specialized record-keeping techniques
Telephone techniques, systems and etiquette
Training techniques and practices
Computer software, hardware, and related technology
LI TO:
Interpret, apply, and explain rules, regulations, policies and procedures
Analyze situations accurately and adopt effective courses of action
Perform duties with awareness of all District requirements and policies
Communicate effectively in English both orally and in writing
Understand and follow oral and written directions
Effectively solve problem
Work independently
Document impact of work
Use data to inform decisions
Develop and communicate policies and protocols with schools sites, departments and agencies
Meet schedules and timelines
Maintain accurate records
Work cooperatively
Complete work accurately despite interruptions
Establish and maintain ¢ :ctive working relationship with District personnel and the public
Demonstrate principles and practices of collaboration
Build partnerships among agencies
Effectively facilitate variety of engagements and meetings
Create organizational systems

Operate personal computer, related software, and other office equipment

ited to
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Organize, coordinate, and prioritize a large volume of computer generated materials and activities
Provide effective training programs for District staff and interested parties
Effective coach assigned staff

Cross-train department personnel

Juvenile incarce  ion facility office environment; driving a vehicle to conduct work; fast-paced work, constant
interruptions; regular interaction with the public in stressful circumstances; interaction with law enforcement personnel
and various agencies

PHY!

Dexterity of hands and fingers to operate a computer keyboard and other office equipment; sitting or standing for
extended periods of time; hearing and speaking to exchange information in person or on the telephone, and to make
presentations; seeing to read, write, and 1 the computer keyboard and other office equipment; kneeling and
bending at the waist, reaching overhead, above the shoulders and horizontally; lifting, carrying, pushing, and pulling
light objects.

NON 1 I

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis of
actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or mental
disability, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.
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Planning, organization and coordination ne¢  d for assigned program

Diverse academic, socio-economic, cultural, ethnic, and disability backgrounds of District staff and students
Correct English usage, grammar, spelling, vocabulary and punctuation

Computer software, hardware, and related technology

/ 1

Formulate, organize . 1 administer a wide variety of major organizational units involving business, finance,
accounting, payroll, procurement and distribution and risk management

Supervise and evaluate staff from diverse backgrounds

Communicate effectively both orally and in writing

Interpret, apply and explain rules, regulations, policies . 1 procedures

Analyze situations and ¢ plex financial data accurately and adopt an effective course of action

Work independently

Prepare comprehensive narrative and statistical reports

Maintain, through subordinates, the accuracy and currency of records and reports, while meeting regular and
special demands for data

Operate personal computer, related software, and other office equipment

~

Office environment and diverse school site environments; driving a vehicle to conduct work; fast-paced work;
constant interruptions

) E
Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and pulling
objects up to 30 pounds, occasionally 30+ pounds; bending and twisting at the waist, reaching overhead, above

the shoulders and horizontally; dexterity of both hands and fingers while performing ¢ ies; seeing to read, write
and use the computer; hearing and speaking to exchange information, in person or on the telephone, and make

presentations.
N( . N

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived race, religion, color, nation. origin, ancestry, age, marital status, pregnancy, physical or
mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.
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Dexterity of hands and fingers to operate a computer keyboard; sitting or standing for extended periods of
time; hearing and  :aking to exchange information and make presentations; seeing to read and write
reports; kneeling and bending at the waist, reaching overhead, above the shoulders and horizontally; lifting
light objects.

2Y:
The Oakland Unified School District does not discriminate in any program, activity, or in employment on the
basis of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy,

physical or mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual
orientation.
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Coordinate with the ¢ =e of the Controller to periodically report the book value of the District’s full portfolio of
capital assets and reconcile to accounting records.

Coordinate and monitor the internal and external redistribution of district assets declared surplus. This includes the
preparation of a period surplus resolution for consideration by the Governing Board.

Provide operational and technical accounting thought leadership within the Fixed Assets domain.

Document, maintain records, and coordinate the receipt and distribution of equipment donated to the District.
Supervise, lead and coordinate Fixed Assets team, inclt  1g the hiring, evaluation and development of staff.
Provide cross-training to other staff within the department.

Perform related duties as assigned.

MIN S
TRA! D 31 Any combination of education, training and/or experience
equiy ee in Business Administration, Public Administration, Finan ~ Management,

Accounting, Information and Decision Syst. 5, or equivalent and five (5) years of verifiable full-time experience in
a related role.

Experience in governmental accounting and auditing; public accounting and auditing with knowledge of the
standards of the California School Accounting Manual (CSAM), Standardized Account Code Structure (SACS),
Generally Accepted Accounting Principles (GAAP); and relevant statement of the Governmental Accounting
Standards Board (GASB)

Experience in public school accounting systems
CER IE |
Valid California Driver’s License
Employment eligibility will inclur  fingerprints, tuberculosis and/or other employment clearance
v )
\ !
California School Accounting Manual (CSAM)
Standardized Account Code Structure (SACS)
Generally Accepted Accounting Principles (GAAP)
Relevant statement «  the Governmental Accounting Standards Board (GASB)
Computerized financial systems, preferably the Integrated Financial and Administrative Solution (IFAS)
California Education Code
Excellent oral and w1 :n and digital English communication skills
Microsoft Office Suite (Word, PowerPoint, Excel)
Basic standards of customer service
Good record-keeping techniques
Telephone techniques, systems, and etiquette
Interpersonal skills using tact, patience, and courtesy
Good communication skills and techniques
Diverse academic, socio-economic, cultural, ethnic, and disability backgrounds of District students and staff
Correct English usage, grammar, spelling, vocabulary, and punctuation

Computer software, hardware, and related technology
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[ t 1 IN P(
The  land Unified School District+ . notdisc  nate in any progr:  activity, or in employment on  : basis
of a Lor rce ., religion, color, national origin, ancestry, e, mari ‘us, pregnancy, physical or

mel lisabulity, ical condition, genetic information, veteran status, g Jer, sex, or sexual orientation.
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He ing and speaking to exchange information, make presentations and communicate over the telephone; seeing
to read, prepare, anc  oof | documents and view computer monitors; sitting or standing for extended periods
of tir ity of hands . fingers to operate a computer keyboard and other office equipment; kr  ing,
bend waist, 1d reaching over 1d, above the shoulders and horizontally, to retrieve and store files and
supplies; lifting light objects; ability to go to sites apart from primary office to conduct business.

N ¥

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual o red e on, color, national ¢ ance r age, n ital status, pregnancy, physical or
mental dis. redical condition, genetic infi  nation, veteran status, gender, sex, or sexual orientation.












Office environment; driving a vehicle to conduct work; rapid-paced work, constant interruptions

Hearing and speaking to excl 1ge information in person i1d make presentations; dexterity of hands and
fingers to operate a computer keyboard; seeing to monitor various activities and read documents, and view
compu  monitors; sitting or standing for e nded riods of time; kneeling, bending at the waist, and
reaching overhead, above the shoulders, and horizontally; lifting light objects; operating a motor vehicle to
conduct business at s across the [

‘M1 |
The Oakland Unified S ol Dist  t i not discriminate in iy program, activity, or in employment on the
basis of actual or perceived race, re 1, color, national origin, ance  _, age, marital status, pregnancy,
physical or mental di. Hility, dical condition, genetic information, veteran status, gender, sex, or sexual

orientation.
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computer monitors; sitting or star ng for extended periods of time; kneeling, bending at the waist, and
reaching overhead, above the shoulders, and horizontally; lifting light objects.

i { :

e ¢ Jand Uni School District does not discriminate in any proc  n, activity, or in employment on the
basis of actual or perceived race, rel 3n, color, national origin, ancestry, age, marit  status, pregnancy,
physical or :n sab y, medical condition, genetic information, veteran status, gender, sex, or sexual

orientation.
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Hearing and speaking to exct ~formation; seeing to read, pre ire, and proofread documents; sitting
for extended periods of time; ity of hands and fingers to operate a computer keyboard and other
office juipmer ling, bending at the waist, and reaching overhead, above the shoulders and
horizontally, to » and store files and supplies; lifting light objects.

/ \

The Oakland Unified School District does not discriminate in: ' program, activity, or in employment on the
basis of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy,
physical or mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual
orientation.









The Oaklan o] not disc in any program, acti orin ¢ yment on the

basis of acti e 1, color, t rigin, an ge, ital status, pregnancy,

physical or | lif IC N, g ormi 1 1 status, gender, sex, or sexual
:ntation.
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interruptions

5:
Consistent mental alertness; sitting or star for extended periods of time; lifting, carrying, pushing, and puliing
objects up to 30 pounds, occasionally 30+ pounds; bending and twisting at the waist, reaching overhead, above
the shoulders and horizonte ; dexterity of both hands and fingers wt perform g duties; seeing to read, write
and use the computer; hearing and speaking to exchange information in person or on the telephone, and make
presentations.

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or
mental disability, r ~ cal ¢ dition, genetic information, veteran status, gender, sex, or sexual orientation.
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Principles of organization and management

Curriculum and the operation of elementary and secondary schools, and alternative programs
Budget development, maintenance and evaluation

Presentation, communication, and put :speaking techniques

Various District ba  iining unit contracts related to employee evaluation

Planning, organization and coordination needed for assigned program

Diverse academic, socio-economic, cultural, ethnic, and disability backgrounds of District students
Interpersonal skills using tact, patience, and courtesy

Correct English usage, grammar, spelling, and punctuation

Interpret, communicate, implement, and maintain current knowledge of applicable laws, codes, policies,
procedures, and District regulations governir  work scope

Interpret District collective argaining contra language

Address the needs of identified English Learner communities

Work with diverse school sites and conditions

Perform duties with awareness of all District requirements and policies

Work effectively with all segments of the educational community and general public

Analyze problems, make decisions or recommendations, and be responsible for these decisions
Communicate effectively in English orally and in writing

Work with diverse groups and individuals in a manner that achieves District goals

Establish and maintain effective working relationships with others of diverse backgrounds, experience, and
personalities

Translate District policy to various employees, individuals and groups

Model effective communication skills using tact, patience, and courtesy to understand and respond to the needs
and expectations of team m¢  ers and others

Analyze, interpret and comn licate data

Motivate and support adults to transform their practices

Plan, organize, and complete work to meet established timelines and deadlines
Analyze situ. ons accurately and adopt effective course of action

Manage mulitiple projects simultaneously

Implement plans and evaluate their outcomes

Prepare and deliver clear and concise presentations to a variety of audiences

Participate in District approved professii 1l development to maintain current knowledge of evolving needs of
students and the District related to work scope

Serve as trusted resource to District administrators and facilitate communication throughout the District
Meet District standards of professional conduct as outlined in Board Policy

Coach, and evaluate appropriate personnel

Supervise and direct a large staff or department

Cross-train department personnel

Operate personal computer, related software, and other office equipment
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Office environment and diverse school site environments; driving a vehicle to conduct work; fast-paced work;
constant interruptions

Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and pulling
objects up to 30 pounds, occasionally 30+ pounds; bending and twisting at the waist, reaching overhe above
the shoulders and horizontally; dexterity of both han  and fingers while performing duties; seeing to read, write
and use the computer; hearing and spe :ing to exchange information, in person or on the telephone, and make
presentations.

1 1

The Oakland Unified School District does not discriminate in any program, activity, or in  iployment on the basis
of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or
mental disability, 1  Jical condition, gel ¢ information, veteran statt  gender, sex, or sexual orientation.
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Office environment 1d div e schoo! environments driving a vehicle to conduct work; fast-paced work constant
interruptions

iing or standing for extended periods of time; lifting, carrying, pushing, and pulling

onally 30+ pounds; bending and twisting  the waist, reaching overhe , above
the shoulders and horizontally; dexterity of both hands and fingers while performing duties; seeing to read, write
and use the computer; hearing and speak ] to exchange information in person or on the telephone, and make
presentations.

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived race, igion, color,  ional origin, ancestry, age, marital status, pregnancy, physical or
mental disability, medical ¢ ition, genetic inform.  n, veteran status, gender, sex, or sexual orientation.
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Maintain communication and work closely with District staff, school-site staff and the community regarding
information, developments 1d implementation of project, program or activity.

Respond to parent and family concerns; assess student and family needs and conduct and implement conflict
resolution and problem solving strategies to slve issues impacting the family; manage the need for escalation;
suggest outside agency resources where appropriate.

Conduct investigations and develop written responses to official complaints; ensure timely resolution of the
issue(s).

Create systems and manage operations between school sites and central office departments.
Collaborate with site administrators to build ca ity in community relations.

Influence alignment of central office departments to schools in order to maximize departmental expertise and
resources in service of student learning.

Identify areas of need for additional coaching, training and technical assistance support; secure and/or deliver
support as necessary.

Develop internal, and identify external training opportunities focusing on increasing capacity within assigned
schools.

Manage communication between clerical staff at school sites and regional office.
Manage schedule of school visits for Regional Executive Officers.

Provide administrative support for Regional Executive (  :ers and Directors including  sistance with meeting
preparation.

Coordinate and facilitate quarterly trainings with site clerical staff.

Coordinate and facilitate bi-monthly meetir ~ with Regional Executive Officers, Coordinator Team, and District
departments.

Prepare and/or assist in preparation of reports, records and other documentation as required.
Perform related duties as assigned.

)

] A Bachelor’s degree from an accredited college or university and
five years of experience.

Master’s degree preferred
Experience in conflict resolution

Successful experience working with public school systems, including the development of community schools in an
urban setting, achieving excellent results for all constituents

Proven commitn 1t to school success and stu 1t achievement
Experience in positive child, youth, and family development

[

Valid California Driver’s License

Employment eligibility will include fingerprints, tuberculosis and/or other employment clearance

Conflict resolution strategies

Applicable federal, state, and District codes, regulations, policies and procedures governing work scope
Principles and practices of adult training

Interpersonal skills using tact, patience and courtesy

Knowledge of organizations, operations, policies and objectives of public education
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Planning, organization and coordination needed for assigned program

Diverse academic, socio-econor , cultural, ethnic, and disability backgrounds of District students and staff
Excellent English u  |e, grammar, spelling, vocabulary and punctuation

Computer st vare, hardware, and related technology

} LITY

Continuously seek quality service and process improvements in order to support a mission and strategic vision
Facilitate effective communication between the school and the students, parents, and community
Communicate and work effectively with a broad range of individuals and groups

Use a consultative approach to resolving work related issues

Plan, organize and direct the operations, plant and personnel of assigned school.

Establish, coordinate and maintain communication with school staff, community and parent groups

Plan and organize work

Work independently and as part of a team

Analyze situations accurately and adopt an effective course of action

Complete work with many interruptions

Read, interpret, apply and explain rules, regulations, policies and procedures

Communicate effectively both orally and in writing

Prepare and deliver oral presentations

Operate personal computer, related software, and other office equipment

Office environment and diverse school site environments; driving a vehicle to conduct work; fast-paced work;
constant interruptions

5

Consistent mental alertness; si g or standing for extended periods of time; lifting, carrying, pushing, and pulling
objects up to 3C  unds, occasionally 30+ pounds; bending and twist | at the waist, reaching overhead, above
the shoulders and horizontally; dexterity of both hands and fingers while performing duties; seeing to read, write
and use the computer; hearing and speaking to exchange information, in person or on the telephone, and make
presentations.

\ l Y
The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis

of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or
mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.
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Principles and practices of administration, st rvision, and training
Curriculum for Special Education programs
Counseling and testing programs for Special Education students.
Operation of a computer and assigned software
} TO:
Plan, organize ar administer a large, complex Special Education program and SELPA

Apply specialized specia lucation knowledge to the administration and management of SELPA
programs 1d services within established policy guidelines, research and evaluation concepts and solutions

Communicate « ctively both orally and in writing

Interpret, apply and explain rules, regulations, policies and procedures
Analyze situations accurately and adopt an effective course of action
Meet schedules and time lines

Work independently with little direction

Plan and organize work

Prepare comprehensive nat  ive and statistical reports

Supervise and evaluate the performance of assigned staff

Remain current on trends and development in the Special Education field

Office environment and diverse school site environments; driving a vehicle to conduct work; movement
throughout schools and classrooms in a variety of buildings; fast-paced work; constant interruptions

Hearing and speaking to exchange information; seeing to read, prepare, and proofread documents; sitting or
standing for extended peri : of time; dexterity of hands and fingers to operate a computer keyboard and
other office equipment; kneeling, bending at the waist, and reaching overhead, above the shoulders and
horizontally to ret e and store files and sup| 2s; lifting light objects.

ILICY:

strict does not discriminate in any program, activity, or in employment on the
basis of actual or perceived race, religion, color, national origin, ancestry, age, marital status, pregnancy,
physical or mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual
orientation.
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f TO:
Operate personal computer, related software, and other office equipment
Proficiently use MS Office i olications including Word, PowerPoint, Excel, and Access
Manage databases, includit  employee record systems, stt nt record systems, and IEP record systems
Complete administrative assignments as assigned where knowledge, judgment and discretion are critical

Respond tc d prioritize multiple requests in a fast-paced environment while upholding excellent customer service

Office environment and diverse school site environments; driving a vehicle to conduct work; fast-paced work;
constant interruptions

>
Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and pulling
objects up to 30 pr  1ds, occasionally 30+ pounds; bending and twisting at the waist, reaching overhead, above
the shoulders and horizontally; dexterity of both hands and fingers while performing duties; seeing to read, write
and use the computer; hearing and speaking to exchange information, in rson or on the telephone, and make
presentations.

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or per ved race, religion, color, national origin, ancestry, age, marital status, pregnancy, physical or
mental disability, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.
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N MI
The Oakland U School District inotc imin :in any program, activity, or in employment on the
basis  actual or perc race, religion, color, national origin, icestr marital status, pregnancy,
| si  or mental disability, =dical condition, genetic information, vet atus, gender, ., or sexual

orientation.
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Dexterity of ha fingers to ope  :a computer keyboard; sitting or star | for exter :d periods of time;
hearing and sp ) exchange int ation and make presen ions; seeing to read and write reports.

2Y:
The Oakland Unif school District does 1t discriminate in any pro¢  n, activity, « in employment on the basis
of actt  or perce ré lion, color, national  3in, ancestry, , marital status, pregnancy, physical or

menta!l disability, medical cc ion, genetic information, veteran status, gender, sex, or sexual orien ion.
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