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By:
TO: Board of Education
FROM: Antwan Wilson, Superintendent
Brigitte Marshall, Chief Talent Officer, Talent Development Divisi
SUBJECT: Approval of Job Descriptions — Risk Management, Community Sc dent Services,
College and Career Readiness, Office of Post-Secondary Readiness, Facilities, Talent Development
Division, Department-As Assigned, Linked Learning, Technology Services and Teaching and
Learning
1. Analyst, Workers’ Compensation and Reasonable Accommaodation
2. Coordinator, Community School Leadership
3. Coordinator, Social Emotional Learning
4. Coordinator, Summer Learning Programs
5. Coordinator, Wellness
6. Coordinator, Workforce and Economic Development
7. Deputy Chief, Post-Secondary Readiness
8. Executive Director, Facilities Management & Planning
9. Executive Director, HR Operations and Staffing
10. Library Technician
11. Manager, Human Resources Operations
12. Program Manager, Expanded Linked Learning
13. Program Manager, Health Sector Partnerships
14. Program Manager, Teacher Growth and Development System
15. School-Based Facilitator, Restorative Practices
16. Specialist, Attendance—Bilingual
17. Specialist, Attendance
18. Specialist, Master Schedule Development
19. Specialist, Records Management
20. Specialist, School Governance
21. Specialist, Unaccompanied Immigrant Children Program
22. Transitional Kindergarten Reading Tutor
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Adoption by the Board of Education of Resolution No. 1415-1164, approving creation/revision of the following job
descriptions:

Analyst, Workers’ Compensation and Reasonable Accommodation
Coordinator, Community School Leadership

Coordinator, Social ' »tional Learning

Coordinator, Summer Learning Programs

Coordinator, Wellness

Coordinator, Workforce and Economic Development

Deputy Chief, Post-Secondary Readiness

Executive Director, Faci 2s Management & Planning

. Executive Director, HR Operations and Staffing

10. Library Technician

11. Manager, Human Resources Operations
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12. Program Manager, Expanded Linked Learning

13. Program Manager, Health Sector Partnerships

14. Program Manager, Teacher Growth and Development System
15. School-Based Facilitator, Restorative Practices

16. Specialist, Attendance—Bilingual

17. Specialist, Attendance

18. Specialist, Master Schedule Development

19. Specialist, Records Management

20. Specialist, School Governance

21. Specialist, Unaccompanied Immigrant Children Program
22. Transitional Kindergarten Reading Tutor

for the following departments: Risk Management, Community Schools and Student Services, College and Career
Readiness, Office of Post-Secondary Readiness, Facilities, Talent Development Division, Department-As Assigned,
Linked Learning, Technology Services, and Teaching and Learning.

BACKGRC''™™'D:

The Talent bevelopment Division recommends creation/revision of these job descriptions as part of its ongoing
work to revise and update the job classifications needed to implement the strategic plan, create greater clarity of
roles, and have a written job description that reflects the scope and responsibilities for every position in the
District.

BUDGET IMPACT
None,

F™"JOMMENDATION
Adoption by the Board of Education of Resolution No. 1415-1164, approving creation/revision of the following job
descriptions:

Analyst, Workers’ Compensation and Reasonable Accommodation
Coordinator, Community School Leadership
Coordinator, Social Emotional Learning

Coordinator, Summer Learning Programs

Coordinator, Wellness

Coordinator, Workforce and Economic Development
Deputy Chief, Post-Secondary Readiness

Executive Director, Facilities Management & Planning
Executive Director, HR Operations and Staffing

10. Library Technician

11. Manager, Human Resources Operations

12. Program Manager, Expanded Linked Learning

13. Program Manager, Health Sector Partnerships

14. Program Manager, Teacher Growth and Development System
15. School-Based Facilitator, Restorative Practices

16. Specialist, Attendance—Bilingual

17. Specialist, Attendance

18. Specialist, Master Schedule Development

19. Specialist, Records Management

20. Specialist, School Governance

21. Specialist, Unaccompanied Immigrant Children Program
22. Transitional Kindergarten Reading Tutor
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for the following departments: Risk Management, Community Schools and Student Services, College and Career
Readiness, Office of Post-Secondary Readiness, Facilities, Talent Development Division, Department-As Assigned,
Linked Learning, Technology Services, and Teaching and Learning.
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~ Risk Management, Community Schools and Student Services, College and Career Readiness, Office of Post-
Secondary Readiness, Facilities, Talent Development Division, Departments-As Assigned, Linked Learning,
Technology Services and Teaching and Learning -

Approving 7~ ™~--ripti~=~

- Analyst, Workers" Compensation and Reasonable Accommodation; Coordinator, Community School
Leadership; Coordinator, Social Emotional Learning; Coordinator, Surmer Learning Programs;
Coordinator, Wellness; Coordinator, Workforce and Economic Development; Deputy Chief, Post-
Secondary Readiness; Executive Director, Facilities Management & Planning; Executive Director, HR
Operations and Staffing; Library Technician; Manager, Human Resources Operations; Program Manager,
Expanded Linked Learning; Program Manager, Health Sector Partnerships; Program Manager, Teacher
Growth and Development System; School-Based Facilitator, Restorative Practices; Specialist,
Attendance—Bilingual; Specialist, Attendance; Specialist, Master Schedule Development; Specialist,
Records Management; Specialist, School Governance; Specialist, Unaccompanied Immigrant Children
Program; and Transitional Kindergarten Reading Tutor -

WHEREAS, it is the goal of the Oakland Unified School District to ensure organizational effectiveness, efficiency
and accountability to further student achievement; and

WHEREAS, it is the intent of the District to develop a structure which focuses on providing high standards of
service and increasing accountability across the system; and

WHEREAS, the job descriptions align with the District’s priority of a Full Service Community School District and
to enhance service our students, schools and community, and

NOW, THEREFORE, BE IT RESOLVED that the Board of Education hereby approves creation/revision of the
attached job descriptions: Analyst, Workers’ Compensation and Reasonable Accommodation; Coordinator,
Community School Leadership; Coordinator, Social Emotional Learning; Coordinator, Summer Learning Programs;
Coordinator, Wellness; Coordinator, Workforce and Economic Development; Deputy Chief, Post-Secondary
Readiness; Executive Director, Facilities Management & Planning; Executive Director, HR Operations and Staffing;
Library Technician; Manager, Human Resources Operations; Program Manager, Expanded Linked Learning;
Program Manager, Health Sector Partnerships; Program Manager, Teacher Growth and Development System;
School-Based Facilitator, Restorative Practices; Specialist, Attendance—Bilingual; Specialist, Attendance;
Specialist, Master Schedule Development; Specialist, Records Management; Specialist, School Governance;
Specialist, Unaccompanied Immigrant Children Program; and Transitional Kindergarten Reading Tutor.
























Page 4 of 4 Coordinator, Community School Leadership

NON-DISCRIMINATION POLICY:

The Oakland Unified School District does not discriminate in any -ogram, ac “in employment on the basis
of actual or perceived race, religion, color, national origin, ancestry, . us, pregnancy, physical or
mental disability, medic. condition, genetic information, veteran sta or sexu. orientation.
























Page 4 of 4 Coordinator, Summer Learning Progra

NON-DISCRIMINATION POLICY:

The Oakland Unified School [ trict does not discriminate in any program, activity, | employment on the basis
of actual or perceived race, religion, color, national oric 1, ancestry, |e, marital s , pregnancy, physical or
mental disability, me > condition, genetic information, veteran status, gender, sex, or sexual orientation.












Page 4 of 4 Coordinator, Wellness

NON-DESCRIMINATION POLICY:

The Oakland Unified School istrict es not discrir 1ate in any -ogram, « . or in employment on the
basis of actual or perceived race, religion, color, national origin, ancestry, ¢ irital status, pregnancy,
physical or mental disability, medical condition, gene : information, v ] s, gender, sex, or sexual
orientation.




































Page 4 of 4 Executive Director, Facilities Managemel and Pl ning

Prepare and present clear and concise comprehensive na itive . d statisti  r
Lead and coordinated District efforts toward secur g funi 1g¢ x| Hje
Interpret, apply and explain rules, regulations, policies and | e ‘es

Operate personal computer, related software, and other office equipment
WORKING CONDITIONS

ENVIRONMENT:

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

PHYSICAL REQUIREMENTS:

Consistent mental alertness; sitting or standing for extended periods of time; we ) over rough or uneven

surfaces at construction sites; lifting, carrying, pushing, and pulling « iects up to 50 pounds, occasionally 50+
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, assess property, prepare reports and use
the computer; hearing and speaking to exchange information, in person or on the telephone, and make
presentations.

NON-DISCR | \ATION POLICY:

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.
























Page 4 of 4 Library Technician

The Oakland Unified School District does not discriminate in .y program, activity, + in employment on the basis
of actual or perceived race, religion, color, national 1, ances ', ¢ : 1 1l status, pregnancy, physical or
mental disability, medical condition, genetic inform. veteran status,  ider, sex, or sexual orientation.
























Page 3 of 3 Program Manager, Expanded Linked Learr

Effectively implement Oakland Unified School District’s expanded learnir and career readiness programs
Adapt service offerings to site needs
Work with other District leaders to ensure their services are cons e and gned

Establish and maintain effective working relationships with « trict staff ar admil itors, students, parents
or guardians, outside agencies, and the i :, inam ul  -al community

Exercise effective decision-making and prol m-solving
Facilitate, communicate orally and in writing, and listen

Prepare documents, reports, . 1 presentations using WORD, EXCEL and PowerPoint (Technology
Proficiency)

Adapt services based on data
Operate personal computer, related software, and other office equipment
Cross-train department personnel

WORK G CONDITIONS:
ENVIRONMENT:

Office and diverse school site environments; driving a vehicle to conduct work; fast-paced work; constant
interruptions; exposure to a variety of childhood and adult diseases and ilinesses

PHYSICAL EM \DS:

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 duties;
seeing to read, write and use the computer; hearing and speaking to exchange information, in person or on
the telephone, and make presentations.

NON-DISCRIMINATION POLICY:

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.




































Page 3 of 3 Specialist, Master Schedule Development

Use technology to create multi-media traii g aides

Work to tight deadlines in a demanding work enviror 2nt
Quickly learn new things

Maintain consistent detail-orientation

Plan, organize, and coordinate cross-departmental activities efficiently and in accordance with District quality
standards and established schedules and ti : lines

Learn and understand customer business processes and r¢  lirements

Make sound decisions within est lished guidelines

Facilitate and lead implementation of new processes and changes to existing | » ses
Coordinate cross-departmental project activities

Work independently with little direction

Use patience and tact in working with end-users

Establish and maintain cooperative and effective working relationships with others
Communicate in a professional, courteous and effective manner across all levels of the District
Operate personal computer, related software, and other office equipment

WORKING C( [ 'IONS
ENVII NMENT:

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

PHYSICALI Ql TS:

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 duties; seeing to read, write
and use the computer; hearing and speaking to exchange information, in person or on the telephone, and make
presentations.

NON-DIS( [M ATION POLICY:

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.
















































Page 3 of 3 Specialist, Atter ince - Bilingual

Be flexible to perform work within changing priorities

Verify accuracy and completeness of documents and process data

Work harmoniously with staff, students, administrators, p | its and others

Communicate clearly in English and target language

Understand and interpret District policies and procedures

Understand and follow oral and written directions

Work independently as required

Meet schedules and timelines

Maintain a variety of records and files

Analyze situations accurately and take appropriate action

Work cooperatively with others

Complete work accurately and as directed with many interruptions

Answer phones and greet visitors

Operate personal computer, related software, and other office equipment
ol aictc 11 s:

wvironment: Office and diverse school site environments; driving a vehicle to conduct work; fast-paced work;
constant il rruptions; potential contact with blood and other body fluids and communicable diseases

Physical Requirements: Consistent mental alertness; sitting or standing for extended periods of time; lifting,
carrying, pushing, and pul g objects up to 30 pounds, occasionally 30+ pounds; bending and twisting at the
waist, reaching overhead, above the shou rs and horizontally; dexterity of both hands and fingers while
performing duties; seeing to read, write and use the ¢ puter; hearing and speaking to exchange information, in
person or on the telephone.

NON-I 3CR. 1 \TIONPC ¢

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 dis. lity, medical condition, genetic information, veteran status, gender, sex, or sexual orientation.














