














BUDGET IMPACT
Funding for all positions is Unrestricted General Purpose funds.

RECOMMENDATION
Approval by the Board of Education of Resolution No. 1112-0001 — Elimination, Creation and Reclassification of

Classified Positions — Department of Risk Management.

Elimination, Creation, and Reclassification of Classified Positions, Risk Management Position
Resolution No. 1112-0001

August 10, 2011
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Operate a computer and related technology efficiently. £
Attend and participate in required District meetings. £
Perform related duties as assigned.

MINIMUM QUALIFICATIONS:
TRAINING, EDUCATION AND EXPERIENCE: Any combination of education, training and/or experience equivalent

to: an associate’s of arts degree plus related courses and four years of relevant experience.

LICENSES AND OTHER REQUIREMENTS:

Valid California driver’s license.

Employment eligibility that may include fingerprints, Tuberculosis and/or other employment clearance.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Applicable federal, state, and District codes, regulations, policies and procedures governing workscope
Procedures, methods, techniques, and strategies utilized related to Workers’ Compensation, Reasonable
Accommodations, and Long-Term Disability programs

Correct English usage, grammar, spelling, and punctuation

Record-keeping techniques and systems

Telephone techniques, systems and etiquette

Computer software, hardware, and related technology

ABILITY TO:

Interpret, implement, and maintain current knowledge of applicable laws, codes, policies, procedures, and District
regulations governing workscope

Ensure compliance of District policies and regulations

Perform a variety of difficult, specialized duties related to District Workers’ Compensation and Long-Term Disability
activities

Provide information regarding District Worker's Compensation, Reasonable Accommodations, and Long-Term Disability
procedures, activities, rules, and regulations

Analyze situations accurately and adopt effective course of action

Communicate effectively in English orally and in writing

Model effective communication skills using tact, patience, and courtesy to understand and respond to the needs and
expectations of team members and customers

Understand and follow oral and written directions

Establish and maintain effective working relationships with others

Plan, organize, and complete work to meet internal and customer established timelines and deadlines

Maintain accurate and confidential records and reports

Operate personal computer, related software, and other office equipment

Complete work accurately and as directed despite frequent interruptions

Work confidentially and with discretion

WORKING CONDITIONS:
ENVIRONMENT:
Office environment; driving a vehicle to conduct work; fast-paced work; constant interruptions

PHYSICAL DEMANDS:

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.
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Operate a computer to access a variety of records in the District’s software programs; operate various telephone
systems and other office equipment. £
Perform related duties as assigned.

MINIMUM QUALIFICATIONS
TRAINING, EDUCATION AND EXPERIENCE: Any combination of education, training and/or experience

equivalent to: an associate’s of arts degree and four years of relevant experience.

LICENSES AND OTHER REQUIREMENTS:

Valid California Driver’s License

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

KNOWLEDGE AND ABILITIES
KNOWLEDGE OF:

Applicable laws, codes, regulations, policies, and procedures governing workscope

Procedures, methods, techniques, and strategies utilized in addressing benefits issues

District benefits programs and procedures

Correct English usage, grammar, spelling, and punctuation

Strategies and techniques for customer service

Telephone techniques, systems and etiquette

Computer software, hardware, and related technology

ABILITY TO:

Perform a variety of duties involving District benefits activities

Provide information regarding district benefits procedures, activities, rules, and regulations

Interpret, apply and explain rules, regulations, policies and procedures related to workscope

Maintain current knowledge of applicable laws, codes, regulations, policies, procedures and District regulations
related to workscope

Ensure compliance with school and District policies and regulations

Perform a variety of specialized duties involving District Worker's Compensation and Long-Term Disability activities
Provide information regarding District Worker's Compensation and Long-Term Disability procedures, activities,
rules, and regulations

Analyze situations accurately and adopt effective courses of action

Communicate effectively in English orally and in writing

Communicate effectively using tact, patience, and courtesy

Understand and follow oral and written directions

Work cooperatively

Meet schedules and timelines

Work confidentially and with discretion

Maintain accurate and confidential records

Complete work as directed despite frequent interruptions

Operate personal computer, related software, and other office equipment

WORKING CONDITIONS

ENVIRONMENT:
Office environment; driving a vehicle to conduct work; fast-paced work; constant interruptions

PHYSICAL REQUIREMENTS:

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.





