OAKLAND UNIFIED SCHOOL DISTRICT
Office of the Superintendent of Schools

May 13, 2015

 Legislative File
File ID Number: 15-0806
Introduction Date: N&5/13/2015
Enactment Number:
Enactment Date:

By:
TO: Board of Education
FROM: Antwan Wilson, Superintendent
Brigitte Marshall, Chief Talent Officer, Talent Development Division
SUBJECT: Approval of Job Descriptions- Legal/Labor Department and Office of Post-Secondary Readiness

Administrator, Legal Office

Coordinator, Labor

Director, Project Management & Reporting
Executive Assistant, Legal

Legal Assistant/Law Clerk III

Office Manager, Labor/Legal Confidential

ok

ACTION REQUESTED

Adoption by the Board of Education of Resolution No. 1415-1125, approving creation of the following job
descriptions: Administrator, Legal Office; Coordinator, Labor; Executive Assistant, Legal; Legal Assistant/Law
Clerk III; Office Manager, Labor/Legal Confidential for Legal/Labor and Director, Project Management & Reporting
for the Office of Post-Secondary Readiness.

BACKGROUND:

The Talent Development Division recommends creation of these job descriptions as part of its ongoing work to
revise and update the job ciassifications 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.

RECOMMENDATION

Adoption by the Board of Education of Resolution No. 1415-1125, approving creation of the following job
descriptions: Administrator, Legal Office; Coordinator, Labor; Executive Assistant, Legal; Legal Assistant/Law
Clerk I1I; Office Manager, Labor/Legal Confidential for Legal/Labor and Director, Project Management & Reporting
for the Office of Post-Secondary Readiness.

Creation of Job Descriptions-Legal/Labor
Resolution No. 1415-1125
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Legislative File

File ID Number: 15-0806
Introduction Date: NE/12/7N1E

—

Enactment Number:
Enactment Date:

OAKLAND UNIFIED

By: ] SCHOOL DISTRICT
Position Description
TITLE: Executive Assistant, REPORTS TO: Assigned Supervisor
Legal
DEPARTMENT: Legal Office CLASSIFICATION: | Classified Confidential
FLSA: Exempt WORK 261 Days/7.5 Hours, or
YEAR/HOURS Duty Days/Hours as assigned.
ISSUED: Created: May 2015 SALARY GRADE: CFCA 12

BASIC FUNCTION: Perform a variety of confidential, executive legal secretary duties, including
performing a wide variety of highly independent, difficult, and complex administrative support services for
the General Counsel, Deputy General Counsel Litigation and Claims and Complex Transactions.

Maintain confidentiality of all personnel matters; some duties will involve access to confidential information
concerning employer-employee relations.

REPRESENTATIVE DUTIES: (Incumbents may perform any combination of the essential functions shown
below. This position description is not intended to be an exhaustive list of all duties, knowledge, or abilities
associated with this classification, but are intended to accurately reflect the principal job elements).

ESSENTIAL FUNCTIONS

Act as confidential executive assistant to the General Counsel and Deputy General Counsel, relieving the
General Counsel and Deputy General Counsel of a wide variety of technical and administrative detail by
performing independent and highly responsible administrative and staff duties in activities which support the
District's Legal Department. Coordinate the General Counsel and Deputy General Counsel's calendar;
schedule appointments and meetings; facilitate logistical arrangements for large scale events as needed.
Maintain a variety of manual and electronic documents, files and records.

Serve as executive, legal secretary to the General Counsel and Deputy General Counsel and provide support
for other staff in the Legal Department as necessary.

Screen and process the General Counsel and Deputy General Counsel's mail, both electronic and paper; refer
to other staff members as appropriate; compose correspondence on own initiative on matters not requiring
personal response by the General Counsel and Deputy General Counsel.

Transmit confidential, controversial, or sensitive information.

Receive visitors and telephone calls from the public, staff, parents, and students; exercise judgment in
providing information, referring to an appropriate staff member, or scheduling an appointment with the
General Counsel and Deputy General Counsel.

Respond to parent and/or community inquiries; work with schools and departments to resolve concerns of
parents and community of a routine nature that are directed to the General Counsel and Deputy General
Counsel.
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Prepare for and provide representation at administrative hearings

Provide legal assistant support during trial and court or administrative hearings
Conduct discovery

Make independent judgments within established guidelines

Organize work, set priorities, meet critical deadlines and follow-up on assignments with a minimum of
direction

Monitor progress of cases and projects as appropriate

Follow oral and written directions

Use computers for word processing, case management, and legal research
Use appropriate work methods, techniques and equipment

Balance multiple priorities

Perform work independently with a minimum of supervision

Exercise diplomacy, tact and good judgment

Assume responsibility

Establish and maintain effective working relationships.

Work in fast-paced environment with constant interruptions.

Perform a variety of complex, specialized claim and litigation prevention duties involving specialized
knowledge and independent judgment

Supervise, evaluate and document outside investigators when necessary and as assigned

Communicate clearly; understand and interpret District and other rules, policies and procedures and state
laws

Understand and follow oral and written directions; work independently
Operate a computer and other investigatory and office equipment;
Meet deadlines and schedules and time lines

Work with focus and under pressure in quickly evolving incidents or emergencies where significant injuries or
risk of injuries to human life has occurred,

Work in fast-paced environment with constant interruptions.
WORKING CONDITIONS:
ENVIRONMENT:

Office environment; with constant interruptions standard; periodic driving to locations to perform duties will
be necessary

PHYSICAL DEMANDS:

Hearing and speaking to exchange information in person and make presentations; dexterity of hands and
fingers to operate a computer keyboard; seeing to monitor various activities and read documents, and view
computer monitors; travelling off-site; sitting or standing for extended periods of time; kneeling, bending at
the waist, and reaching overhead, above the shoulders, and horizontally; lifting light objects.

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.
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Legislative File
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Enactment Number:

Enactment Date:

By: | SCHOOL DISTRICT
Position Description

TITLE: Office Manager, REPORTS TO: Assigned Supervisor
Labor/Legal
Confidential

DEPARTMENT: As Assigned CLASSIFICATION: | Classified Management

Confidential
FSLA: Exempt WORK 261 Days/7.5 Hours or duty days
YEAR/HOURS and hours as assigned
ISSUED: Created: May 2015 SALARY GRADE: CFCA 11

BASIC FUNCTION: Reporting to Deputy General Counsel and Labor Coordinators, perform complex,
specialized supervisory, administrative and highly skilled office management work involving access to
confidential information concerning employer-employee relations in all bargaining units throughout the
District; organize, manage and direct the clerical functions of the assigned department; assume primary
responsibility for implementing designated activities and operations of the department; maintain official
records; execute administrative policies.

Maintain confidentiality of all personnel matters; some duties will involve access to confidential information
concerning employer-employee relations.

REPRESENTATIVE DUTIES: (Incumbents may perform any combination of the essential functions shown
below. This position description is not intended to be an exhaustive list of all duties, knowledge, or abilities
associated with this classification, but are intended to accurately reflect the principal job elements).

ESSENTIAL FUNCTIONS

Perform complex, specialized supervisory, administrative and highly skilled office management work
involving access to confidential information concerning employer-employee relations for all bargaining units
throughout the District; organize, manage and direct the clerical functions of the department; assume
primary responsibility for implementing designated activities and operations of the department; utilize
specialized knowledge and independent judgment involving frequent and responsible public contact; analyze
and interpret data; plan, organize and coordinate office activities and communications to relieve the
administrator of routine duties; coordinate activities among managers, staff and outside organizations; work
independently to assist in the smooth and efficient operation of Labor Department; provide for accurate and
timely entry of a variety of data into various computer software programs; participate in staff training;
maintain official records; execute administrative policies.

Work independently receiving minimum supervision and guidance to assist the assigned manager in the daily
operation of Labor.

Interpret and apply rules and regulations as appropriate; coordinate communications; obtain and provide
information; coordinate activities and resolve issues.

Research, analyze, review, correct, and compile a variety of information; verify data for accuracy,
completeness and compliance with established procedures.

Independently respond to requests for information regarding District programs, policies, procedures, and
regulations; receive complaints and respond according to District procedures and guidelines.












