OAKLAND UNIFIED SCHOOL DISTRICT
Office of the Superintendent of Schools

October 26, 2016

Legisiative File
File ID Number: 16-2230
Introduction Date: 10/MIARMNN1A

Enactment Number:
Enactment Date:

By:
TO: Board of Education
FROM: Antwan Wilson, Superintendent
Tara Gard, Interim Deputy Chief Talent Officer, Talent Division
SUBJECT: Revision of Job Descriptions — Risk Management and Department, As Assigned

1. Director, Strategic Partnerships—Learning Lab
2. Risk Management Officer

ACTION REQUESTED

Approval by the Board of Education of Resolution No. 1617-0066 for the revision of Director, Strategic
Partnerships——Learning Lab and Risk Management Officer job descriptions for Department, as Assigned and Risk
Management.

BACKGROUND:

The Talent Division recommends approval of this job description 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.

BU'"™"ET_IMPACT
None.

RECOMMENDATION

Approval by the Board of Education of Resolution No. 1617-0066 for the revision of Director, Strategic
Partnerships—Learning Lab and Risk Management Officer job descriptions for Department, as Assigned and Risk
Management.
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Legislative File

File ID Number: 16-2230
Introduction Date: RRALRLSEE
Enactment Number:

Enactment Date:

OAKLAND UNIFIED

By: SCHOOL DISTRICT
Position Description

TITLE: Director, Strategic REPORTS TO: Assigned Supervisor

Partnerships — Learning
| Lab
verAK IMENT: As Assigned CLASSIFICATION: Certificated Management
Confidential

FLSA: Exempt WORK YEAR/HOURS: | 227 days / 7.5 hours

ISSUED: Created: June 2016 SALARY GRADE: CFAD 22
Revised: Octoh~~ 2016

BASIC FUNCTION: The Learning Lab Director of Strategic Partnerships shall provide leadership for the
development and coordination of partnerships with the higher education community, foundations, funders, school
leadership team, and district offices associated with the Learning Lab. The Director of Strategic Partnerships in
conjunction with the Director of Continuous Education and the principal of Oakland International High School
(OIHS) will evaluate all aspects of the Learning Lab. The Director of Strategic Partnerships will evaluate any
clerical or classified staff associated the Learning Lab.

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 is intended to reflect the principal job elements accurately.)

ESSENTIAL FUNCTIONS:

Organize, manage, supervise, and evaluate effective and clear programmatic procedures for the operation and
functioning of the Learning Lab, consistent with the philosophy, mission, values and goals of the Oakland
International High School, the Internationals Network for Public Schools, and District; including but not limited to,
establishing effective working relationships with other institutions in the Bay Area and California that may be of use
to the Learning Lab, OIHS and the District.

Create relationships with all local teacher and administrative programs in an effort to collaboratively create
powerful site-based learning experiences with pre-service teachers and leaders in order to prepare them to work
with newcomers and English language learners by employing the pedagogical and design practices of the
Internationals Approach and linked learning.

Develop budget for the Learning Lab and, in conjunction with the OIHS principal, plan funding for professional
development and coaching within the school.

Fundraise within the district, higher education community, and foundations to support the staffing and work of the
Learning Lab. Funding will including but may not be limited to: administrative salaries, coaching and staff salaries,
fellowship stipends, teacher stipends, travel, event hosting, and conference costs.

Establish effective liaison with the various offices and agencies within the community that provide specialized or
professional help to the Office of English Language Learner and Multilingual Achievement (ELLMA), HR and the
Linked Learning Office.
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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 tv  ting 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-DISCI vIN; . ILICY:

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 ¢ jin, ¢ estry, 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

File ID Number: 16-2230
Introduction Date: 1NMEIMA
Enactment Numbe

; OAKLAND UNIFIED

Enactment Date: 3
@, SCHOOL DISTRICT
Position Description
TITLE: Risk Management REPORTS TO: Assigned Supervisor
Officer
DEPARTMENT: Risk Management CLASSIFICATION: Classified Management
Confidential
FLSA: Exempt WORK YEAR/HOURS: | 261 aays / 7.5 hours
ISSUED: Created: June 2007 SALARY GRADE: CFCA 25
Revised: October 2015
Revised: October 2016

BASIC FUNCTION: The Risk Management Officer plans, organizes, administers and controls a comprehensive risk
management program for the District covering liability and property self-insured programs, environmental health
and safety programs, a self-insured workers’ compensation program, capital assets and inventory management,
fiscal management of health and welfare benefits, and other programs related to employee and pupil safety.

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 is intended to reflect the principal job elements accurately.)

ESSENTIAL FUNCTIONS:
Property and Liabilit- ™~ nce

Administer the property and liability self-insured programs.

Determine insured and self-insured coverages, place insurance and select third-party administrators.

Coordinate the verification and processing certificate of insurance request forms for day and overnight field trips.
Review and investigate accidents and claims.

Participate in litigation procedures and negotiate District settlements.

Monitor activities of third party administrators.

Maintain list of employees authorized to drive District-owned vehicles and conduct periodic reviews of driving
records for said employees with the California Department of Motor Vehicles.

Workers' Compensation

Direct a self-insured workers’ compensation program.
Establish and implement methods of proper reporting, investigating, litigating and paying claims and benefits.
Administer early return to work program; develop temporary transitional jobs and modified work assignments.

Employee Health and Welfar~ =~—~fits

Analyze insurance coverage needs, research insurance options and present alternatives to benefits negotiators.
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Negotiate annual premiums with healthcare providers and monitor compliance with contracts.

Communicate with District administrators, bargaining units, vendors and employees to distribute a variety of
information and to assist in cost containment of benefits and liability coverage.

r---“~~--nental Health and Sz“-*

Serve as District Safety officer and assure documentation and record-keeping of reg ited programs and materials,
injuries and illnesses.

Chair the District Safety Committee.

Coordinate training of employees in the proper use, control, disposal ar documentation of hazardous materials.
Develop safety programs to comply with federal, state and local safety laws and regulations.

Inspect district facilities and property for safety issues and to assure compliance with safety laws and regulations.
Maintain required illness, accident and safety records.

Car*-' 4sset and Invento inagei 'nt

Coordinate the periodic appraisal of all real and personal property for insurance purposes.

Coordinate the identification and valuation of district property losses (land, land improvements, buildings, building
improvements, machinery and equipment) at all school sites and offices for internal property claims.

Maintain real time records of the district’s capital assets in accordance with the provisions of the California School
Accounting Manual (CSAM) and the Government Accounting Standards Board (GA! ) Statement 34.

Maintain policies and procedures for inventory control; analyze existing Fixed Assets practices, develop and
implement process improvements.

Coordinate physical inventory counting and observation of fixed assets in accordance with the requirements of
California Education Code (State), the Office of Management and Budget (Federal), and OUSD Board Policy
(District).

Coordinate with the Division of Facilitates Planning and Management to peric :ally reconcile the District’s
portfolio of land, land improvem: ts, buildings, building improvements, machinery and equipment, and works in
progress.

Coordinate with the Office of the Controller to periodically report the book value of the District’s full portfolio of
capital assets and reconcile to accounting records.

Maintain a real time inventory of the District's fleet of licensed vehicles in accordance with board policy, state and
federal regulations.

Gener—' tisk anag enl perg“-—3
Plan, organize, administer and control a comprehensive risk management program for the District.

Perform research in the areas of risk management to determine means to contain the incidence and cost of losses,
insurance and other expenditures.

Supervise, evaluate, and hold accountable the performance and professionalism of assigned staff; interview and
select employees, and recommend transfers, reassignments, terminations, and disciplinary actions; plan,
coordinate, and arrange for appropriate professional development opportunities for assigned staff.

Provide technical expertise regarding risk management and loss prevention programs and procedures.
Coordinate all programs related to general employee and pupil safety District-wide.

Provide cross-training to department staff.

Perform related duties as assigned.

QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfiliment of prerequisites, relevant work
experience, ability to perform the essential functions, reference checks, effective interpersonal and communication
skills demonstrated by interview performance and/or writing samples, and a ievement on performance-based
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assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abilities.
Meeting prerequisites only satisfies the initial screening process and does not indicate the candidate is qualified to
perform the essential functions of the position.

KNOWLEDGE OF:
Federal laws, State laws, and other regulations affecting school District risk management programs

Risk administration, risk financing, insurance and self insurance plans, Cal OSHA regulations, principles of loss
control, computer software and hardware supervision

Legal, medical, or scientific terminology
Americans with Disabilities Act law and requirements

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, punctuation and vocabulary
Budget development and administration

Computer software, hardware, and related technology

ABILITIES TO:

Delegate tasks, identify trends, research information, communicate in group and individual settings, and
understand insurance terminology

Read, analyze, interpret and write reports, understand the principles of budgeting, and quickly learn relevant issues
in risk management administration

Maintain a positive and cooperative working relation with staff, administrators and contractors
Represent the district at public and legal hearings
Focus sharply on quality services

Plan, organize and administer a wide variety of major organizational units involving business, finance, accounting,
payroll, and risk management.

Communicate effectively both orally and in writing

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

Calculate discounts, interest, commissions, proportions, percentages, area, circumference, and volume

Apply concepts of basic algebra and geometry

Define problems, collect data, establish facts, and draw valid conclusions

Interpret technical instructions in mathematical or diagram form and deal with abstract and concrete variables
Work with computer software

PREREQUIS! =S

Bachelor Degree or its equivalency required (2 years of similar an relevant work level experience = 1 year of
college) in Business, Finance or related field. A combination of experience and education may be used to meet the
Bachelor Degree requirement; however, the work experience years used to qualify for the Bachelor Degree
requirement cannot be used to meet the work requirement.

Five (5) years of increasingly responsible risk management and benefit experience involving Workers’
Compensation, benefits plans, liability claims, loss analysis, safety analysis and accident investigation.

Four (4) years of supervisory experience.
Certificates of Risk Management (CRM) preferred and/or Safety and an Associate Risk Manager (ARM) preferred.
May require work to be performed evenings and weekends

Valid California Driver’s License, if applicable
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PRE-EMPLOYMI ROCESS:

Employment eligibility w  include fingerprints, tuberculosis and/or other employment  arance
ORKING CC )

E /IRC INT:

Office environment; driving a vehicle to conduct work; occasionally working in outside weather conditions and is
occasionally exposed to toxic or caustic chemicals. The noise level is usually quiet.

PHYSI( IQUIREM \TS:

Hearing and speaking to exchange information and make pre 1itations; dexterity of hi Is and fingers to finger,
handle, or feel objects, tools, or controls and reach with hands and arms; seeing to monitor various activities and
read documents, and view computer monitors; sitting or standing for extended  iods of time; kneeling,
crouching, crawling, bending at the waist, and reaching overhead, above the shoulders, and horizontally;
occasional lifting of objects up to 25 pounds. Seeing that includes close vision, distance vision, color vision, depth
perception, and the ability to adjust focus.

NON-D I (N POLICY:

The Oakiand 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.





