OAKLAND UNIFIED SCHOOL DI¢ RICT
Office of the Superintendent of Schools

June 28, 2017

Legislative File
File ID Number: 17-1370
Introduction Date: NR/MIRNNTT7
Enactment Number:
Enactment Date:

By:
TO: Board of Education
FROM: Devin Dillon, Ph.D., Interim Superintendent
Tara Gard, Deputy Chief Talent Officer, Talent Divisiot
SUBJECT: Revision/Creation of Job Descriptions — Risk Management and Departments, As Assigned

ACTION REQUESTED

Approval by the Board of Education of Resolution No. 1617-0216 for the revision/creation of job descriptions for
Risk Management and Departments, As Assigned:

Analyst, Worker's Compensation and Reasonable Accommodation;

Assistant Principal, Special Education;

Liaison, Family Parent — Bilinguai;

Liaison, Family Parent;

Specialist, Wellness.

VAN

BACKGROUND:

The Talent Division recommends approval 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.

RECOMMENDATION

Approval by the Board of Education of Resolution No. 1617-0216 for the revision/creation of job descriptions for
Risk Management and Departments, As Assighed:

Analyst, Worker’s Compensation and Reasonable Accommodation;

Assistant Principal, Special Education;

Liaison, Family Parent — Bilingual;

Liaison, Family Parent;

Specialist, Wellness.
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Review and approve all return-to-work and vocational rehabilitation pians for first 90 days.

Attend hearings as a Di  ict representative and testify as required.

Maintain records and a diary review system for follow-up on all worker’s compensation claims.

Monitor claim files to track injured worker’s estimated and actual return-to-work dates.

Compute worker’s compensation disability benefits.

Process and prepare disability payments for lost-time cases.

Execute forms required by state regulatory agencies.

Audit and analyze payroll and indemnity payment records for accuracy on individual claims.

Interpret awards from the Worker’s Compensation Appeals Board in terms of payments an applicant will receive.

Confer with District Environmental Health and Safety personnel on worker’s compensation claims which involve
employee safety, safe working conditions and practices.

Assist department staff in processing reasonable accommodation claims for District employees.

Confer with injured employees to discuss various possible entitlements including worker’s compensation benefits
and long-term disability benefits.

Provide claim management oversight to include vendor performance management, identification of process
improvements and cost containment opportunities based on analysis of trends and key performance metrics.

Conduct workshops for administrators, department managers, supervisors, and union leadership regarding
reporting procedures for work-related injuries, supervisor investigations of department injuries, and early return-to-
work.

Participate in meet and confer with labor union representatives and their members to provide assistance to resolve
any dispute regarding the worker’s compensation program.

Perform data entry into various computer software programs.
Perform clerical assignments related to work scope.

Operate a computer and related technology efficiently.
Attend and participate in required District meetings.

Perform related duties as assigned.

QUALIFICA® )NS:

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 achievement on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skiils 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:
Applicable federal, state, and District codes, regulations, policies and procedures governing workscope

Procedures, methods, techniques, and strategies utilized related to Worker’s 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
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ABILITY TO:

Interpret, implement, and maintain current knowledge of applicable laws, codes, policies, procedures, and district
regulations governing work scope

Ensure compliance of district policies and regulations

Perform a variety of difficulty, specialized duties related to District Worker's C  pensation and Long-Term
Disability activities

Provide information regarding District Worker’s Compensation, Reasonable Accommodations, and Long-Term
Disability procedures, activities, 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 direction

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

PREREQUISITES

Associate of Arts Degree or its equivalency required (2 years of simi  and relevant work level experience = 1 year
of college). A combination of experience and education may be used to meet the AA requirement; however, the
work experience years used to qualify for the AA requirement cannot be used to meet the work requirement.

Four (4) years of relevant experience
Valid California Driver’s License
Employment eligibility will include fingerprints, tuberculosis and/or other employment clearance

WORKING CONDITI( S
ENVIRONMI T:

Office environment; driving a vehicle to conduct work; fast-paced work; constant interruptions
PHYSICAL RI JIREM 5:

Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and pulling
objects up to 30 pounds, occasionaily 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,
monitor various activities and to use the computer; hearing and speakir to exchange information, in person or on
the telephone, and to make presentations.

NON-DIS( [ NATI { O IY:

The Oakland Unified School District does not discriminate in any prc  am, 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
File ID Number: 17-1370

Introduction Date: NA/RNIHIN17 \
E%gztmqullsrll\lu;t?er: ‘1 OA iLAl\ D U N I FI ED
Enactment Date:

By: __ >CHOOL DISTRICT

Position Description

TITLE: Assistant Principal, REPORTS* Assighed Supervisor

! ecial Education
DEPARTMENT: As Assigned CLASSIF ATI( : Certificated Management
FLSA: | ampt WOI ' \R )URS: | 227 Days / 7.5 Hours
ISSUED: Created: June 2( 7 SALARY GF )E: A227 Range 74

BASIC FUNCTION: Under the general direction of the Executive Director of Special Education, organize,
coordinate, and administer assigned programs and services related to student discipline, attendance, and
instruction; assist with administrative duties involving Special Education (SPED), including, but not limited to:
student conduct, curriculum deveiopment, and school site operations; supervising and evaluating the performance
of assigned certificated and classified teachers, coaches, classified support staff, volunteers, and interns as directed
by the Executive Director of SPED. Assist the Executive Director in providing educational leadership within the SPED
Department, aligning the goals and objectives with the overall strategic vision of the District. The Assistant Principal
has thorough understanding of challenges and opportunities related to students with disabilities to ensure they
have specialized academic instruction and equitable access to District programs and services needed to graduate
from high school and pursue post-secondary education and careers.

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 Assistant Principal job elements accurately.)

ESSE (IAL FUNCTIC 5:

Participate in a planned program of classroom visitations and observations to provide teachers with feedback on
instructional practices; recommends discipline, reassignment or termination action as appropriate; documents
evidence of substandard performance.

In collaboration with SPED leadership, participate in the development and implementation of District-approved
curriculum; integrating it with the needs of the individual school and Special Education statutory requirements.

Plan, organize, control, direct and evaluate instructional activities, extracurricular events, special programs and
school site operations.

Case-manage all Individualized Education Programs (IEP) at assigned sites and be responsible for all IEP
development, including IEP meeting coordination and facilitation.

Develop related goals and objectives and recommend policies, planning, and implementation by working with
school staff to meet the needs of students with disabilities.

Serve as a resource for information regarding special education services, programs and policies and ensure that
procedures are appropriate in relation to policies required by region, district, state and federal regulatory
requirements.

Analyze data, plan activities and monitor programs and services.
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Respond to others and consult with teachers, administrators and Network staff.

Address other duties and processes required to maintain the Network’s program of services and compliance for
assigned sites.

Maintain knowledge of current Special Education regulations and best practices.

Support general education teachers and administrators in implementation of appropriate strategies to meet the
needs of students with IEPs.

Support implementation of accommodations and modifications for students with IEPs in general education and
Special Education classrooms.

Analyze assessment results to drive instruction and IEP development.

Coordinate progress report completion in accordance with district guidelines.

Provide professional learning for Special Education Support Staff, as assigned.

Mentor Resource Specialists at assigned sites.

Develop IEPs in accordance with federal, state and district standards.

Create and maintain Special Education documentation as required by federal, state and district regulations.
Ensure IEP timeline compliance of assigned caseload.

Complete weekly internal reporting documents for assigned sites.

Manage relationships with colleagues to ensure students receive all individu y prescribed IEPs services, i.e.,
Occupational Therapy, Language and Speech, etc.

Schedule and facilitate IEP meetings in a collaborative and professional manner.
Provide direct services to students with disabilities, as needed and assigned by Executive Director.

Develop positive relationships with parents and families in order to engage them in the IEP process and keep them
apprised of student progress.

Implement the District Multi-Tiered Systems of Support and Student Success Team process.

Provide special education program leadership at assigned sites.

Develop and provide ongoing professional development for general and special education staff and administrators.
Support with responses to Grievances and Level 1 complaints.

Assist in evaluating staffing allocation and Non Public Agency aides.

Support Site Administration with evaluating teachers.

Assist in the preparation of Informal Dispute Resolution, mediation and due process material.

Supervise assigned staff, i.e., Program Specialists, and evaluate performance of assigned personnel in accordance
with the District’s adopted uniform guidelines for evaluation and assessment.

Participate in the District sponsored professional development training program which focuses on the District’s LEA
plan, curriculum, instructional skills, leadership skills, communication techniques, and supervision and evaluation
skills based on the California Standards for the Teaching Profession and the California Professional Standards for
Educational Leaders.

Attend school and District meetings as required.
Other related duties and projects as assigned.
QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfillment 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 achievement on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abilities.
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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:

California Department of Education Frameworks governing work scope such as: Common Core Standards, Content
Standards, Curriculum, Response to Intervention, Full Service Community Schools

Curriculum for special education programs

Counseling and testing programs for special education students

Federal, state and local agencies that provide services for students with disabilities
Local, state and federal policies and procedures regarding students with disabilities
County and District policies, procedures and standards regarding special education

Ethical guidelines applicable to the position as outlined by professional organizations and/or federal, state and local
laws, rules and regulations

Effective budgetary processes and school finance

Current literature, trends, methods and developments in the area of special education

Principles of supervision, organization and administration

Utilization of various forms of assessment to guide and design instruction

Effective pedagogy for ethnic populations, English, and Standard English Learners

Diverse academic, socioeconomic, cultural, ethnic, and disability backgrounds of District students
Correct English usage, grammar, spelling, and punctuation

Principles and practices of administration, supervision, and training

Computer software, hardware, and related technology

ABILITY TO:

Apply specialized academic instruction knowledge to the administration and management of SELPA programs and
services within established policy guidelines, research and evaluation concepts and solutions

Assess the needs of students

Train, supervise and evaluate certificated and classified personnel

Interpret District collective bargaining contract language

Demonstrate cultural competence with diverse groups across race, ethnicity, religion, gender, class, and sexuality

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

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

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

Read, interpret, apply and explain rules, regulations, policies and procedures to students, parents, and community
groups

Analyze situations accurately and adopt an effective course of action
Work independently with little direction

Plan and organize work

Supervise and evaluate the performance of assigned staff

Remain current on trends and development in the Special Education field
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Operate personal computer, related software, and other office equipment

PREREQUISITES

Bachelor’s Degree in Human Development or related field required

Master's degree in Public Administration, I ication Administration, Special Education or related field preferred

Five (5) years successful experience as a special education teacher, school psychologist, school nurse, speech and
language pathologist or other related certificated field

Demonstrated knowledge and understanding of special education programs

Demonstrated understanding of the regulations regarding the operation of special education programs
Experience working with a variety of agencies and community resources involved with students and families
Experience in working with a diverse population of students and families within an urban school setting

Successful experience in working well in diverse economic, multicultural and multilingual communities and
environment

Valid California Administrative Services Credential

Valid California teaching Credential with English Learner authorization required; authorizing services in special
education is preferred

Valid California Driver’s License, if applicable

PRE-EMPLOYMENT | JCESS:

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

ENVIRONMENT:

Office and diverse school site environments; driving a vehicle to conduct work; fast-paced work; constant
interruptions; occasional evenings and weekend events to engage with students, parents, or external community at
District events

PHYSICAL REQUIRE :I' 5:

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.
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Legislative File
File ID Number: 17-1370

Introduction Date: | DR/IRIONT .
Er:'lar(c)tr:'ljerll?rl\\lur‘-:ltfer: 1 C A\K _AN D U N I FI E D
Enactment Date: |

By: & S ZFOOL DISTRICT

Posi n Description

TITLE: Liaison, Family Parent - | REPOI__ TO: Assigned Supervisor
Bilingual
DEPARTMENT: As Assigned CLASSIFICATION: Classified
FLSA: Non-Exempt WORK YEAR/ )URS: | 261 days/7.5 hours
ISSUED: Created: June 2017 SALI Y( WTCL 38 plus Bilingual
'S end

BASIC FUNCTION: Perform a variety of proficient, specialized duties with implementation of Board-adopted
meaningful family engagement standards, requiring good communication skills; utilize specialized knowledge and
independent judgment involving frequent and responsible public contact; assist in ensuring that the individual site
remains proficient with engagement of families as partners for student learning and continuous school
improvement.

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:

Assist in ensuring that templates and protocols used to sustain the Single Plan for Student Achievement (SPSA)
include the appropriate guidelines for compliance with the mandates of the various categorical and Local Control
Accountability Plan (LCAP) programs (LCAP Supplemental and Concentration Funds, Title I, etc.).

Assist in ensuring that activities and meetings of the School Site Council (SSC), Site English Language Learner
Committee (SELL), African American Parent Advisory Council (AAPAC), Special Needs Parent Council, and other SSC
Subcommittees are aligned with site/district process and expectations for continuous school improvement.

Develop and staff a Family Resource Center.
Attend site-based and district professional learning communities.

Work closely with the school principal, community school manager, teacher leaders, community partners to align and
implement family engagement strategies linked to student learning and the goals of the SPSA.

Communicate and collaborate with the Office of Meaningful Student and Family Engagement and the Central Family
Resource Center, to align site-based family engagement activities and measures of quality.

Collaborate with Family Parent Liaison/Family Engagement Staff in surrounding neighborhoods.

Educate all parents in the school community about participation on site and District advisory committees inciuding
but not limited to the SSC, SELL, LCAP Parent Student Advisory Committee (PSAC), and the District English Learner
Subcommittee (DELL).

Facilitate workshops for parents on how to support student learning at home.

Provide personalized assistance to teachers and staff on how to partner with families for student learning.
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Facilitate parent action team or family engagement coordinating team, to assist school site with creating educational
equity through family engagement; assist school in developing and enhancing parent communication, parent
partnerships for student learning, and school reporting for family engagement.

Perform related duties as assigned.
QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfililment 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 achievement on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abiities.
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:

Community outreach and nontraditional grass roots communication

Strategies used in community organizing

Parent advocacy, parent organization, empowerment, and community engagement
Experience in parent advocacy, community organization, or related areas
Proficient, specialized duties, computers and other office equipment

Effective oral and written English communication techniques

Specialized record-keeping techniques

Correct English usage, grammar, spelling, and punctuation

Telephone techniques, systems and etiquette

District policies, applicable sections of the State Education Code and other laws and regulations
ABILITY TO:

Perform a variety of proficient, specialized duties in parent engagement involving specialized knowledge and
independent judgment

Demonstrate commitment to multiculturalism

Demonstrate cultural competence with divers groups across race, ethnicity, religion, gender, class, and sexuality
Organize communities and use nontraditional grassroots communications techniques

Work with all identifiable community groups

Communicate clearly; understand and interpret District and other rules, policies and procedures
Understand and follow oral and written directions

Operate a computer and other office equipment; meet schedules and time lines

Maintain records; analyze situations and data accurately and take appropriate action

Work cooperatively with others and meet District standards of professional attitude

Organize and coordinate office activities

Understand and work within scope of authority

Work independently with little direction

Work confidentially with discretion

Compose correspondence and other written documents independently

Complete work accurately and as directed with many interruptions
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PREREQUISITES

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

Five years of relevant experience

Pass District’s test with 70% passing rate

Pass District’s bilingual test in designated language

Valid California Driver’s License, if applicable

PRE-EMPLOYMENT | OCESS:

Employment eligibility will include fingerprints, tuberculosis and/or other employment clearance
WORKING COI 'ITIONS

ENVIRONMENT:

Office and diverse school site and neighborhood environments; 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.

NON-DISCRIMINAT N POLICY:

The Oakland Unified School District does not discriminate in any program, activity, or in employment on the basis
of actual or perceived e, 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
File ID Number: 17-1370 —

Eracentomber: | ( "OAKLAND JNIFIED

Enactment Date:

1]
By: SCHOOL DJISTRICT
Position Description

TITLE: Liaison, Family Parent REPORTS TO: Assighed Supervisor
DEPARTMENT: As Assigned CLASSIFICATION: Classified

FLSA: Non-Exempt W( KYEAR/HOURS: | 261 days/7.5 hours
ISSUED: Creatt May 30, )07 S/ | [ GRADE: WTCL 38

Reviss  June 2017

BASIC FUNCTION: Perform a variety of proficient, specialized duties with implementation of Board-adopted
meaningful family engagement standards, requiring good communication skills; utilize specialized knowledge and
independent judgment involving frequent and responsible public contact; assist in ensuring that the individual site
remains proficient with engagement of families as partners for student learning and continuous school
improvement.

REPRESENTATIVE DU ES: (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:

Assist in ensuring that templates and protocols used to sustain the Single Plan for Student Achievement (SPSA)
include the appropriate guidelines for compliance with the mandates of the various categorical and Local Control
Accountability Plan (LCAP) programs (LCAP Supplemental and Concentration Funds, Title I, etc.).

Assist in ensuring that activities and meetings of the School Site Council (SSC), Site English Language Learner
Committee (SELL), African American Parent Advisory Council (AAPAC), Special Needs Parent Council, and other SSC
Subcommittees are aligned with site/district process and expectations for continuous school improvement.

Develop and staff a Family Resource Center.
Attend site-based and district professional learning communities.

Work closely with the school principal, community school manager, teacher leaders, community partners to align and
implement family engagement strategies linked to student learning and the goals of the SPSA.

Communicate and collaborate with the Office of Meaningful Student and Family Engagement and the Central Family
Resource Center, to align site-based family engagement activities and measures of quality.

Collaborate with Family Parent Liaison/Family Engagement Staff in surrounding neighborhoods.

Educate all parents in the school community about participation on site and District advisory committees including
but not limited to the SSC, SELL, LCAP Parent Student Advisory Committee (PSAC), and the District English Learner
Subcommittee (DELL).

Facilitate workshops for parents on how to support student learning at home.

Provide personalized assistance to teachers and staff on how to partner with families for student learning.
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Facilitate parent action team or family engagement coordinating team, to assist school site with creating educational
equity through family engagement; assist school in developing and enhancing parent communication, parent
partnerships for student learning, and school reporting for family engagement.

Perform related duties as assigned.
QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfillment 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 achievement on performance-based
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:

Community outreach and nontraditional grass roots communication

Strategies used in community organizing

Parent advocacy, parent organization, empowerment, and community engagement
Experience in parent advocacy, community organization, or related areas
Proficient, specialized duties, computers and other office equipment

Effective oral and written English communication techniques

Specialized record-keeping techniques

Correct English usage, grammar, spelling, and punctuation

Telephone techniques, systems and etiquette

District policies, applicable sections of the State Education Code and other laws and regulations
ABILITY TO:

Perform a variety of proficient, specialized duties in parent engagement involving specialized knowledge and
independent judgment

Demonstrate commitment to multicuituralism

Demonstrate cultural competence with divers groups across race, ethnicity, religion, gender, class, and sexuality
Organize communities and use nontraditional grassroots communications techniques

Work with all identifiable community groups

Communicate clearly; understand and interpret District and other rules, policies and procedures
Understand and follow oral and written directions

Operate a computer and other office equipment; meet schedules and time lines

Maintain records; analyze situations and data accurately and take appropriate action

Work cooperatively with others and meet District standards of professional attitude

Organize and coordinate office activities

Understand and work within scope of authority

Work independently with little direction

Work confidentially with discretion

Compose correspondence and other written documents independently

Complete work accurately and as directed with many interruptions
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PREREQUISITES

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

Five years of relevant experience

Valid California Driver’s License, if applicable

PRE-EMPLOYMENT PROCESS:

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

ENVIRONMENT:

Office and diverse school site and neighborhood environments; 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.

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
File ID Number: 17-1370 N

Introduction Date: 06/28/2017
Enactment Number: | OAKLAND UNIFIED
Enactment Date: |

By: SC.100L DISTRICT

Position Descrip

TITLE: ¢ ecialist, Wellness REP( TSTO: Assigned Supervisor
| ULPARTMENT: As Aassigned CLASSIFICATION: Classified
FLSA: Non-Exempt WORKYE/ /HOURS: | 261 ys / 7.5 hours or duty
days and hours as assigned
ISSUED: Created: June 2017 SALARY GRADE: WTCL a6

BASIC FUNCTION: Perform a variety of highly complex, specialized duties requiring excelient communication
skills; utilize specialized knowledge and independent judgment involving frequent and responsible contact with
program participants, District personnel, and students. The Specialist supports the daily operations of the District
Wellness Champion Program and supports the development of, facilitates, and promotes other wellness programs
and services in the District.

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:

Serve as a point person for District units for all initial inquiries on the OUSD Wellness Champions Program; escalate
issues to program manz ‘ment, as deemed necessary.

Implement activities that promote OUSD Wellness Champions Program and other wellness activities in District
school sites.

Produce detailed Weliness Champions Program reports and partnership communications as requested by OUSD
Wellness Coordinator, or OUSD leadership or communications personnel.

Develop and implement annual orientations for Wellness Champions to ensure their preparedness and
understanding of the roles and responsibilities for their participation.

Develop and implement annual end-of-year symposiums for Wellness Champions.
Assist with the preparations for all Wellness Champion trainings and meetings.

Ensure that expected Weliness Champion Program outputs and deliverables, i.e., s¢  y brochures, taste test
programs, training programs, etc. are successfully provided in a timely and co rehensive manner.

Provide necessary trainings and support to ensure that Wellness Champions are able to facilitate program-related
Site Council Meetings throughout the year.

Perform administrative duties such as updating, disseminating, collecting, and tracking all paperwork related to the
Wellness Champions Program including intake applications, letters of agreement, and other required District forms
to ensure completeness of participant files and adherence to District compliance-related needs.
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Work with students, families, teachers, school leaders, and external partners to promote awareness of QUSD
Wellness Champions and other District wi  1ess programs to strengthen awareness of District wellness programs
and services.

Provide guidance, coaching, and mentoring to Wellness Champions to ensure their success; maintain regular
communication in writing and in person with the program participants.

Manage all contracts and invoicing related to the program in accordance wi  OUSD and other applicable
guidelines.

Collaborate with various District personnel to ensure that school site Wellness Plans are reflective of current
wellness issues, trends, and opportunities that have arisen from the Weliness Champion Program.

Oversee the work of the Wellness Champions to ensure that any performance management issues are addressed
immediately and thoroughly by working closely with Talent staff, as appropriate.

Oversee program evaluation in conjunction with Program Manager and Coordinator.

Attend related workshops, conferences and meetings as  uired tc 1aintain current knowledge of staff wellness,
food, nutrition, and student wellness or other related topics.

Provide cross-training to department personnel.

Participate in District committees or work groups to represent Wel ss Champions, as applicable.
Perform related duties as assigned.

QUALIFICATIONS:

The District determines whether a candidate is qualified based on fulfililment 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 achievement on performance-based
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:

Design, development, and implementation of customized educational programs for wellness programs and services
Social, emotional, health and economic issues faced by Oakland youth and their families

Diverse groups across race, ethnicity, religion, gender, class, and sexuality

Research-based programs and practices that support health and wellness of the whole child

Applicable federal, state, and District codes, regulations, policies and procedures governing work scope
Record keeping and data collection techniques

Interpersonal skilis including tact, patience and courtesy

Communication (e.g., telephone and e-mail techniques) systems and etiquette

Correct English usage, grammar, spelling, vocabulary and punctuation

Computer software, hardware, and related technology

ABILITY TO:

Implement plans and evaluate their outcomes

Organize and facilitate large-scale meeting and processes involving diverse groups

Establish and maintain cooperative and effective working relationships and effectively communicate with others in a
manner reflecting positively on the Department

Plan, prioritize, and assign work in order to meet schedules and timelines

Perform duties with awareness of all District requirements and policies
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Prepare and maintain statistical records, reports, databases, files, logs, and lists using computers and peripheral
equipment

Demonstrate sensitivity to and understanding of diverse academic, socioeconomic, cultural, disability and ethnic
backgrounds

Communicate effectively both orally and in writing with students, parents, and District offices; adjust messaging as
appropriate for the audience

Work independently with little direction

Cross-training to department personnel

Use all Microsoft applications efficiently

Operate personal computer, related software, and other office equipment
PREREQUISITES

Bachelor Degree or its € livalency required (2 years of similar and relevant work level experience = 1 year of
coliege) in Education, Human Development, Public Health, Social Work, 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.

Three (3) years experience in program implementation, pa  zrship development, and/or education preferred.
Experience with health and wellness programs preferred.

Valid California Driver’s License

PRE-EMPLOYMENT PROCESS:

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

WORKING CONDITIONS

ENVIRONMENT:

Office environment with moderate noise level; fast-paced work; constant interruptions; traveling to conduct District
business; periodic evening and weekend work.

PHYSICAL REQUIREMENTS:

Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and puiling
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.





