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TO: Office of the City Administrator

ATTN:  Dan Lindheim
FROM: Department of Human Resources Management
DATE: October 12, 2010

RE: Resolution Recommending to the Civil Service Board that the Following
Classifications Be Exempted from Civil Service: Cable TV Station Manager;
City Auditor, Assistant; Curator of Art, Chief; Curator of Education, Chief;
Curator of History, Chief; Curator of Natural Science, Chief; Deputy Director,
City Planner; Deputy Director, Economic Development & Employment; Deputy
Director, Housing; Deputy Director, Program Planning & Development; Deputy
Director/Building Official; Fire Division Manager; Manager, Affirmative
Action; Manager, Agency Administrative; Manager, Building Services;
Manager, Capital Improvement Program; Manager, Claims & Risk; Manager,
Contract & Employment Services; Manager, Electrical Services; Manager,
Emergency Services; Manager, Environmental Services; Manager, Equipment
Services; Manager, Information Systems; Manager, Legal Administrative
Services; Manager, Museum Operations; Manager, Museum Services; Manager,
Park Services; Manager, Parks & Recreation Zone; Manager, Planning &
Building Operations; Manager, Recreation Services; Manager, Senior Services;
Manager, Treasury; Manager, Youth Services; Project Manager III; Public
Works Operations Manager; Revenue & Tax Administrator (Formerly:
Manager, Revenue); and Special Assistant to the Mayor

SUMMARY

A resolution has been prepared for consideration by the City Council that recommends the
exemption of certain manager classifications and their permanent part-time equivalent
classifications from Civil Service. The classifications being recommended for exemption have
long been treated as exempt but have not been formally exempted from Civil Service by the Civil
Service Board. Recommended for exemption are the following classifications: Cable TV Station
Manager; City Auditor, Assistant; Curator of Art, Chief; Curator of Education, Chief;, Curator of
History, Chief; Curator of Natural Science, Chief; Deputy Director, City Planner; Deputy
Director, Economic Development & Employment; Deputy Director, Housing; Deputy Director,

" Program Planning & Development; Deputy Director/Building Official; Fire Division Manager;
Manager, Affirmative Action; Manager, Agency Administrative; Manager, Building Services;
Manager, Capital Improvement Program; Manager, Claims & Risk; Manager, Contract &
Employment Services; Manager, Electrical Services; Manager, Emergency Services; Manager,
Environmental Services; Manager, Equipment Services; Manager, Information Systems;
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Manager, Legal Administrative Services;, Manager, Museum Operations; Manager, Museum
Services; Manager, Park Services; Manager, Parks & Recreation Zone; Manager, Planning &
Building Operations; Manager, Recreation Services; Manager, Senior Services; Manager,
Treasury; Manager, Youth Services; Project Manager III; Public Works Operations Manager;
Revenue & Tax Administrator (Formerly: Manager, Revenue); and Special Assistant to the
Mayor.

FISCAL IMPACT

There are no fiscal impacts associated with this report.

BACKGROUND

Exempting positions from the rules of Civil Service means that the incumbents serve at will;
exemption also means that the Civil Service Rules governing the posting of vacancies,
conducting of examinations, or certification of eligible lists do not apply, which allows for
flexibility. Per the current Memorandum of Understanding with the International Federation of
Professional and Technical Engineers, Local 21 (Local 21), vacancies in civil service exempt
positions in the UM1 bargaining unit are advertised for not less than seven days to allow current
employees the opportunity to apply.

When Ordinance No. 12187 C.M.S. (the Salary Ordinance) was amended in 2000 through
Ordinance No. 12287 C.M.S. (October 17, 2000), several classifications were listed as exempt
from Civil Service because the positions had long been considered by the City to be exempt.
Local 21 raised concerns because, for many of the classifications, there was no record that they
had been formally exempted through the process required by the City Charter. That process, per
Title IX Section 902 (f), requires that there be a recommendation by City Council to exempt the
positions, and then the recommended exemptions must be authorized by the Civil Service Board.

Changing a position’s Civil Service status is a change in working conditions and is, therefore, a
mandatory subject of bargaining, requiring a meet and confer with the affected union(s) — in this
case, Local 21. Management met with Local 21 during 2009 and 2010 to come to agreement on
which classifications would be recommended for exemption and assigned to bargaining unit
UML. In determining which classifications to consider for exemption, City management and the
union reviewed the scope and nature of the responsibilities of each classification. In June 2010, a
side letter agreement between Local 21 and the City was signed regarding the Civil Service
Status of the UM bargaining unit. The side letter lists the classifications that management and
Local 21 agreed should be formally recommended for exemption from Civil Service and is
included as Aftachment A.

KEY ISSUES AND IMPACTS

The nature and scope of responsibility in these management classifications are broad and
individuals in these positions must deal with the most challenging and complex policy issues on
a day-to-day basis. The City has traditionally treated all of these classifications as exempted
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from Civil Service, as these management level positions are responsible for sensitive and
confidential matters that require substantial tact, discretion, and diplomacy.

All employees in these classifications receive a high level of compensation based upon their
technical and programmatic expertise. Some of these classifications may also be responsive to
political leaders. Further, these management level classifications have the authority to speak on
behalf of the City on matters requiring trust and confidence, and for many of these positions, the
public perceives the authority and responsibility of these positions to be influential.

SUSTAINABLE OPPORTUNITIES

No economic, environmental, or social equity opportunities have been identified.

DISABILITY AND SENIOR CITIZEN ACCESS

There are no direct disability or senior citizen access issues associated with this report.

RECOMMENDATION AND RATIONALE

- Staff recommends that Council adopt a resolution recommending the exemption of certain
manager classifications and their permanent part-time equivalent classifications from Civil
Service to fully clarify the status of these positions.

[tem:
Finance and Management Committee
October 12, 2010



Dan Lindheim
DHRM: Resolution Exempting Classes from Civil Service Page 4

ACTION REQUESTED OF THE CITY COUNCIL

Staff requests that the City Council approve the resolution recommending to the Civil Service
Board that the classifications listed above be exempted from Civil Service.

Respectfully submitted,

AL

Andrea R. Gourdine, Director
Department of Human Resources Management

Prepared by:
Veronica Hodge, Human Resources Manager
DHRM, Recruitment and Classification

Reviewed by:
Kip Walsh, Administrative Services Manager 11
Department of Human Resources Management

Attachments:
A — Appendix J Side Letter Regarding Civil Service Status of UM 1
B — Job Class Specifications for all classifications listed on the resolution

APPROVED AND FORWARDED TO THE
FINANCE AND MANAGEMENT COMMITTEE:

Lk Y

—Office of the City’Administrator
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RESOLUTION NoO. C.M.S.

Introduced by Councilmember

M0 SEP 30 PH 3

RESOLUTION RECOMMENDING TO THE CIVIL SERVICE BOARD
THAT THE FOLLOWING CLASSIFICATIONS BE EXEMPTED FROM
CIVIL SERVICE: CABLE TV STATION MANAGER; CITY AUDITOR,
ASSISTANT; CURATOR OF ART, CHIEF; CURATOR OF EDUCATION,
CHIEF; CURATOR OF HISTORY, CHIEF; CURATOR OF NATURAL
SCIENCE, CHIEF; DEPUTY DIRECTOR, CITY PLANNER; DEPUTY
DIRECTOR, ECONOMIC DEVELOPMENT & EMPLOYMENT; DEPUTY
DIRECTOR, HOUSING; DEPUTY DIRECTOR, PROGRAM PLANNING &
DEVELOPMENT; DEPUTY DIRECTOR/BUILDING OFFICIAL; FIRE
DIVISION MANAGER; MANAGER, AFFIRMATIVE ACTION: MANAGER,
AGENCY ADMINISTRATIVE; MANAGER, BUILDING SERVICES;
MANAGER, CAPITAL IMPROVEMENT PROGRAM; MANAGER, CLATMS
& RISK; MANAGER, CONTRACT & EMPLOYMENT SERVICES;
MANAGER, ELECTRICAL SERVICES; MANAGER, EMERGENCY
SERVICES; MANAGER, ENVIRONMENTAL SERVICES; MANAGER,
EQUIPMENT SERVICES; MANAGER, INFORMATION SYSTEMS;
MANAGER, LEGAL ADMINISTRATIVE SERVICES; MANAGER,
MUSEUM OPERATIONS; MANAGER, MUSEUM SERVICES; MANAGER,
PARK SERVICES; MANAGER, PARKS & RECREATION ZONE;
MANAGER, PLANNING & BUILDING OPERATIONS; MANAGER,
RECREATION SERVICES; MANAGER, SENIOR SERVICES; MANAGER,
TREASURY; MANAGER, YOUTH SERVICES; PROJECT MANAGER III;
PUBLIC WORKS OPERATIONS MANAGER; REVENUE & TAX
ADMINISTRATOR (FORMERLY: MANAGER, REVENUE); AND SPECIAL
ASSISTANT TO THE MAYOR

WHEREAS, Article [X, Section 902 (f) of the Charter of the City of Oakland requires a
recommendation from Council to exempt job classifications from Civil Service; and

WHEREAS, the classifications listed above have historically been treated by the City as exempt
from Civil Service; and

WHEREAS, when Ordinance No. 12187 CMS (the Salary Ordinance) was amended 1n 2000
through Ordinance No. 12287 CMS (October 17, 2000), several classifications in representation
unit UM1 were listed as exempt from Civil Service without a prior meet and confer with the

affected union, the International Federation of Professional and Technical Engineers, Local 21
(Local 21); and )

WHEREAS, in 2009 and 2010 City management met with Local 21 and came to agreement to
recommend that the classifications listed above be exempted from Civil Service through the
process required by the City Charter; and



WHEREAS, the City’s appointing authorities require the fullest ability to select staff and to
ensure that the skills, experience, and knowledge of the staff closely align with the requirements
of the Mayor, City Council, and citizens of Oakland; and

WHEREAS, the nature and scope of responsibilities in management classifications are broad
“and individuals in these positions must deal with the most challenging and complex policy
issues; and :

WHEREAS, management level positions are responsible for sensitive and confidential matters
that require substantial tact, discretion, and diplomacy; and

WHEREAS, management level positions receive a high level of compensation based upon their
technical and programmatic expertise; and

WHEREAS, management level classifications have the authority to speak on behalf of the City
in matters requiring trust and confidence in staff; and

WHEREAS, the public percetves the authority and responsibility of these positions to be
influential; now, therefore, be it

RESOLVED: That City Council recommends to the Civil Service Board that the following
classifications be exempted from Civil Service: Cable TV Station Manager; City Auditor,
Assistant; Curator of Art, Chief; Curator of Education, Chief; Curator of History, Chief; Curator
of Natural Science, Chief; Deputy Director, City Planner; Deputy Director, Economic
Development & Employment; Deputy Director, Housing; Deputy Director, Program Planning &
Development; Deputy Director/Building Official; Fire Division Manager; Manager, Affirmative
Action; Manager, Agency Administrative; Manager, Building Services; Manager, Capital
Improvement Program; Manager, Claims & Risk; Manager, Contract & Employment Services;,
Manager, Electrical Services; Manager, Emergency Services; Manager, Environmental Services;
Manager, Equipment Services; Manager, Information Systems; Manager, Legal Administrative
Services; Manager, Museum Operations; Manager, Museum Services; Manager, Park Services;
Manager, Parks & Recreation Zone; Manager, Planning & Building Operations; Manager,
Recreation Services; Manager, Senior Services; Manager, Treasury, Manager, Youth Services;
Project Manager III; Public Works Operations Manager; Revenue & Tax Administrator
(Formerly: Manager, Revenue}; and Special Assistant to the Mayor; and be it

FURTHER RESOLVED: that the Civil Service Board is hereby requested to apprové such
exemptions.

IN COUNCIL, OAKLAND, CALIFORNIA, . 20

PASSED BY THE FOLLOWING VOTE:

= TAYES - BROOKS, DE LA FUENTE, KAPLAN, KERNIGHAN, NADEL, QUAN, REID, and PRESIDENT BRUNNER
NOES -
ABSENT -

ABSTENTION -
ATTEST:

LaTonda Simmons
City Clerk and Cierk of the Council
of the City of Oakland, California
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APPENDIX J
SIDE LETTER

"

REGARDING CIVILE SERVICE STATUS OF UM1

1. The parties will address the allocation of classes in UM1 unit in accordance with
the following procedures and dates.

First Level — Primary Review

The parties shall exercise their best efforts to reach agreement on which
classifications and positions currently in the UM1 bargaining unit should be
reallocated to the UM2 bargaining unit. The parties shall complete their
discussions not later than August 4, 2009, unless extended by mutual
agreement.

Second Level - Mediation

Union and City agree that for classes whose allocation remains in dispute,
further discussion shall be facilitated by the State Mediation and Conciliation
Service (SMCS) with the specific mediator to be agreed upon by both parties,
subject to availability. This facilitated process shall be completed no later than
September 15, 2009.

Upon the completion of each level above: a) the City may proceed to seek civil
service exemption of any class or position the parties agree is to remain in the
UMI1 bargaining unit: b) the City shall move to the UM2 bargaining unit all
classifications the parties agree to treat as classified.

As to classifications or positibns on which the Union and the City Administrator
reach agreement on unit placement, the following shall occur at the earliest date

possible:

o All classifications remaining within the UM1 bargaining unit shall be
referred to the Civil Sexrvice Board for exemption from the Competitive
Civil Service, if necessary. The Union agrees not to assert Civil Service
status nor challenge the exemption of these classifications from the
Competitive Civil Service.

» All permanent employees in classifications within bargaining units TA1,
TF1, TW1, TM2, UH1, and UMZ2, with the exception of currently exempt
clagsifications in the Offices of the Mayor and City Council as specified in
Article 17 of the MOU, shall be part of the Competitive Civil Service and
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.governed by the Civil Service Rules. The City agrees not to assert nor
‘seek exemption of these classifications from the Competitive Civil Service.
Pursuant to Civil Service Rule 3.06, the City agrees to request that the
Civil Service Board accept into the Competitive Civil Service any
classifications within these bargaining units that are currently exempt.

» The parties agree that Civil Service status applies to entire classifications
and not to individual positions. In the event the parties determine that
some positions within a particular existing classification currently in the
UM1 bargaining unit should be exempt while others should be classified,
either the incumbents designated to be classified shall be reclassified in
accordance with Civil Service Rule Sec 3.05 where appropriate, or the
incumbents designated to be exempt shall be assigned to new or existing
exempt classifications. '

¢ Represented employees in positions that are reallocated to the UM2
bargaining unit (and thus covered by Civil Service Rules) shall be granted
seniority based on their cumulative service in that classification, subject
to any other provisions in the Civil Service Rules. (Examiple: a person
hired or promoted into such a classification on January 1, 2005 will be -
considered to have 4.5 years of service in that classification as of June 30,

2009).

o Where the parties agree that some positions in a classification may be
appropriately exempted from the Competitive Civil Service while others
may be appropriately included within the Competitive Civil Service, the
City agrees to conduct appropriate classification/unit placement studies.
Such studies shall be completed by November 15, 2009, and may be heard
by the Civil Service Board in December 2009, or as soon thereafter as the

Board calendar permits.
Third Level —- Remaining Disputes

Those classes for which no agreement is reached as a result of the processes

. deseribed in this agreement shall remain in the UM1 unit. The City may seek civil
service exemption of such classes, and the Union reserves its right to object before
the Board. For such classes, if the Board determines the class is not exempt from
civil service, the classification shall be placed in the UM2 unit.

The Union agrees not to assert in any legal or aduainistrative proceedings the
applicability of Civil Service or Personnel Rules to any classes allocated to the UM1
unit as of July 1, 2009 until November 15, 2009, unless the date for completion of
the process is extended by mutual agreement.
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APPENDIX J

SIDE LETTER

A

REGARDING CIVIL SERVICE STATUS OF UM1

1. The parties will address the allocation of classes in UM1 unit in accordance with
the following procedures and dates.

First Level - Primary Review

The parties shall exercise their best efforts to reach agreement on which
classifications and positions currently in the UM1 bargaining unit should be
reallocated to the UM2 bargaining unit. The parties shall complete their
discussions not later than August 4, 2009, unless extended by mutual
agreement.

Second Level - Mediation

Union and City agree that for classes whose allocation remains in dispute,
further discussion shall be facilitated by the State Mediation and Conciliation
Service (SMCS) with the specific mediator to be agreed upon by both parties,
subject to availability. This facilitated process shall be completed no later than
September 15, 2009.

Upon the completion of each level above: a) the City may proceed to seek civil
service exemption of any class or position the parties agree is to remain in the
UM1 bargaining unit: b) the City shall move to the UM2 bargaining unit all
classifications the parties agree to treat as classified.

As to classifications or positibns on which the Union and the City Administrator
reach agreement on unit placement, the following shall occur at the earliest date

possible:

o All classifications remaining within the UM1 bargaining unit shall be
referred to the Civil Service Board for exemption from the Competitive
Civil Service, if necessary. The Union agrees not to assert Civil Service
status nor challenge the exemption of these classifications from the
Competitive Civil Service.

» All permanent employees in classifications within bargaining units TA1,
TF1, TW1, TM2, UH1, and UMZ2, with the exception of currently exempt
classifications in the Offices of the Mayor and City Council as specified in
Article 17 of the MOU, shall be part of the Competitive Civil Service and

-105-



ATTACHMENT A A-2

.governed by the Civil Service Rules. The City agrees not to assert nor
seek exemption of these classifications from the Competitive Civil Service.
Pursuant to Civil Service Rule 3.06, the City agrees to request that the
Civil Service Board accept into the Competitive Civil Service any
classifications within these bargaining units that are currently exempt.

e The parties agree that Civil Service status applies to entire classifications
and not to individual positions. In the event the parties determine that
some positions within a particular existing classification currently in the
UM1 bargaining unit should be exempt while others should be classified,
either the incumbents designated to be classified shall be reclassified in
accordance with Civil Service Rule Sec 3.05 where appropriate, or the
incumbents designated to be exempt shall be assigned to new or existing
exempt classifications. ‘

« Represented employees in positions that are reallocated to the UM2
bargaining unit (and thus covered by Civil Service Rules) shall be granted
seniority based on their cumulative service in that classification, subject
to any other provisions in the Civil Service Rules. (Examiple: a person
hired or promoted into such a classification on January 1, 2005 will be -
considered to have 4.5 years of service in that classification as of June 30,

2009).

o Where the parties agree that some positions in a classification may be
appropriately exempted from the Competitive Civil Service while others
may be appropriately included within the Competitive Civil Service, the
City agrees to conduct appropriate classification/unit placement studies.
Such studies shall be completed by November 15, 2009, and may be heard
by the Civil Service Board in December 2009, or as soon thereafter as the
Board calendar permits. .

Third Level - Remaining Disputes

Those classes for which no agreement is reached as a result of the processes

. described in this agreement shall remain in the UM1 unit. The City may seek civil
service exemption of such classes, and the Union reserves its right to object before
the Board. For such classes, if the Board determines the class 1s not exempt from
civil service, the classification shall be placed in the UM2 unit.

The Union agrees not to assert in any legal or administrative proceedings the
applicability of Civil Service or Personnel Rules to any classes allocated to the UM1
unit as of July 1, 2009 until November 15, 2009, unless the date for completion of
the process is extended by mutual agreement.
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Further, except as provided herein, the City agrees not to request the Civil Service
Board to exempt from the Competitive Civil Service any class allocated to the UM1
unit until November 15, 2009, unless the date is extended by mutual agreement of
the parties. :

On November 15, 2009, or, if extended, the date agreed upon pursuant to the above
paragraphs, Article 16 of the MOU shall be deleted. :

2. A represented employee who is appointed prior to September 15, 2009 from a
position in the Competitive Civil Service to an exempt classification in unit UM1 -
shall be deemed to have taken an approved leave of absence without pay from
his/her classified position as provided for in Sections 8.07(b) and 8.07(c) of the
Civil Service Rules. Beginning September 15, 2009, the City shall make its best
efforts to advise each classified represented employee who is appointed to an
exempt classification that he/she is entitled to request a leave of absence without
pay from his/her classified position.

a. For a represented employee who has been appointed to a position in unit
UM1 and is on an approved leave from a classified position, the represented
employee shall have the right to revert to a position in the same classification as
that occupied by him/her at the time of commencement of such leave if the UM1-
position is deleted from the budget. If no vacant position exists in the
classification, the represented employee may “bump” another represented
employee with less seniority, in the manor provided under Section 9.02 (d) of the
Civil Service Rules. If there is no incumbent in that classification with less
seniority, the represented employee shall be placed on a reinstatement list in the
manor provided under Section 9.03 of the Civil Service Rules.

b. For a represented employee who has been appointed to a position in Unit
UM]1 and is on an approved leave from a classified position, upon termination of
such exempt appointment for reasons other than deletion of the UM1 position
from the budget, the represented employee will be considered for reinstatement
to a position in the same classification as that occupied by him/her at the time of
commencement of such leave.

Consideration for reinstatement to the former classification will be based on the
circumstances of the removal from the exempt appointment and the represented
employee’s work record as determined by the appointing authority.

If reinstatement is approved hy the appointing authority, either
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1. the represented employee shall be appointed to a vacant position in the
former classification, or

ii. if no such vacant position exists, the represented employee shall be placed on
a reinstatement list, in the manner provided under Section 9.03 of the Civil
Service Rules.

3. Upon the involuntary separation (other than for misconduct) of a long term (ten
or more consecutive years of City service) civil service exempt employee who,
previous to his/her exempt appointment did not hold a classified position, the
City will attempt to place the represented employee in a vacant civil service
exempt position for which the employee meets the minimum qualifications.

Such appointment may be made with the approval of the City Administrator and
the Agency/Department Director.

4. Represented employees in Unit UM1 shall be entitled to use the grievance
procedures in Article 15 for non-disciplinary grievances involving the
interpretation or application of the MOU.

5. Before filling a vacant position in the UM1 bargaining unit, the City shall post
the vacant position and provide an opportunity for represented employees to

apply.

Nothing in this side letter shall limit the City’s rights pursuant to the Employer-
Employee Relations Resolution (Resolution No. 55881),to determine appropriate
unit designations. This side letter shall not be cited or used as precedent for any
future agreement, and shall not be used as evidence in any legal, administrative or
arbitration proceeding of any kind except to enforce or defend the specific terms of
this side letter or the MOU. This paragraph shall not be construed as a waiver of
any right or obligation to meet and confer over any matter within the mandatory
. scope of bargaining.
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i/\—\/’*ﬂm&w———

J. Zm Vickie Carson
hief Negotiator Chief Spokesperson
City of Oakland Local 21

Trinette Gist Skinner
Employee Relations 95
City of Oakland , Local 21
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CITY OF OAKLAND
UM1 Classifications that Labor and Management Agree May Be Exempted from Civil Service

CLASS NO. CLASSIFICATION TITLE
MA106  Cable TV Station Manager
EM115  City Auditor, Assistant
EM129  Curator of Art, Chief
EM130  Curator of Education, Chief
EM131  Curator of History, Chief
EM132  Curator of Natural Science, Chief
EM144  Deputy Director, City Planner
EM139  Deputy Director, Economic Development & Employment
EM140  Deputy Director, Housing
AP177  Deputy Director, Program Planning & Development
EM143  Deputy Director/Building Official
EM225  Fire Division Manager
EM170  Manager, Affirmative Action
EM171 Manager, Agency Administrative
EM173  Manager, Building Services
MA107  Manager, Capital Improvement Program
EM209  Manager, Claims & Risk
EM177  Manager, Contract & Employment Services
EM180  Manager, Electrical Services
EM181 Manager, Emergency Services
EM182  Manager, Environmental Services
EM183  Manager, Equipment Services
EM187  Manager, Information Systems
EM189  Manager, Legal Administrative Services
EM193  Manager, Museum Operations
EM194  Manager, Museum Services
EM196  Manager, Park Services
EM197  Manager, Parks & Recreation Zone
EM198  Manager, Planning & Building Operations
EM202  Manager, Recreation Services
EM205  Manager, Senior Services
EM206  Manager, Treasury
EM207  Manager, Youth Services
EM212  Project Manager IlI
MA137  Public Works Operations Manager
EM204  Revenue & Tax Administrator (Formerly: Manager, Revenue)
EM215  Special Assistant to the Mayor
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CITY OF OAKLAND Class Code: MA106
CLASS SPECIFICATION Exempt

CABLE TELEVISION STATION MANAGER

DEFINITION

To plan, organize, manage and direct the programming and operations of cable station KTOP; to

plan, monitor and direct all programming; to manage and direct research, interviews and
. scriptwriting for programs; to oversee the technical, video and audio operation; and to train and

supervise assigned staff.

. DISTINGUISHING CHARACTERISTICS

This is a division head position with the responsibility for overall administration of a cable television
station. This classification is exempt from the regulations of the Civil Service Board. The duties
performed involve the exercise of considerable discretion and latltudc of judgment in the formulation
and development of polices and procedures. :

This class is distinguished from Director of Marketing and Public Information, Wthh is a department
head. -

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Director of Marketing and Public Information.

- Exercises direction over Cable Television Producer Cable Opcratlons Technician, and assigned
clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Plan, organize, ma.nage and direct, through subordinate supervisors, thc programming and operauon
of a cable television station.

'~ Plan, develop and direct the programming for KTOP, mcludmg research, interviews, script writing,
audio and video taping and scheduling.

Oversee the eqmpment scheduling, set up, operation and mamtenance for KTOP teievision station;
d1rect the editing of video tape. ‘ -

Direct equipment purchases, repairs and upgrades.

Develop and implement publicity campaign strategies and materials; represent the City and the
station to the media. :

Procure programming for KTOP, including program previewing and price negotiation.

Manage the promotion and production of programming such as City Council meetings, government
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meetings and forums, Community Bulletin Board, news, public service announcements, training and
special events.

Maintain public and community relations, including liaison with TV Host Magazine and TV Data;
* coordinate with other Oakland cable tv programmers, KDOL and Oakland Unified Schoo] District;
develop and distribute schedules, flyers, press releases and brochures.

Develop and direet the implementation of goals, objectives, policies, procedures and production
standards for the division; monitor programming for adherence to council policies; monitor

legislative developments as it relates to cable television; assist in the development of
communications policy. '

Develop and implement programming, technical and cable broadcast quality standards.

Direct the preparation and administration of the division budget; monitor production and equipment
budgets. -

Direct the selection, supervision and work evaluation for division staff; provide for staff training and
~ development.

Prepare or review reports for the City Manager, City Council or commissions; work closely with
Council and other public and private groups to explain or coordinate plans for proposed productions
and broadcasts and to respond to their concerns.

Perform related duties as assigned.

- QUALIFICATIONS

Knowledge of: :
Principles and practices of broadcast management and mass communication.

Television and video production techniques and equipment.

Principles and practices of instructional media.such as the production of training programs.

'

Public contact and community relations.

Administrative principles and methods, including goal setting, program development and |
implementation, and employee supervision.

Principles and practices of budget development and administration.
Computer systems and applications. '
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Ability to:

Manage and direct a cable television station.
Plan, organize, schedule and direct a variety of programs, broadcasts and special events.

Select, motivate and evaluate staff and provide for their training and professional
development.

Analyze complex technical and administrative problems which relate to cable programming,
evaluate alternative solutions and recommend or adopt effective courses of action.

Develop and implement goals, objectives, policies, procedures, production and broadcast
standards. -

Communicate effectively orally and in writing.

Prepare, write and edit television scripts, copy, reports, correspondence and other written
materials.

Exercise sound independent judgment within general policy guidelines.

Establish and maintain effective work relationships with those contacted in the performance
of required duties.

EXPERIENCE AND EDUCATION
The following qualifications are guidelines, as the appointing authority has broad discretion in
Jilling positions in this classification. -

Experience:
Three years of responsible supervisory experience as a broadcast manager or a corporate or

institutional video manager which includes fixed signal or closed circuit-tv broadcast
experience. '

Education: |
Bachelor's degree from an accredited college or umver51ty in communication, liberal arts or a

closely related field.

" LICENSE OR CERTIFICATE
None required.

Oakiand Civil Service Board:
Date approved:. April 22, 1993; CSB #44280
Date revised: September 22, 2010, AM
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CITY OF OAKLAND Class Code: EM115
'CLASS SPECIFICATION Exempt

CITY AUDITOR, ASSISTANT

DEFINITION

Under general direction in the Office of the City Auditor, the City Auditor, Assistant assists with

managing the City’s independent performance audit functions: audit pianning and execution; project
- . management; quality assurance; hiring, training, and evaluating audit and administrative staff; office
administration; representing the City Auditor with the City Council, senior management, and the
public when needed; and performing related duties as assigned. '

DISTINGUISHING CHARACTERISTICS

This is 2 management level position that serves as the most senior member of the City Auditor’s staff

and may provide administrative policy. direction in the absence of the City Auditor. This is

classification is exempt from the regnlations of the Civil Service Board. The duties performed
" involve the exercise of considerable discretion and latitude of judgment in the formulation and

development of polices and procedures. The incumbent receives direction from the City Auditor and

exercises supervision over audit staff,.as well as technical and clerical personnel.

EXAMPLES OF DUTIES ~ duties may include, but are not limited to, the following:
Supply advice to the City Auditor; plan and formulate departmental pohcy, ensure adherence to
Generally Accepted Government Auditing Standards.

Manage multiple performance audits of municipal services.
Plan, organize, direct, review, and evaluate the work of audit and administrative staff.

Direct and paIHCIpate in the preparatlon implementation, and monitoring of the department’s
budget.

~ Develop, implement, and monjtor the department’s work plan and performance measures; work with
Executive Management and other City staff to develop and implement audit recommendations.

Represent the City Auditor in a variety of interdepartmental, intergovernmental, and community
matters and assume responsibility for the department’s operations in the absence of the City Auditor.

Develop, review and revise audit work papers and report drafts to ensure that they are in accordance
- with department standards. .

Select, train, supervise, and evaluate subordinate staff.

Complete special projects.
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QUALIFICATIONS ‘
Extensive knowledge of accounting, performance auditing, and Generally Accepted Government

Auditing Standards (GAGAS).

" . Considérable knowledge of principles and practices of public administration and management.

Considerable knowledge of organizational structure of municipal jurisdictions.

Considerable knowledge of training practices and procedures.

Considerable knowledge of budget dcvelopmént and administration.

* Considerable knowledge of principles of supervision and development.

Considerable knowledge of basic personal computer applications including word processing,
spreadsheet, database, and presentation software applications; basic accounting and budgeting
applications. '

Knowledge of El—aglis'h syntax, language mechanics, punctuation and grammar.

Ability to plan, organize, direct, and evaluate an audit program.

Ability t6 communicate effectively verbally and in writing. . ') _

Ability to oversee fhe timely completion of compleg auditing assignments.

_ Abﬁiw to interpret federal and state regulations peﬁaiﬂng to municipai audits.

Ability to analyze contracts.

Ability to prepare and administer the department’s budget.

Ability to select, train, suplervise, develop and évaluate staff.

" Ability to work in a confidential environment and carry out the directives of the City Auditor with
discretion.

Ability to organize and use time effectively meeting deadlines.

Ability to utilize basic personal computer applications including word processing, spreadsheet,
database, and presentation software applications; basic accounting and budgeting applications.

Ability t6 establish and maintain effective and collaborative work relationships with staff, elected
officials, representatives of other organizations, and the general public.



ATTACHMENTB ' _ PAGE B-6
CITY AUDITOR, ASSISTANT :
Page 3

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing aurhorzry has broad discretion in

filling positions in this classification.

Educaﬁon; _
Bachelor's degree from an accredited college or university in public policy, public administration,
accounting, economics, or a related field. A Master’s Degree is highly desirable.

Experience; -
Five years of professional audltmg experience with a large municipality or comparable agency,

~ including at least three of management or supervisory experience.

LICENSE OR CERTIFICATE
Possession of a professional designation such as a Certified Public Accountant, Certified Internal

- Auditor, Certified governmental Auditing Professional, Certified Information Systems Analyst,
Certified Government Finance Manager or Certified Fraud Examiner is desirable.

Successful incumbents in this position are expected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the assignment and the hours worked, public
transportation may not be a cost effective or efficient method for traveling to the various locations
required. Individuals who are appointed to this position will be required to maintain a valid
* California Driver’s License throughout the tenure of employment OR demonstrate the ability to
~ travel to various locations in a timely manner as required in the performance of duties.

Civil Service Board #:12548

Date Approved/ Exempt:

Date Revised; 11/4/03

Date Revised/Re-titled; 3/6/08; # 44512
" Date Revised: September 22, 2010, AM
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CiTtY OF OAKLAND _ Class Code: EM129
. CLASS SPECIFICATION Exempt |
CURATOR OF ART, CHIEF

DEFINITION :

To plan, organize, manage and direct the work of the Oakland Museum’s Art Division; to manage
the museum’s art collection; to participate in developing and implementing all aspects of art
exhibitions; to coordinate special projects; and to train and supervise assigned staff.

DISTINGUISHING CHARACTERISTICS

This is a division head position with responsibility for the overall administration of the Museum’s
Art Division, including curatorial responsibility for all art exhibitions. This classification is exempt
from the regulations of the Civil Service Board. The duties performed involve the exercise of
considerable discretion and latitude of judgment in the formulation and development of polices and
~ procedures.

This class is distinguished from Director of Museum Services, which is a department head.

~ SUPERVISION RECEIVED AND EXERCISED
. Receives direction from the Director of Museum Services.

* Exercises general supervision over Senior Curators, Associate Curators, professional, technical and
assigned clerical staff.

EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following:

Plan, organize, manage and direct, through subordinate supervisors, the curatorial work and
administration of the Ast division of the Oakland Museum.

Develop and direct the implementation of goals, objectives, policies, procedures and work standards
for the Art Division.

Manage all art exhibitions including planning, budgeting, acquiring loans, producing publications
-and working with museum staff on funding, education, design, installation and public information
issues.

Develop and implement Art Division collection management systems, procedures and quality
standards for program evaluation; direct and oversee the acquisition, documentation, preservation,
interpretation and exhibition of the art collection.

Direct and coordinate the origination and implementation of the special temporary exhibitions on art
drawn from divisional and loan collections; obtain touring exhibitions.
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Direct research in specialized academic fields; coordinate the writing or write and publish scholarly
texts.

Participate in short-and long —range planning in areas such as exhibition, funding, collection, loans,
and other needs; develop specific proposals to meet them.

Direct the preparation and administration of division and exhibit budgets.
Develop, negotiate and monitor professional services contracts; supervise the work of consultants.

. Direct the selection, supervision and work evaluation for division staff; provide for staff training and
development.

Coordinate the work of the division with other Museum departments, planning committee, project
team and outside agencies. Interface with auxiliary groups such as the Art Guild, Women’s Board,
Foundation Board, Advisory Commission, Docents, artists groups, donors, collectors, art dealers,
individual artists and the public.

1

Performs related duties as assigned.

QUALIFICATIONS

Knowledge of: , _
Advanced level of academic expertise in art, art history and California history.

Principles and practices of museum collection development and management.

Display techniques of art and the preservation, conservation and restoration of
collections.

Principles and practices of museum management and administration.

Administrative principles and methods, including goal setting, program development and
implementation, and employee supervision.

Budgetary, .ﬁnancial z-ind accounting principles and procedures.
Fund raising techniques, grant application procedures and funding sources.
Computer systems and applications.

Manage and direct a comprehensive art program.
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Plan, organize, coordinate and direct staff in collection management, development of
exhibits and other museum activities.

- Select, motivate and evaluate staff and provide for their training and professional
development. .

Analyze complex curatorial and administrative problems, evaluate alternative solutions
and recommend or adopt effective courses of action.

Develop and implement goals, objectives, policies, procedures and quality standards.
Negotiate and monitor contracts.

Communicate effectively orally and in writing; prepare and present lectures and written
materials. '

Prepare clear and concise reports, correspondence and other written materials.
Exercise sound independent judgement within general policy guidelines.

Establish and maintain effective work relationships with those contacted in the
performance of required duties. '

EDUCATION AND EXPERIENCE ,
The following qualifications are guidelines, as the appointing authority has broad discretion in
filling positions in this classification.

Experience: . .
Three years of responsible museum administration and art collection management experience at a
supervisory level, comparable to that of a Senior Curator of Art in the Oakland Museum.

Education: '
Master’s degree from an accredited college or university in fine arts, art history or a related field.

LICENSE OR CERTIFICATE

Possession of a valid California Driver’s License.

Civil Service Board
Date Approved/ Exempt:
Date Revised: September 22, 2010, AM
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CITY OF OAKLAND - Class Code: EM130
CLASS SPECIFICATION Exempt

' CURATOR QOF EDUCATION, CHIEF

DEFINITION _

To plan, organize, managé and direct the work of the Oakland Museum’s Education Division; to
participate in developing exhibitions in each of the divisions of the museum, related to interpretation
and education; to coordinate special projects; to develop, negotiate and monitor contracts; and to -
train and supervise assigned staif.

DISTINGUISHING CHARACTERISTICS
This is a division head position with responsibility for the overall administration of the Museum’s
Education Division. This classification is exempt from the regulations of the Civil Service Board.
The duties performed involve the exercise of considerable discretion and latitude of judgment in the
formulation and development of polices and procedures. This class is distinguished from Director of
Museum Services, which is a department head.

SUPERVISION RECEIVED AND EXERCISED | ‘ 3

‘Receives direction from the Director of Museum Services.

Exercises general supervision over Museum Education Coordinator, Museum Docent
Coordinator, Volunteer Program Specialist, Museurn Interpretive Specialist, professional,
technical and assigned clerical staff.

'EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following:

Plan, organize, manage and direct, through subordinate supervisors, the adrmmstratlon of the
Education division of the Oakland Museum.

Develop, implement and manage special education programs and provide interpretive support to the |
of Art, History and Natural Science Divisions.

Plan and manage major events, including conferences, symposia and festivals.

Part1c1pate in the review of exhibit proposals to ensure educational significance of exhibitions and to
monitor the work of audience advocates; foster collaborative endeavors in education programming
and ensure audience needs are addressed.

Participate in short-and long-range planning for education, volunteer and docent program
development.

Develop and direct the implementation of goals, objective, policies, procedures and work standards
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for education program.
Direct the preparation and administration of the division budget.
Develop, negotiate and monitor professional services contracts; supervise the work of consultants.

Direct the selection, supervision and work evaluation for division staff: provide for staff training and
development.

Coordinate the work of the division with other Museum departments, planning committee, project
team and outside agencies.

Perform related duties as assigned.

OUALIFICATIONS

Knowledge of: .
Principles and practices of museum education and docent and volunteer development and

training.
Principles and practices of training program development and implementation.

Administrative principles and methods, including goal setting, education program
development and implementation, and employee supervision.

Budgetary, financial and accountiﬁg principles and procedures.

Fund raising techniques, grant application procedures and funding sburces.
Computer systems and applications.

Ability to:

Manage and direct a comprehensive museum education program.

Plan, organize, coordinate and direct staff in education development as it relates to
exhibitions and other museum activities.

Select, motivate and evaluate staff and provide for their training and professional
development; design and implement traiming programs for docents and volunteers.

Analyze complex administrative problems, evaluate alternative solutions and recommend
or adopt effective courses of action.

Develop and implement goals, objectives, policies, procedures and quality standards;
target education programs for a diverse, multi-cultural audience.
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Negotiate and monitor contracts.

Communicate effe:ctiveiy orally and in writing; prepare and present lectures and written
materials.

Exercise sound independent jndgement within general policy guidelines.

Establish and maintain effective work relationships with those contacted in the
performance of required duties.

EXPERIENCE AND EDUCATION
The following qualifications are guidelines, as the appomtmg authority has broad discretion in

filling positions in this classification.

Three years of responsible museum administration and education program development

experience at a supervisor level.
Some teachmg experience in a multi-cultural, dlverse inner-city environment preferred.

1!

Education:
Master’s degree from an accredited college or university in museum studies with an
- emphasis in education. Education or training in one of the disciplines of art, history or

natural science preferred.

LICENSE OR CERTIFICATE
Possession of a valid California Driver’s License.

Civil Service Board
Date Approved/ Exempt:
Date Revised: September 22, 2010, AM
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CITY OF OAKLAND Class Code: EM131
CLASS SPECIFICATION | Exempt

CURATOR OF HISTORY. CHIEF

DEFINITION

To plan, organize, manage and direct the work of the Qakland Museum’s History Division; to
manage the museum’s history collection; to participate in developing and implementing all aspects .
"of history exhibitions, programs and publications; to coordinate special projects; and to train and
supervise assigned staff. _

DISTINGUISHING CHARACTERISTICS '

This is a division head position with responsibility for the overall administration of the Museum’s
- History Division, including curatorial responsibility for all history exhibitions. This classification is

exempt from the regulations of the Civil Service Board. The duties performed involve the exercise

of considerable discretion and latitude of judgment in the formulation and development of polices

and procedures.

This class is distinguished from Director of Museum Services, which is a department head.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Director of Museum Services.

Exercises general supervision over Senior Curators, Associate Curators, professional, technical and
assigned clerical staff.

EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following:

Plan, organize, manage and direct, through subordinate supervisors, the curatorial work and
administration of the History Division of the Oakland Museum. ‘

Develop and implement cultural history collection management systems,'procedures and quality
standards for program evaluation; direct and oversee the acquisition, documentation, preservation,
interpretation and exhibition of the cultural history collection.

Manage all History Division exhibitions including planning, budgeting, acquiring loans, producing
publications and working with museum staff on funding, education, design, installation and public
information issues.

Direct and coordinate the origination and implementation of special temporary exhibitions on
California cultural history drawn from divisional and loan collections; obtain touring exhibitions.



ATTACHMENT B ' PAGE B-14
CURATOR OF HISTORY, CHIEF : :

Page 2
Direct research in specialized academic fields; coordinate the writing or write and publish scholarly
texts. '

Participaté in short-and long-range planning in areas such as exhibition, funding, coliection, loans
and other needs; develop specific proposals to meet them.

Develop and direct the implermentation of goals, objective, policies, procedures and work standards
for the History Division. '

Direct the preparation and administration of division and exhibit budgets.
Develop, negotiate and monitor professional services contracts; supervise the work of consultants.

Direct the selection, supervision and work evatuation for division staff, provide for staff trainin gand
" development. _ o

" Coordinate the work of the division with other Museum departments, planning committee, project
team, history guild and outside agencies. .

' Perform related duties as assigned.

QUALIFICATIONS

Knowledge of: _ _
Advanced level of academic expertise in cultural history, anthropology, California History,

American studies, or a closely related field.
Principles and practices of cultural history collection development and managemént.

Methods and practices of artifact preservation, restoration, conservation, identification and
interpretation.

Display techniques of historical artifacts and exhibition development.
) Principles and practices of museum management and administration.

Administrative principles and methods, including goal setting, program development and
implementation, and employee supervision.

Budgetary, financial and accounting principles and procedures.
Fund raising techniques, grant application procedures and funding sources.

. Computer systems and applications.
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* Ability te:

Manage and direct a comprehensive history program.

Plan, organize, coordinate and direct staff in collection management, development of exhibits
and other museumn activities.

Select motivate and evaluate staff and prowde for the1r training and professional
developrnent.

Analyze complex curatorial and administrative problems, evaluate alternative solutions and
recommend or adopt effective courses of action.

Develop and implement goals, objectives, policies, procedures and quality standards.

Communicate effectively orally and in writing; prepare and present lectures and writien
materials.

Prepare clear and concise reports, correspondence and other writtén materials.
Exercise sound independent judgement within general policy guidelines.

Establish and maintain effective work relationships with those contacted in the performance
of required duties.

EXPERIENCE AND EDUCATION
The following qualifications are guidelines, as the appointing authority has broad discretion in
ﬁlling positions in this classification.

Experience:
Three years of responsible museum admmlstratwn and history collection management experience at

a supervisory level, comparable to that of a Senior Curator of History in the Oakland Museum.

" Education:
Master’s degree from an accredited college or university in the field of history, Amerlcan studies,
anthropology or a related field.

- LICENSE OR CERTIFICATE
Possession of a valid California Driver’s License.

Civil Service Boazd #
Date Approved/ Exempt:
Date Revised: September 22, 2010, AM
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CITY OF QOAKI.AND - Class Code: EM132
'CLASS SPECIFICATION Exempt

CURATOR OF NATURAL SCIENCE, CHIEF

DEFINITION _ ,
To plan, organize, manage and direct the work of the Oakland Museum’s Natural Science Division;

to manage the museum’s natural science collection; to participate in developing and implementing
all aspects of natural science exhibitions, programs and publications; to coordinate special projects;
and to train and supervise assigned staff.

DISTINGUISHING C‘HARACTERISTICS

This is a division head position with responsibility for the overall administration of the Museum’s
Natural Science Division, including curatorial responsibility for all natural science exhibitions. This
classification is exempt from the regulations of the Civil Service Board. The duties performed ..
involve the exercise of considerable discretion and latltude of judgment 111 the formulation and
development of polices and procedures.

' This class is distinguished from Director of Museum Services, which is a derartment head.

SUPERVISION RECEIVED AND EXERCISED
Receives _direction‘from the Director of Museum Services.

Exercises general supervision over Senior Curators, Associate Curators, professional, technical and
assigned clerical staff.

EXAMPLES OF DUTIES — Duties may include, but are not limited to, the following:

Plan, organize, manage and direct, through subordinate supervisors, the curatorial work and
administration of the Natural Science Division of the Oakland Museum.

Manage all natural science exhibitions including planning, budgeting, acquiring loans, producing
publications and working with museum staff on funding, education, design, instaflation and public
information issues.

Develop and implement natural science artifact and specimen collection management systems,
‘procedures and quality standards for program evaluation; direct and oversee the acquisition,
collection, documentation, preservation, identification and exhibition of natural science artifacts and
specimens; review for authenticity.

Direct and coordinate the origination and implementation of special temporary exhibitions on natural
science.

Develop and direct the implementation of goals, objectives, policies, procedures and work standards
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for the Natural Science Division. ,
t

Direct research in specialized academic fields; coordinate the writing or write and publish scholarly

texts,

Participate in short-and long-range planning in areas such as exhibition, funding, collection, loans
and other needs; develop specific proposals to meet them.

Develop, negotiate and monitor professional services contracts; supervise the work of consultants,
Direct the preparation and administration of division and exhibit budgets.

Direct the selection, supervision and work evaluation for division staff; provide for staff training and-
development.

- Coordinate the work of the division with other Museum departments, planning committee, project
team, history guild and outside agencies.

Perform related duties as assigned.

. QUALIFICATIONS

Knowledge of:
Advanced level of academic expertise in an area of natural science.

Methods and practices of “artifact and specimen preservation, collection, handling,
conservation, restoration, identification and interpretation.

Display techniques of natural science artifacts and specimens.
California history.

Principles and practices of museum management and administration.

Administrative principles and methods, including goal setting, program development and .

‘implementation, and employee supervision.

Budgetary, financial and accounting princiyjles and procedures.

Fund raising techniques, grant application procedures and funding sources. |
Principles and practices of museum collection development and management.

Computer systems and applications.

Ability to:
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Manage and direct a comprehensive natural science program.

Plan, organize, coordinate direct staff in collection management, development of exhibits and
other museum activities,

Select motivate and evaluate staff and provide for their training and professional
development.

Analyze complex curatorial and admimstrative probIemS, evaluate alternative solutions and
recommend or adopt effective courses of action.

Develop and implement goals, objectives, policies, procedures and quality standards.

Communicate effectively orally and in writing; prepare and present lectures and written
materials.

Negotiate and monitor contracts.
Prepare clear and concise reports, correspondence and other written materials.
Exercise sound independent judgement within general policy guidelines.

Establish and maintain effective work relationships with those contacted in the performance
of required duties.

EXPERIENCE AND EDUCATION
The following qualifications are guzdelmes as the appomtmg authority has broad discretion in
filling positions in this classification.

Experience:
Three years of respon31ble museum administration and natural science collection management

experience at a supervisory level, comparable to that of a Senior Curator of Natural Science in the
Oakland Museum. .

Education: -
Master’s degree from an accredited coliege or university in natural sciences or a related field.

LICENSE OR CERTIFICATE
Possession of a valid California Driver’s License.

Civil Service Board #
Date Approved/ Exempt:
Date Revised: September 22, 2010, AM
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Class Code: EM139
Exempt

CITY OF OAKLAND
CLASS SPECIFICATION

DEPUTY DIRECTOR,
ECON OMIC DEVELOPMENT AND EMPLOYMENT

. DEFINITION

Under administrative direction in the Community and Economic Development Agency, plans,
organizes, manages and directs the work of the Economic Development and Employment
Division; develops and administers comprehensive economic development and employment
programs; directs the work of department staff engaged in the management of programs to
promote economic development and employment opportunities; hires, supervises, and evaluates
assigned staff; and performs related duties as required.

* DISTINGUISHING CHARACTERISTICS

This is a division head classification with responsibility for the overall administration of
economic development and employment programs of the agency. This is classification is exempt
from the regulations of the Civil Service Board. The duties performed involve the exercise of
considerable discretion and latitude of judgment in the formulation and development of polices
and procedures. This classification differs from Agency Director in that the latter directs plans,
directs, and manages multiple departments. This is an unclassified position in which incumbents
_ serve at the will of the Agency Director. The incumbent receives administrative direction from
the Agency Director and exercises direction over managers, supervisory professional, technical
and clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Assist in the development and implementation of goals, objectives, policies, procedures and
work standards for economic development and employment programs; plan, organize, manage
and direct, through subordinate managers, the activities of the division.

Develop and implement economic and community development programs designed to attract
new businesses, retain and strengthen existi.ng business, market to key industries, increase the
City’s tax base and create viable economic opportunities consistent with the City’ s goals of JOb
creation, job training and suitable economic development.

Oversee and administer opportunities for training, employment and job retention for Oakland
7 residents to meet the needs of local employers and the City’s Economic Development strategies.

Direct the selection, supervision and evaluation of division staff; plan and implement staff
training and development to enhance program effectiveness. '

Direct the research, analysis and preparation of complex studies and reports related to current
and long-range economic development and employment issues; formulate specific proposals in
collaboration with other City departments and public agencies.
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Negotiate and administer contracts for City and Redevelopment Agency projects; manage
" sales/lease-back agreements.

Monitor funding balances through project managers; participate in project meetings; monitor
bond and loan programs.

Prepare or review reports for the City Manager, City Council or commissions; work closely with
Council and other public and private groups to explain or coordinate plans for proposed projects
. and to respond to their concerns. .

Direct the preparation and administration of division, program and project budgets.

QUALIFICATIONS

Considerable knowledge of current economic development trends and practices.
- Considerable knowledge of contract negotiations and administration and project management.

Considerable knowledge of administrative principles and methods, including goal setting,
program- development and implementation, and employee supervision.

" Considerable knowledge of personnel management, employee relations, team building, setting
goals, long and short term planning, budget development, and financial management.

* Considerable knowledge of the principles of business development, administration and business
strategies.

Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls; prepare and implement long and short-term plans related to economic
development and employment programs.

. Ability to provide strong leadership, imitiative and drive, interpersonal and cultural sensitivity,
creative and flexible problem solving skills and the ability to direct and motivate diverse staff.

Ability to prepare and administer division and program budgets; prowde sound financial
management; negotiate and administer a variety of contracts.

Ability to develop and maintain positive relationships with community leaders, organizations,
businesses and staff; coordinate a variety of projects and activities interdepartmentally and with
" outside agencies; work effectively with ethnically diverse constituencies; foster good public and
community relations; plan, organize, direct and coordinate a variety of functional specialties with
overlapping work areas,

Ablhty to supervise and direct subordinate professional and support staff; interpret and enforce
administrative/operational policies, practices and procedures; analyze and solve problems of a
complex nature; maintain departmental and state safety standards.
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Ability to communicate effectively and persuasively in both oral and written format; speak in
~large and small group settings; prepare and analyze comprehensive reports; conduct staff

meetings.
Ability to exercise sound independent judgment within general policy guidelines.

Ability to establish and maintain effective working relationships with those contacted in the
performance of required duties.

- EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing aurhorlty has broad discretion in

filling positions in this classification.

Education : :

Possession of a Bachelor’s Degree fromi an accredited college or umversrcy in Clty Planning,

Public Administration, Business Administration, Finance or a closely related field. A Master’s
Degree in a related field is desirable.

Three years of senior management experience performing responsible and cornplex

administrative duties in an economlc development environment, including two years in a
SUpervisory capacity.

LICENSE OR CERTIFICATE

. An incumbent in this position is expected to operate automotive vehicles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation
may not be an efficient method for traveling to required locations. An individual appointed to
this position will be required to maintain a valid California Driver's License throughout the
tenure of employment OR demonstrate the ability to travel to various locations in a timely
manner as required in the performance of duties.

RY/SL

" Civil Service Board #:
Date Approved/Exempted:
Date Revised: 4/9/03

Date Revised: 9/22/10 AM
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CITY OF OAKLAND . | Class Code: EM140
CLASS SPECIFICATION Exempt

DEPUTY DIRECTOR, HOUSING

- DEFINITION
Under general administrative direction in the Community and Economic Development Agency uses
operational decision making in the direction and coordination of work in Housing and Community
Developmert Division; duties involve extensive interaction with the Mayor, City Council and
* numerous community leaders; manages U.S. Department of Housing and Urban Development
(HUD) grant programs; develops housing policy and information; administers the Rent Arbitration
Ordinance; administers new housing developments ; and performs related duties as assigned.

DISTINGUISH]NG CHARACTERISTICS

The Deputy Director of Housing is a division head classification with responsibility for the overall

administration of the Housing and Community Development Division. This position is exempt from

the regulations of the Civil Service Board. The duties performed involve the exercise of

considerable discretion and latitude of judgment in the formulation and development of polices and

procedures. It is distinguished from. the Director of the Community and Economic Development
. Agency, which is a department head. '

Thé incumbent receives administrative direction from the Director of Community and Economic
Development Agency and exercises direction over professmnal technical and clerical staff in the
Housing and Commumty Development Division.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

- Plan, organize, maﬁége and direct comprehensive housing and development programs; plan, direct,
coordinate and monitor housing and development activities and services; coordinate, plan, direct and
monitor a wide variety of housing development projects.

Plan, organize, coordinate and manage program schedules and budgets; develop and impleinent
_goals, objectives, policies, procedures and work standards for the division; develop management
systems and procedures for program evaluation.

Coordinate division activities with other divisions, departments, outside agencies and contractors;
represent the City and department to concerned groups and individuals.

Direct the preparation of a variety of complex studies and reports relating to housing development
" and urban planning; develop and present reports and proposals.

Direct the preparation and administration of the division budget.
Direct the selection, supervision and work evaluation for division staff.
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. Prepare or review reports for the Agency Director, City Manager, City Council or commissions;
work closely with Council and other public and private groups to explain or coordinate plans for
proposed projects and to respond to their concerns.

Monitor developments related to the Housing and Community Development Division and other
divisions, evaluate their impact on City operations and implement policy and procedure
improvements.

- KNOWLEDGE AND ABILITIES
Knowledge of finance and housing development.

Knowledge of expertise in economic, housing and/or neighborhood development; principles and
practices of budget development and administration.

- Knowledge of principles and practices of housing developmeht, urban and/or city planning; financial
planning, business and/or public administration.

Knowledge of legal guidelines for public housing and urban development.
Knowledge of methods, materials and equipment used in housing and urban development.

- Knowledge of principles. and practices of contract administration and project management and
evaluation, :

N

Knowledge of administrative principles and methods, including goal setting, program development
and implementation and employee supervision.

Knowledge of computer systems and applications.

© Ability to manage and direct a large, comprehensive community and economic development
program. '

Ability to select and evaluate staff and provide for their training and professional development.

Ability to plan, organize, direct and coordinate a vai'iety of functional specialties with overlapping
work areas. '

Ability to implement effective operational systems and workflows.

Ability to analyze complex technical and administrative problems, evaluate alternative solutions and
recommend or adopt effective courses of action.

Ability to manage and coordinate multiple concurrent projects.

~ Ability to develop and implement goals, objectives, policies, procedures, work standards and internal
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controls.

" Ability to communicate effectively orally and to prepare clear and conc1se reports, correSpondence
.and other written materials.

Ability to exercise sound independent judgment within general policy guidelines.

Ability to estabhsh and maintain effective work relationships with those contacted in the
performance of required duties.

MINIMUM QUALIFICATIONS

The following qualifications are guidelines, as the appointing authority has broad discretion in
Jilling positions in this classification.

Education: :
A Bachelor’s degree from an accredited college or umver51ty in with major coursework in urban

~ or city pianning, real estate, business or public administration, or a closely related field.

Experience:
Eight (8) years of experience in housing and/or development, five (5) years of which must be in a

managerial role.

LICENSE OR CERTIFICATE

Individuals who are appointed to this position will be required to maintain a valid California Driver's
- License throughout the tenure of employment OR demonstrate the ability to travel to vanous

locations in a timely manner as required in the performance of duties.

* Date Approved: CSB#
Date Revised: September 22, 2010 vrh
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= @%>.{v | Exempt
!\\a\\\wm/ ¢ CLASS SPECIFICATION
ﬂ (\
‘ i
DEPUTY DIRECTOR,

PROGRAM PLANNING AND DEVELOPMENT

DEFINITION

Under general administrative direction in the Community and Economic Development Agency uses
operational decision making in the direction and coordination of work in the Development and
Redevelopment Division; plans, organizes, manages, and directs the review and implementation of
the City's major development projects (both private and public); manages and serves as the main
point of contact for the environmental review process; manages and directs the preparation of studies
. and reports including updating the general plan; trains and supervises staff; and performs related
duties as assigned. o

DISTINGUISHING CHARACTERISTICS : :

The Deputy Director of Program Planning and Development is a division head classification with
responsibility for the overall administration of the Development and Redevelopment Division. This

position is exempt from the regulations of the Civil Service Board. The duties performed involve

the exercise of considerable discretion and latitude of judgment in the formulation and development
- of polices and procedures. It is distinguished from the Director of the Community and Economic
Development Agency, which is a department head.

The incumbent receives administrative direction from the Director of Community and Economic
Development Agency Head and exercises direction over professional, technical and clerical staff in
the Development and Redevelopment Division.

. EXAMPLES OF i)UTIES - Duz‘z:es mc.:ry include, but are not limited to the following:
Oversee various high~priorit‘y major revitalization and development ﬁrojects. |
Plan, direct and coordinate, through subordinates, a variety of planning activities.
Direct strategic planning; develop land use policies including the general plan.

Coordinate and direct program activities with other departments, outside regulatory and advisory
agencies and concerned citizens to resolve complex planning issues.
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Work closely with other departments and divisions for compliance with state and federal tlaws of
- environmental review and demonstrate a high degree of expertise in the California Envuonmental
Quality Act (CEQA) and the National Environmental Policy Act (NEPA).

Develop and implement goals, objectives, policies and procedures to enhance the delivery of
planning services and ensure administrative accountability.

Develop and implement management systems, procedures and standards for program evaluation.

. Prepare reports for the City Administrator, City Council or commissions; explain or coordinate plans
for proposed projects and respond to their concerns.

Serve as staff to several boards, commissions and sub-committees as assigned
Direct the preparation and administration of the division budget.

Direct the selection, supervision and work evaluation for division staff.
" Prepare or review reports for the Agency Director, City Manager, City Council or commissions;
work closely with Council and other public and private groups to explain or coordinate plans for

proposed projects and.to respond to their concerns.

Monitor developments related to the Development and Redeveiopemnt Division and other divisions,
evaluate their impact on City operations and implement policy and procedure improvements.

. KNOWLEDGE AND ABILITIES
Knowledge of finance and development and redevelopment.

Knowledge of expertise in economic development and redevelopment; pnnc1ples and practices of
budget development and administration. :

'K‘nowledge of pnnc1ples and practices of economic development and redevelopment, urban and/or
 city planning; financial planning, business and/or public administration.

Knowledge of legal guidelines for economic development and redevelopment.
Knowledge of methods, materials and equipment used in economic developm%:nt and redevelopment.

Knowledge of principles and practices of contract administration and project management and
evaluahon

Knowledge of administrative principles and methods, including goal settmg, program development
and implementation and employee supervision.

Knowledge of computer systems and applications.
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Ability to manage and direct a large, comprehensive community and economic development
program. :

. Ability to select and evaluate staff and provide for their training and professional development.

Ability to plan, organize, direct and coordinate a variety of functional specialties with overlapping
work areas.

Ability to implemént effective operational systems and workflows.

* Ability to analyze complex technical and administrative problems, evaluate alternative solutions and
- recommend or adopt effective courses of action.

Ability to manage and coordinate multiple concurrent projects.

Ability to develop and implement goals, objectives, policies, procedures, work standards and internal
controls.

- Ability to communicate effectively orally and to prepare clear and concise reports, correspondence
and other written materials.

Ability to exercise sound independent judgment within general policy guidelines.

Ability to estabhsh and maintain effective work relationships with those contacted in the
- performance of required duties. :

~ MINIMUM QUALIFICATIONS

The following qualifications are guidelines, as rhe appointing authority has broad discretion in
filli ing pOSmons in this classification. :

)

Educatipn:

A Bachelor’s degree from an accredited college or university in with major coursework in

plannmg, project management architecture, urban design, business or pubhc administration, or a
- closely related field.

Expenence '
Three (3) years of progresswely responsible experience in pubhc sector city planning work.

LICENSE OR CERTIFICATE

Individuals who are appointed to this position will be required to maintain a valid California Driver's
. License throughout the tenure of employment OR demonstrate the ability to travel to various
locations in a timely manner as required in the performance of duties.

Date Approved: CSB#
Date Revised: September 22, 2010 vrh
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CiTtYy OF OAKL AND Class Code: EM143
' Exempt
CLASS SPECIFICATION

DEPUTY DIRECTOR/ BUILDING OFFICIAL

DEFINITION '
Under administrative direction in the Commumty & Economic Development Agency, to plan, direct
and coordinate the work of the Building Services Division; to develop and manage building services
programs including building, housing and zoning code compliance and enforcement, inspection
- services, engineering services, permit processing, plan review and seistnic safety; to train and supervise
assigned staff; and to perform related duties as required.

DISTINGUISHING CHARACTERISTICS

This is a division head position with responsibility for the overall administration of the building
services functions of the department. This classification is exempt from the regulations of the Civil
Service Board. The duties performed involve the exercise of considerable discretion and latitude of
~ judgment in the formulation and development of polices and procedures. This class is distinguished
from the Director of Planning and Building, which is a department head. The incumbent receives
direction from the Agency Director of Community and Economic Development and exercises direction
over Principal Civil Engineers, Manager, Inspection Services, Administrative Services Manager ], and
other professional, technical and assigned clerical staff.

EXAMPLES OF DUTIES — duries may include, but are not limited to the following:

Plan, direct and coordinate, through subordinate supervisors, a variety of building services programs
~ including building, housing and zoning code compliance and enforcement, inspection services,
engineering services, permit processing, plan review and seismic safety.

Plan, organize and implement improved permit and enforcement systems to provide timely and
efficient customer services.

Serve as Building Official for City of Oakland.

 Coordinate and direct program activities with other departments, ou:tsuie agencies and concerned
citizens t6 resolve complex building services issues.

Develop and implement goals, objectives, policies, procedures and work standards to enhance the
delivery of building services and to ensure administrative accountability.

Develop and implement management systems, procedures and standards for program evaluation.

Direct the preparation of complex studies and reports relating to current and long-range building
services issues and formulate specific proposals to address them.

Direct the preparation and administration of the division budget.
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Direct the selection, supervision and work evaluation of division staff; plan and implement staff
training and development to enhance program effectiveness.

Prepare or review reports for the City Manager, City Council or commissions; work closely with
- Council and other public and private groups to explain or coordinate pro gram activities or plans for
proposed projects and to respond to their concerns.

Monitor developments related to building services program areas, evaluate their impact on City
operations, and recommend or implement policy and procedure improvements.

OQUALIFICATIONS

' Extensive knowledge of the principles and practices of civil engineering, design and construction.

Extensive knowledge of federal, state and city codes, regulations and ordinances governing building,
housing and zoning.

Considerable knowledge of engineering standards and legal guldehnes for bulldmg pmJects code
comphance plan check and seismic safety.

Working knowledge of municipal govemment and organization.

* Working knowledge of administrative principles and methods, including goal setting, program
development and implementation and employee supervision.

Working knowledge of the principles and practices of budget development and administration.
| Working knowledge of computer applicationé related to the work.

Ability to manage and direct E.i comprehensive building services program.

Ability to assess, dével()p and manage appropriate organizational and staffing structures.

~ Ability to plan, organize, direct and coordinate a variety of functional specialties with overlapping work
areas. '

Ability to select, motivate and evaluate staff and provide for their training and professional
development.

Ability to analyze compiex technical and administrative building services problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

Ability to develop and implement goals objectives, policies, procedures, work standards and internal
controls.
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Ability to communicate effectively orally and in writing.

Ability to prepare clear and concise reports, correspondence and other written materials.
Ability to exercise sound independent judgment within general policy guidelines.

. Ability to establish and maintain effective work relationships with those contacted in the performance
of required duties.

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authority has broad discretion in
filling positions in this classification. '

Education : _
" Bachelor's degree from an accredited college or university in civil engineering ora closely related field.

Experience :
Three years of responsible management experience in engineeting, code compliance and enforcement

or inspection work.

LICENSE OR CERTIFICATE :
. Possession of a Certificate of Reglstramn as a Professional Civil Engmeer in the State of California.

An incumbent in this position is expected to operate automotive vehicles in the performance of

assigned duties. Due to the nature of the assignment and the hours worked, public transportation

may not be an efficient method for traveling to required locations. An individual appointed to this

position will be required to maintain a valid California Driver's License throughout the tenure of

employment OR demonstrate the ability to travel to various locanons 1n a timely manner as required
in the performance of duties. - :

SL

Civil Service Board #:

Date Approved/Exempted:

Date Revised: September 22; 2010 vrh
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CITY OF O AKLAND Class Code: EM144
' Exempt
CLASS SPECIFICATION

DEPUTY DIRECTOR/CITY PLANNER

DEFINITION

Under administrative direction in the Community and Econromic Development Agency, plans, directs
* and coordinates the work of a City Planning Division; develops and manages application processing

and the review of permits; manages and directs the preparation of various planning, environmental

and rezoning studies and reports including updating the general plan; trains and supemses assigned

staff: and performs related duties as required.

DIST]NGUISI—I[NG CHARACTERISTICS
This is a division head position with the responsibility for overall administration of the City Planning
. Division under direction from the Director of Planning and Building. This classification is exempt
from the regulations of the Civil Service Board. The duties performed involve the exercise of
considerable discretion and latitude of judgment in the formulation and development of polices and
procedures. This class is distinguished from the Director of Planning and Building, which is a
department head. This classification exercises direction over Zoning Manager, Comprehensive
Planning Manager, Administrative Services Manager, and other professional, technical and assigned
clerical staff.

- EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
Plan, direct and coordinate, through subordinate supervisors, a vanety of planning and zoning
activities.

~ Direct long-rarige planning; develop land use policies which include the general plan.

Serve as City Planner for the City of Oakland and as Secretary to the City Planning Comm1551on
provide staff leadership and technical assistance to other boards and commissions.

Manage and direct the application processing and review of permits requiring design review and
other approvals under zoning and subdivision regulations; direct the processing of appeals; oversee

environmental review and Environmental Impact Reports.

Coordinate and direct program activities with other departments, outside agencies and concerned
citizens to resolve complex planning issues.

Develop and implement goals, objectives, policies, procedures, and work standards to enhance the
delivery of planning services and to ensure administrative accountability.

Develop and implement management systems, procedures, and standards for program evaluation.

Manage and direct the preparation of various planning and rezoning studies and reports including
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updating the general plan.

' Direct the preparation and administration of the division budget.

Direct the selection, supervision, and evaiuation of division staff; plan and implement staff training
and development to enhance program effectiveness.

Prepare or review reports for the City Manager, City Council or commissions; work closely with
Council and other agencies; explain or coordinate plans for proposed projects and respond to their

' concerns.

Monitor developments related to city planning services, evaluate their impact on City operationsand .
recommend or implement policy and procedure improvements.

QUALIFICATIONS

. Extensive knowledge of principles and practices of urban planning, architectural and urban design,
land use and long range planning.

Extensive knowledge of Federal, state and local laws, regulations, and codes pertaining to planning,
zoning and environmental impact.

Extensive knowiedge of municipal governments and organizations.

~ Considerable knowledge of administrative principles and methods, including goal settmg, program
development and implementation and employee supervision.

Considerable knowledge principles and practices of budget developmenf and administration.
W_quing knc;wledge. computer -systems and applications.

- Ability to manage and direct a comprehensive city planning program.

Ability to assess, develop and mané;ge appropriate orgaﬁizational and stafﬁng structures.

Ability to plan, organize, direct and coordinate a variety of functional specialties with 6verlapping
work areas, :

~ Ability to select, motivate and evaluate staff and provide for their training and professional
development. |

Ability to analyze complex technical and administrative urban planning problems, evaluate
alternative solutions and recommend or adopt effective courses of action.
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Abilitjf to develop and implement goals, objectives, policies, procedures, work standards and internal
controls,

Ability to communicate effectively orally and in writing.
' Ability to prepare clear and concise reports, correspondence and other written materials.
Ability to exercise sound independent judgement within general policy guidelines.

Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties.

" EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authority has broad discretion in
filling positions in this classification.

Education :
Bachelor's degree from an accredited college or university in planning, architecture, landscape
architecture, or a related field. A Master's degree is desirable.

Experience: _
Three years of re5p0nsib1e management experience in city planning work.

LICEN§E OR CERTIFICATE , k

An incumbent in this position is expected to operate automotive vehicles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation
may not be an efficient method for traveling to required locations. An individual appointed to this

" position will be required to maintain a valid California Driver's License throughout the tenure of
employment OR demonstrate the ability to travel to various locatlons in a timely manner as required
in the performance of duties. -

RY/SL

Civil Service Board #:

Date’Approved: ’
Date Revised: September 22, 2010 vth -
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CITY OF OAKLAND Class Code:  EM225

CLASS SPECIFICATION Exempt
FIRE DIVISION MANAGER
(NON-SWORN)

DEFINITION ,
Under administrative direction in the Fire Department, plans, organizes, and directs a division within
the Oakland Fire Department. Incumbents are responsible for formulating and interpreting policies
and procedures, developing goals and objectives, supervising and training staff, developing and
administering a division budget, developing and reviewing reports, representing the agency in public
forums, and directing the day-to-day activities of assigned staff, Incumbents work a standard 37.5-

_ hour administrative work week. The incumbent receives direction from a Deputy Chief or Assistant
Chief and exercises direction over sworn and non-sworn supervisory, technical, and/or clerical staff
for the division; performs related work as required.

DISTINGUISHING CHARACTERISTICS .

This is considered the division-head level in the Fire Department which may be in Fire Prevention,
Emergency Medical Services, Personnel and Training; this may also include special administrative
assignments. This classification is exempt from the regulations of the Civil Service Board. The
~ duties performed invoive the exercise of considerable discretion and latitude of judgment in the
formulation and development of polices and procedures. The Fire Division Manager is distinguished
from the Deputy Fire Chief in that the latter manages and directs a larger functlonal area which may
include several divisions or sections.

EXAMPLES OF DUTIES — duties may include, but are not limited to, the following:
Develop and direct the implementation of goals, objectives, policies, procedures and work sta.nda:ds for
. the department; partxc1pate in the departrent's management team.

Oversee and coordmate departmental planning and implementation of fire services.

Recommend the aHoca‘uon of departmental resources and program modxﬁcatlons to enable the
department to meet public safety needs.

. Develop and participate in a variety of studies and report§ relating to current and long-range needs for
" public safety; review and evaluate existing programs and research current trends and issues.

Maintain effective relations with other public safety agencies and programs, develop and implement
collaborative service integration programs; build consensus in atmosphere of divergent views; develop
team approach among departmental managers to support comprehensive service plan.

Assign and direct and review the work of swom and non-sworn staff for a Fire Department dlwsmn as
assigned; monitor and follow up on progress.
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Respond to requests for information from superior officers; investigate and report as necessary.
Encourage a high level of moral among subordinates.

Evaluate results of various reports, investigation and makes appropriate recommendations to superior
. officers.

. Assist investigating and resolving citizen complaints; recommend corrective action regarding service
delivery and administrative problems.

Interpret and translate the Fire Services Agency and City’s philosophy, vision, and geals into programs
and projects.

- Maintain contact with general public, court officials, and other City officials in the performance of the
Fire Services Agency activities, as assigned.

P

Conduct periodic performance evaluation and planning sessions for assigned personnel. Counsel
assigned personnel on job performance and disciplinary matters; conduct and attend staff meetings to
discuss assignments, policies, and procedures.

: Carry out duties in conformance with Federal, State, County, and City laws and ordinances.

Analyze and recommend mprovements to equipment and facilities, as needed; maintain departmental
equipment, supplies and facilities.

Assist in the preparation and administration of the department budget.

- QUALIFICATIONS

Considerable knowledge of principles, practices, and techmques of public administration,
orgamzatlon operations, and fiscal management.

Con51derable knowledge of laws, ordinances, and regulations relating to the management of all
service delivery and support programs related to the Oakland Fire Department.

- Considerable knowledge of administrative principles and methods, including goal setting,
program development and implementation.

Considerable knowledge of principles and practices of budget developmént and administration;
contract negotiation and administration; local, Federal and State funding sources and grant
application procedures.

. Working knowledge of principles, practices, and techniques of human resources management
including supervision and personnel development.
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] Work_mg knowledge of principles, practices, and techniques of fire prevennon code enforcement,
hazardous materials use, handling, storage, and disposal.

Working knowledge of principles, practices and techniques of emergency medical services
operations and administration.

Working knowledge of principles and techniques of promotion, marketing, customer service
and public relations.

Working knowledge of computer systems and applications.

Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls; interpret and apply complex rules, regulations, laws and ordinances.

Ability to establish effective working rela‘donshlps with individuals, orgamzauons City
. Councﬂ Mayor City Manager, boards and commissions and staff.

Ability to evaluate programmatic, administrative and operational systems; recommend reallocation
of resources based upon evaluation and customer demands and develop implementation plans.

Ability to communicate effectively and persuasively in both oral and in written forms; prepa.re and
analyze complex reports, correspondence and other written materials; utilize automated systems

including personal computers.

Ability to determine and establish priorities, set standards, and provide guidelines; identify potential
problem situations and develop appropriate courses of action based upon the goals and objectives as
set forth by Oakland Fire Department.

Ability to gather and evaluate information, identify problems, and make logical decisions; ant1C1pate
‘consequences of actions; correlate facts and evidence into a logical sequence.

Ability to provide strong leadership, initiative and drive, creative and flexible problem—solving skills,
direction and motivation for a diverse staff, and balanced management in a multidisciplinary
env:ronment

Ability to work effectively with peers within the Fire Department and with individuals from other
City agencies and departments.

* Ability to delegate authority and responsibility to subordinate staff; manage and monitor workflow,
convey priorities, ensure timely completion of objectives, and promote efficiency.

Ability to direct the behavior of others to accomplish tasks or goals; influence other to accept ideas
and support positions; act effectively as a mediator between opposing groups; encourage, include,
and coordinate the ideas of others.
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Ability to prepare and administer departmental budgets; perform financial management; fundraising;
negotiate and administer a vanety of contracts; analyze and prepare comprehensive reports and other
- documents.

Ability to develop and maintain positive relationships with community leaders, organizations and
other public safety agenciés ; coordinate a variety of projects and activities within the Department and
with outside agencies.

Ability to work effectively with ethnically diverse constituencies; be sensitive to political and
~ cultural issues and concerns; foster good public and community relations, and be capable of
formulating future directions and vision for the department.

Ability to lsupervise and direct subordinate professional and support staff; interpret and enforce
administrative/operational pohices, practices and procedures; maintain departmental safety standards;
provide staff training and conduct performance appraisals.

EDUCATION AND EXPERIENCE
© The following qualifications are guidelines, as the appointing authority has broad discretion in

ﬁlling positions in this classification.

Educatlon '
Bachelor’s degree-from an accredited college or university in fire science, public or business
administration or a related field. Possession of an advanced degree in public or business

administration is highly desnable

Experience:
Four years of progressively responsibie related management and supervision experience which

includes at least two years of professional experience in fire prevention, emergency medical services,
personnel and training, fire communication, and/or fire dispatch operations.

—

LICENSE OR CERTIFICATE
Incumbent in this position is expected to operate automotive vehicles in the performance of assigned

" duties. Due to assignments and hours worked, public transportation may not be an efficient method
for traveling to required locations. As a condition of employment, individuals appointed will be
required to maintain a valid California Driver’s License while emploved.

Analyst Initials: SI.

_ Civil Service Beard: #44407
Date Approved: 04/27/00
Date Revised: 09/22/16 AM
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‘CITY OF OAKLAND Class Code: EM170
CLASS SPECIFICATION Exempt

MANAGER. AFFIRMATIVE ACTION

DEFINITION _

Under administrative direction in the Office of the City Manager, plans, organizes, manages,

administers and directs the affirmative action, equal employment and disability access programs
. to ensure compliance with regulatory guidelines; trains and supervises assigned staff; and

perform related work as required.

DISTINGUISHING CHARACTERISTICS
This is a division manager classification that is distinguished from the City Manager who is a
Department Head responsible for the overall administration of the City. This is a management
level classification, which is exempt from the regulations of the Civil Service Board. The duties
performed involve the exercise of considerable discretion and latitude of judgment in the
" formulation and dcvclopment of polices and procedures. The incumbent receives direction from
the City Manager and exercises supervision over Equal Opportunity Spemahsts professional,
techmcal and assigned clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:
Plan, organize, manage and direct the work of the Affirmative Action Division including the
affirmative action, equal employment and disability access programs.

" Direct the analysis of workforce data and regulatory guidelines; direct the development and
implementation of plans and strategies to ensure compliance with guidelines.

Review discrimina_tion and compltance complaints and 1ssues; direct appropriate resolution.
Interpret policies, procedures and regulations for City staff, employees and the public.

- Develop and direct the implementation of goals objectives, p011c1es procedures and work
standards for the division. ,

Develop and implement management systems, procedures and standards for monitoring and
evaluating affirmative action programs.

Direct the preparation of a variety of studies and reports relating to current and Iong-range
~ affirmative action guidelines and devclopmg specific proposals to meet them.

Direct the selection, supervision and work evaluation for division staff; provide for staff training
and development.
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Prepare or review reports for the City Manager, City Council, commissions and regulatory
agencies; work closely with Council and other public and private groups to explain or coordinate
plans for proposed projects and to respond to their concerns.

Establish and maintain positive working relaﬁonships with individuals, businesses, community
organizations, employees, public and private agencies, and others to ensure that programs and

. activities are responsive to the community needs.

- Coordinate the work of the division with other City departments, outside agencies and concerned
citizens. :

" Monitor developnients and legislation related to affirmative action programs, evaluate their
impact on City operations and implement policy and procedures improvements.

" Operate a motor vehicle in the performance of assigned duties.

QUALIFICATIONS

Extensive knowledge of principles and practices of affirmative action, equal opportunity and
related program development and administration.

~ Extensive knowledge of principles, practices, laws and fegulations applicable to affirmative
action, equal employment opportunity and minority and disadvantaged business enterprises.

Considerable knowledge of principles and practices of public personnel administration including
recruitment, selection, job analysis and classification.

Considerable knowledge of labor relations principles and practices.

- Considerable knowledge of administrative principles and methods including goal setting,r
program and policy development and implementation, and employee supervision.

Considerable knowledge of priﬁciples and practices of public relations. i

Considerable knovs;'ledge of principles and practices of budget development.and administration.
' Wﬁrldng knowledge of principles and practices of contract administration.

Working knowledge of computer systems and apblications.

Ability to manage and direct a comprehensive affirmative actior program.

Ability to plan, organize, direct and coordinate a variety of affirmative action programs to meet
City needs.
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Ability to select, motivate and evaluate staff and provide for their training and professional
- development.

Ability to analyze complex technical and administrative affirmative action problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls.

Ability to communicate effectively orally and in writing.
Ability to prepare clear and concise reports, correspondence and other written materials.
Ability to exercise 'souhd independent judgement within general policy guidelines.

Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties.  ~

" EDUCATION AND EXPERIENCE ‘
The following qualifications are guidelines, as the appointing authority has broad discretion in

filling positions in this classification.

Education : '
Bachelor's degree from an accredited college or umversxty in public or business administration,

personnel management, industrial relations or closely related field.

Experience: -
Three years of responsible supervisory or managenal experience in afﬁrmatlve action program

admmstraﬂon

LICENSE OR CERTIFICATE

Successful incumbent in this position is expected to operate automotive vehicles in the
~ performance of assigned duties. Due to the nature of the assignment and the hours worked,

public transportation may not be a cost effective or efficient method for traveling to the various

locations required. The individual who is appointed to this position will be required to maintain

a valid California Driver's License throughout the tenure of employment OR demonstrate the

ability to travel to various locations in a timely manner as required in the performance of duties.

- Civit Service Board #:
Date Approved/Exempted:
Darte Revised: September 22, 2010 kt
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'CITY OF OAKLAND Class Code: EMI71.
CLASS SPECIFICATION Exempt

MANAGER, AGENCY ADMINISTRATIVE

DEFINITION )
Under administrative direction, manages agency support- operations including budget
development and monitoring, personnel and training, payroll, customer service,

" information/communication services, and other administrative functions; provides administrative
policy direction and supervision to assigned staff; and performs related work as required.

DISTINGUISHING CHARACTERISTICS _
This class is responsible for managing the administrative support functions for various City
Agencies/Departments. This is a management level classification, which is exempt from the
regulations of the Civil Service Board. The duties performed involve the exercise of
. considerable discretion and latitude of judgment in the formulation and development of polices
and procedures.
_ Incumbents receive administrative direction from an Agency Director and exermse dlrect and
indirect supervision over professional, technical and clerical personnel.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

Direct and coordinate the customer service and administrative service functions for the agency;

- oversee the development of agency procedures and policies; participate in the identification of
performance goals and objectives; participate in the development of long and short-range goals
for the agency; review work loads and approves prioritization of assignments.

Prepare and/or review analytical reports prepared for City Manager, City Council or

commissions concerning agency affairs; work closely with Council and other public or private

groups to explain agency operations and procedures; oversee the preparation of correspondence
~ In response to community concerns; review City Council agenda materials and staff reports.

Review, monitor and coordinate the work of subordinate supervisory staff; conduct performance
evaluations and recommends merit step awards or disciplinary action as necessary; participate in
the selection of new employees.

Manage agency fiscal operations including payroll, accounts payable and receivable, purchase

orders, loan servicing and loan accounts, and review and development of fiscal policies and
- procedures and handling of funds; direct the preparation of the agency budget and reviews

subordinate division budget preparations.

Represent an Agency ané the City of Oakland in meetings with public officials, the business

community and members of policy and advisory bodies; may be required to make formal oral

presentations concerning agency operations.
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KNOWLEDGE AND ABILITIES

Extensive knowledge of the techniques of effective management and organizational structure.

. Extensive knowledge of English punctuation, syntax, language mechanics and spelling.

‘Extensive knowledge of the principals and techniques necessary for the persuasive presentetion
of ideas and concepts in both written and oral formats.

Ability to establish professional working relationships with staff, elected officials,
representatives of other organizations and the general public.

+ Ability to analyze statistical, factual and financial data; present ideas persuaswely in English in
both oral and written formats. -

Ability to apply government regulations and legislation in appropriate contexts and forums.

Ability to effectively oversee and direct the work of subordinate staff.

- MINIMUM QUALIFICATIONS
The following qualifications are guidelines, as the appointing auz‘horrty has broad discretion in

filling posztzons in this classification.

Educatmn: _ :

A certificate of completion of a paralegal program or a degree from a postsecondary Bachelor's

degree from an accredited college or university in public or busmess administration, accounting,
or related field. A Master s degree is desirable.

Three years of experience performing progressively responsible and complex administrative and

managerial duties including a two years of supervisory experience.

LICENSE OR CERTIFICATE

~ Individuals who are appointed to this position will be required to maintain a valid California
. Driver's License throughout the tenure of employment OR demonstrate the ability to travel to

various locations in a timely manner as required in the performance of duties.

Date Approved: CSB#
Date Revised: September 22, 2010 vrh
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CITY OF OAKLAND Class Code: EMI173
CLASS SPECIFICATION Exempt

MANAGER, BUILDING SERVICES

DEFINITION
Under administrative direction in the Public Works Agency, plans, orgamzes manages and

- directs the work of the Municipal Buildings Division; and performs related work as required.

DISTINGUISHING CHARACTERISTICS
This is a manager level position with responsibility for the overall administration of Municipal
Buildings Division, which includes construction, maintenance, repair, plant engineering,
architectural design, and custodial operations for City buildings and facilities. This position is
exempt from the regulations of the Civil Service Board and performs duties that involve the
exercise of considerable discretion and latitude of judgment in the formulation and development
~ of policies and procedures. . Incumbents receive administrative direction from the Agency
Director, Public Works or an Assistant Director of the Public Works Agency and exercises
supervision over other managerial, supervisory, professional and clerical support staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the Jollowing:
Develop goals and measurable objectives; implement policies, procedures and process
improvements; establish performance and work standards and measures for the division.

Plan, organize, manage, and direct through subordinate staff the construction, maintenance,
repair, plant engineering; architectural design and custodial operations for City buildings and
facilities.

Develop and implement long range facilities management and cqmpment replacement plans;
establish reporting and tracking mechanisms for work requests and pIOJects

" Provide client satisfaction by coordinating the work of division staff with other City and outside
agencies, vendors, and concerned citizens to deliver projects that meet pre-established goals,

schedules and budgets.

Negotiate, coordinate and administer a wide variety of contracts for capital improvement projects
and services.

_ Direct the preparation and administration of the division budget.

Review and monitor the work of subordinate supervisory staff; conduct performance reviews and
recommend merit or step increases or disciplinary action as necessary; participate in the selection

of new employees.
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Prepare staff reports and resolutions for the City Manager, City Council or commissions; work
closely with the Agency and an Assistant Director, citizens 'and other City staff to coordinate

plans for proposed projects.
Drive a vehicle to various sites to oversee projects, to meet with project staff or attend meetings.

Establish and maintain positive working relationships with individuals, contractors, public and
private agencies and others to ensure that programs and activities meet the needs of the City.

QUALIFICATIONS

Extensive knowledge of theories, principles, methods, techniques and equipment used in
_ building cbnstruction, maintenance and rcpair.

Extensive knowiedge of principles and practices of buildings and facﬂltles design, construction,
mamtenance and custodial maintenance.

Extensive knowledge of building codes and other laws, regulatlons and statutes that pertain to
facilities maintenance.

: Considerable knowledge of administrative principles and methods, includiﬁg goal setting, policy
and procedure development and implementation, and employee supervision.

Considerable knowledge of principles and practices of contract administration.

Considerable knovﬂedge of principles and practices of fiscal management, budget development
and administration.

~ Considerable knowledge of safety principles, practices and procedures.
Working knowledge of principles and practices of public relations.
Working knowledge of computer systems and applications.

Ability to plan, organize, direct and coordinate a variety of building services activities to meet

. City needs.

Ability to select, motivate and eva.luate staff and provide for their training and professional
development.

Ability to analyze complex technical and administrative building services problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

- Ability to develop and implement goals, objectives, policies, procedures, work standards and

. internal controls.
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© Ability to communicate effectively orally and in writing; prepare clear and concise reports :
correspondence and other written materials.

Ability to exercise sound independent judgement within general policy guidelines.

Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties.

' EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authority has broad discretion in

filling positions in this classification.

Education :
Bachelor's degree from an accredited college or university in public or business administration or

related field.

Experience:
Five years of responsible supervisory or managerial experience in the building facilities

maintenance, construction and repair work.

LICENSE OR CERTIFICATE :
A successful incumbent in this position is expected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the assignment and the hours worked,
" public transportation may not be a cost effective or efficient method for traveling to the various
locations required. The individual who is appointed to this position will be required to maintain -
a valid California Driver's License throughout the tenure of employment OR demonsirate the
ability to travel to various locations in a timely manner as required in the performance of duties.

Civil Service Board #:
Date Approved/Exempted:
Date Revised: September 22, 2010 kt
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CITY OF OAKLAND Class Code: MA107
CLASS SPECIFICATION Exempt

MANAGER, CAPITAL IMPROVEMENT PROGRAM

DEFINITION

Under administrative direction in the Public Works Agency plans, organizes, manages and

directs the work of the Project Delivery Division; directs the management of capital
~ improvement projects for all City agencies; prepares long-range plans; trains and supervises

assigned staff; and performs related work as required.

DISTINGUISHING CHARACTERISTICS
This class is responsible for managing capital improvement projects for the Public Works
Agency. The incumbent s responsible for the development, successful implementation and
quality control of all capital improvement projects for the City. This is a management level
classification that is exempt from the regulations of the Civil Service Board. The duties
. performed involve the exercise of considerable discretion and latitude of judgment in the
formulation and development of polices and procedures. The incumbent receives direction from
the Agency Director and exercises direct and indirect supervision over Capital Improvement
Project Coordinators and clerical support personnel.

EXAMPLES OF DUTIES - Duties may include, but are not limited to- the following:

Plan, organize, manage, participate in and direct the work of the Project Management Division

for all City Council approved capital improvement projects including the development,
" successful implementation, and quality control aspects of each project.

Prepare long-range plans in coordination with City agencies/departments, other divisions in the
Public Works Agency and other public agencies; develop policies and procedures for
establishing costs, schedule controls and coordinating activities.

Negotiate and administer contracts with project participants and service providers; resolve

~ conflicts in a timely manner satisfying the client’s needs, the designer’s concepts and in keeping
with the budgetary constraints and established schedule. '
Prepare or review staff reports and resolutions for the City Manager, City Council or
commissions; work closely with the Council, public and private groups, professional groups and
citizens to explain or coordinate plans for proposed projects and to solicit their support.

Direct the preparation and administration of division, program, and project budgets.

Manage, assign, supervise and evaluate assigned staff; provide training and staff development.
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QUALIFICATIONS

Extensive knowledge .of principles and. practices of project management.

Extensive knowledge of principles and practices of management and supervision.

- Considerable knowledge of engineering principles and practices.

Considerable knowledge of English punctuation, syntax, language mechanics and spelling,
Considerable knowledge of negotiation and conflict resolution techniques.

Working knowledge of the principles of budget development and monitoring including project
budget development and schedule controls.

Working knowledge of personal computer systems and applications.

Working knowledge of the principles and techniques for persuasive presentation of ideas and
concepts in both oral and written formats.

Ability to establish professional working relationships with staff, elected officials,
. representatives of other organizations and the general public.

Ability to selecf, train, and evaluate assigned staff.
- Ability to nggotiatg and manage contracts.

Ability to'coordinate functions and activities between the department and outside agencies.
© Ability ;co prepare and administer a division budget.

Ability to prepare and present complex and comprehensive reports in both oral and written
formats. : : '

EDUCATION AND EXPERIENCE 7
The following qualifications are guidelines, as the appointing authority has broad discretion in
 filling positions in this classification.

Education ; 7
Bachelor's degree from an accredited college or university in Civil Engineering or a related field.

A Master's degree is desirable.

Three years of progressively responsible experience in engineering and project management

. comparable to a Supervising Civil Engineer including two years in a supervisory capacity.
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LICENSE OR CERTIFICATE

" Possession of a Certificate of Registration as a professional Civil Engineer in the State of
California. '

A successful incumbent in this position is expected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
. locations required. The individual who is appointed to this position will be required to maintain
a valid California Driver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely manner as required in the performance of duties.

Civil Service Board #:
. Date Approved/Exempted:
Date Revised: September 22, 2010 kt
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CITY OF OAKLAND Class Code: EM209
CLASS SPECIFICATION | Exempt

MANAGER. CLAIMS AND RISK

DEFINITION

Under administrative direction in the Finance and Management Agency, plans, organizes,
manages and directs the risk management, loss control, and insurance administration programs;
trains and supervises assigned staff; and performs related work as required.

' DISTINGUISH[NG CHARACTERISTICS
This is a management level classification, which s exernpt from the regulations of the Civil
Service Board. The duties performed involve the exercise of considerable discretion and latitude
of judgment in the formulation and development of polices and procedures. The incumbent is
responsible for a variety of risk management, loss control, insurance administration, and worker’s
compensation programs. The Claims and Risk Manager receives direction from the Director of the
Finance and Management Agency and exercises direction over the Safety and Loss Control
Specialist, Disability Benefits Coordinator, professional, technical and assigned clerical, and

- contract staff.

'EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

Plan, organize, manage and direct the work of the Risk Management Division including safety and
loss, disability benefits, insurance administration, safety, worker's compensation and vocational
rehabilitation programs and activities. :

Develop and implement management systems, procedures and standards for risk management
" program administration and evaluation.

Dii‘ect the preparation of a variety of studies and reports relating to current and long-range risk
management prog:ram needs; develop specific proposals to meet them.

Negotiate, coordinate and administer a wide variety of contracts for 1 insurance, admimistration and
consulting services.

| Develop and direct the implementation of goals, objectives, policies, procedures and work standards
for the division.

Direct the selection, supervision and work evaluation for division staff; provide for staff training and
development. '

Prepare or review reports for the City Administrator, City Council or commissions; work closely
with Council and other public and private groups to explain or coordinate plans for proposed
projects and to respond to their concerns.
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. Establish and maintain positive working relationships with individuals, service providers, public and -
- private agencies and others to ensure that programs and activities are responsive to City needs.

Coordinate the work of the division with other City departments, outside agencies and concerned
citizens.

Monitor developments related to risk management, loss control, and worker’s compensation
programs, evaluate their impact on City operations and implement pohcy and procedure
" improvements.

QUALIFICATIONS

Extensive knowledge of the principles and practices ‘of risk management, claims management and
asset protection; and self-insurance plan program development and administration. ’

~ Extensive knowledge of laws and regulations relating to risk Iuanagement, asset protection, safety
and worker's compensation programs.

Considerable knowledge of policies and procedures regarding insurance processing and control.

Considerable knowledge of administrative principles and methods, mcludmg goal settmg program
and policy development and implementation, and employee supervision.

- Considerable knowledge of principles and practices of public relations.

Considerable knowledge of the principles and practices of contract administration.

" Working knowledge of the principles and practices of budget development and administration.
Working l‘cnowledge of computer systems and applications.

" Ability to manage and direct a comprehensive risk management program.

Ablhty to plan organize, direct and coordinate a variety of risk managemeut programs to meet City
needs.

Ability to select, motivate and evaluate staff and provide for their training and professional
development.

Ability to analyze complex technical and administrative risk management problems, evaluate .
altérnative solutions and recommend or adopt effective courses of action.

Ability to deuelop and implement goals, objectives, policies, procedures, work standards and
internal controls.

Abﬂity to communicate effectively orally and in writing.
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Abiﬁ'ty to prepare clear and concise reports, correspondence and other written materials.
l Ability to exercise sound independent judgement within general policy guidelines.

Abﬂity to establish and maintain effective work relatidnships with those contacted in the
performance of required duties.

EDUCATION AND EXPERIENCE
_ The following qualifications are guidelines, as the appointing authority has broad discretion in
Jfilling positions in this classification.

Education: ' .
Bachelor's degree from an accredited college or umversrty in public or business adm1mstrat10n,

industrial engineering or related field.

Ex erience: |
- Three years of responsible supervisory or managerial experience in risk management program

administration in a public agency setting.

LICENSE OR CERTIFICATE
Certification of completion as an Associate in Risk Management by the Insurance Institute of

America is highly desuable

A successful incumbent in this position is expected to operate automotive vehicles in the
- performance of assigned duties. Due to the nature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. The individual who is appointed to this position will be required to maintain
a valid California Driver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely manner as required in the performance of duties.

Civil Service Board #:

Daw Approved/Exempted:

Date Revised: 7/16/07; #44484

Date Revised: September 22, 2010 kt
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CITY OF OAKLAND Class Code: EM177 -
‘CLASS SPECIFICATION Exempt

MANAGER, CONTRACT & EMPLOYMENT SERVICES

DEFINITION

Under administrative direction in the Public Works Agency, plans, organizes, manages, and
directs the work of the Contract Administration, Contract Compliance, Employment Services
and Information Systems Divisions; and performs related work as required.

DISTINGUISHING CHARACTERISTICS

. This single-incumbent position is responsible for providing management and direction to
contract administration, contract compliance, employment services and information systems for
the Public Works Agency. In additior, the incumbent is responsible for providing input and
information to the City Council and the Mayor regarding City policies and programs concerning
contracting issues as well as establishing and maintaining relations with developers, unions, the
chamber of commerce, major employers and community groups regarding contracting and
employment issues. This is a management level classification that is exempt from the
regulations of the Civil Service Board. The dutles involve the exercise of considerable d1scret10n

* and latitude of Judgment
The "incumbent receives administrative direction from the Agency Director, Public Works
Agency and exercises direction over subordinate supervisory, professional and clerical support
staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:
Plan, organize, manage and direct, through subordinates, the work of the Contract
 Administration, Contract Compliance, Employment Services and Information Systems
Divisions; develop and direct the implementation of goals, objectives, policies, procedures, and
work standards for the divisions. :

Prepare or review reports for the City Manager, City Council or City‘ Planning Commission;
explain and coordinate plans for proposed projects and respond to their concerns.

Represent the Public Works Agency and the City of Oakland in meetings with public officials,

- the business community, members of policy and advisory boards, major employers, unions,
comununity groups and the Chamber of Commerce; explain contract and employment problems
and procedures to the public.

Direct the preparation and administration of the division budget.
Manage the Agency's information systems including development of local -area networks,

standardization of agency-wide personal computer applications and systems and functional
applications for individual divisions/sections.
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Review, monitor and coordinate the work of subordinate supervisory staff; conduct performance
. evaluations and recommends merit step awards or disciplinary action as necessary; participate in
the selection of new employees.

Serve-as the City's liaison with developers, contractors, subcontractors and employees regarding
the City policy as it relates to labor standards, affirmative action and minority/women and local

business participation.

KNOWLEbGE AND ABILITIES

Knowledge of federal, state, and local laws, regulatwns and codes pertaining to contract law,
labor law and employment practices.

Knowlecige of the principles and practices of effective management and supervision including
long and short-range planning.

Knowledge of the principles and practices of contract negotiation and administration.

Knowledge of effective public contact and community relations concepts including negotiation
techniques and presentation skills.

Knowledge of English punctuation, syntax, language mechanics and spelling.
‘Knowledge of éomputerfsystems and applications.
| Knowledge of budget development and administration.

" Ability to analyze complex technical and admlmstratlve problems; evaluate alternative soiutxons
recomumend or adopt effective courses of act1on

Ability to manage, select, train, motivate, and evaluate assigned staff.

© Ability to prepare comprehensive complex reports; negotiate and manage contracts; prepare and
administer division budgets.

Abilit)'f to present ideas persuasively in English in both oral and written formats.

MINIMUM QDALIFICATIONS

The following qualifications are guidelines, as the appointing authority has broad dzscrenon in
_ filling positions in this classification.

Education: -
Bachelor's degree from an accredited coliege or university in business adrmmstratmn
engineering or a closely related field. A Master's degree is desirable.
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Experience: '
Three years of managerial or progressively responsible supervisory experience in contract

. administration, contract compliance, contracting law and employment programs.

LICENSE OR CERTIFICATE

Individuals who are appointed to this position will be required to maintain a valid California
Driver's License throughout the tenure of employment OR demonstrate the ability to travel to
various locations in a timely manner as required in the performance of duties.

" Date Approved: CSB#
Date Revised: September 22, 2010 vrh
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CITY OF OAKLAND Class Code: EM180 FTE
CLASS SPECIFICATION Exempt

MANAGER, ELECTRICAL SERVICES

DEFINITION -

Under administrative direction in the Public Works Agency, plans, organizes, manages and directs

city-wide electrical services including construction, maintenance and repair for buildings, facilities
~and a wide variety of electrical systers; trains and supervises assigned management staff; and

performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS

This is a division head classification with responsibility for the overall administration of the City's

electrical construction, maintenance and repair work. This classification is exempt from the

regulations of the Civil Service Board. The duties performed imvolve the exercise of

considerable discretion and latitude of judgment in the formulation and development of polices
. and procedures. It is distinguished from the Agency Director, Public Works, which is a department

head.

Incumbent receives general direction from the Agency Director, Public Works and exercises
supervision over Electrical Engineering Supervisor, Electrical Construction and. Maintenance
Superintendent, technical and other assigned clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to. the following:
" Plan, organize, manage and direct, through subordinate supervisors, the installation,. maintenance
and repair of electrical and electronic equipment and systems in City buildings and facilities.

| Manage and direct the planning, engineering and construction of street lighting, traffic signals and
_ elated systems; coordinate the underground of overhead utility lines.

Develop and implement a comprehensive safety program for electrical services work.

Negotiate, coordinate and administer a wide variety of contracts covering construction projects and
consulting services.

Develop and implement management systems, procedures and standards for electrical services
program evaluation.

Direct the preparation of a variety of studies and reports relating to current and long-range electrical
- services needs and develop specific proposals to meet them.

Direct the preparation and administration of the division budget.



"ATTACHMENTB . PAGE B-56
. ELECTRICAL SERVICES MANAGER

Page 2

Develop and direct the implementation of goals, objectives, policies, procedures and work standards
for the division.

Direct the selection, supervision and work evaluation for division management staff; provide for
staff training and development.

. Prepare or review reports for the City Manager, City Council or commissions; work closely with
Coumncil and other public and private groups to explain or coordinate plans for proposed projects and
to respond to their concemns.

Establish and maintain positive working relationships with individuals, vendors, public and private
agencies and others to ensure that programs and activities are responsive to City needs.

- Coordinate the work of the division with other City departmen‘rs outside agencies and concerned
citizens.”

Monitor .developments related to electncal services, evaluate their impact on City operations and
implement policy and procedure improvements.

QUALIFICATIONS

* Extensive knowledge of theories, principles, methods and eqmpment used in electrical construction
and maintenance work.

Extensive knowledge of principles and practices of electrical engineering and electrical energy
conservation.

Extensive knowledge of relevant laws, codes and regulations mcludmg the National Electrical
. Code, American National Standards Institute standards and CAL-OSHA guidelines.

Considerable knowledge of administrative principles and methods, including goal settmg, program
‘and policy development and implementation, and employee supervision.

Working knowledge of principles and practices of contract administration.

: Weiiking knowledge of principles anel practices of public relations.

Working knowledge of principles and practices of budget development and administration.
Working knowledge of safety principles, practices and procedures.

Working lcnowledge of computer systems and applications.

_ Ability to plan, organize, direct and coordinate a variety of electrical services activities to meet the
City's needs.
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| Ability to select, motivate and evaluate staff and provide for their training and professional

development.
Ability to analyze complex technical and administrative electrical services problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls inciuding a comprehensive safety program.

Ability to communicate effectively orally and in writing.
Ability to prepare clear and concise reportts, correspondence and other written materials.
Ability to exercise sound independent judgement within general policy guidelines.

‘ Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties.

EDUCATION AND EXPERIENCE _ :
The following qualifications are guidelines, as the appointing authority has broad discretion in

Jfilling positions in this classification.

Education : '
- Bachelor's degree from an .accredited college or university in electrical engineering or closely

related field. '

Experience: :
Three years of responsible supervisory or managerial experience in electrical services and facilities

maintenance work.

LICENSE OR CERTIFICATE
. A successful incumbent in this position is expected to operate automotive vehicles in the -
performance of assigned duties. Due to the pature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. The individual who is appointed to this position will be required to maintain
a valid California Driver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely manner as required in the performance of duties.

RY .

Civil Service Board #:

Date Approved/Exempted:
Date Revised: 4/14/03 .
Revised: September 22, 2010 kt
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CITY OF OAKLAND Class Code: EMI181
'CLASS SPECIFICATION Exempt

‘MANAGER, EMERGENCY SERVICES

DEFINITION
" Under administrative’ direction in the QOakland Fire Department, develops, coordinates and
implements the City's emergency preparedness, response and recovery programs; trains and
supervises assigned staff; and performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS ‘

This is a division head position with the responsibility for overall administration of the emergency

services function of the department, city government offices and community resources. This
- position is exempt from the regulations of the Civil Service Board. The duties performed involve

the exercise of considerable discretion and latitude of judgment in the formulatlon and

development of polices and procedures.

The incumbent receives direction from the Agency Director of Fire Services (Fire Chief) and
exercises general supervision over Emergency Plamming Coordinators, profess1onal “technical and
assigned clerical staff.

" EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:
Plan, organize, manage, coordinate and direct, through subordinate supervisor, the work of the
Em'ergency Services division.

" Develop and direct’ the implementation of goals, objectives, pohcws procedures and work standards'
for emergency services programs. _

. Plan and manage as.Incident Commander, the activities of the Emergency Operations Center.

Direct the preparation of a variety of city-wide technical studies and reports relating to current and
long-range emergency preparedness, mitigation, response. and recovery needs and develop specific
proposals to meet them.

Coordinate city and régional training exercises and evaluate results; prepare user manuals for
emergency procedures.

Direct the preparation and administration of the division budget; develop and monitor grant-funded
program budgets; monitor Federal and State disaster reimbursement programs.

Develop and implement management systems, procedures and standards for program evaluation.
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Monitor developments related to city-wide emergency services, evaluate their impact on City
operations and implement policy and procedure improvements.

* Direct the selection, supervision and work evaluation for division staff; provides for staff training
and development. ,

Prepare or review reports for the City Manager, City Council Fire Chief, Emergency Management
Board or other commissions; work closely with Council and other public and private groups to
_coordinate plans for city-wide emergency services projects and to respond to their concems.

- Coordinate and mtegrate the work of the division with other Clty departments, outside agencies and
concerned citizens.

QUALIFICATIONS

Extensive knowledge of the principles and practices of emergency services program development
and administration.

" Extensive knowledge of applicable legal guidelines and standards governing emergency
services; city, county, state and federal organization and functions related to emergency
preparedness and services.

. Considerable knowledge of administrative pririciples and methods, including goal setting, program
development and implementation, and employee supervision.

_ Considerable knowledge o.f the principles and practices of budget development and adnﬁnistration.
Working knowledge of finding sources for progrﬁn a.no service development. |
Working knowledge of computer systems and applications.

Ability to manage and direct a comprehensive city-wide emergency services program.

- Ability to plan, organize, direct and coordinate emergency services functions and activities with
City staff and other govemmental, public and private organizations.

Ability to select, motivate and evaluate staff and provide for their training and professmnal
development.

Ability to analyze complex technical and administrative emergency services problems, evaluate
 alternative solutions and recommend or adopt effective courses of action.

Ab1l1ty to develop and implement goals, objectives, policies, procedures work standards -and
internal controls

Ability to communicate effectively orally and in writing,
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Ability to prepare clear and concise reports, correspendence and other written materials.
Ability to exercise sound independent judgement within general policy guidelines.

Ability to establish and maintain effective work relationships with those contacted in the
_performance of required duties.

Ability to be on cal] 24 hours a day.

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authority has broad d:scretzon in

" filling positions in this classification.

Educatlon
Bachelor's degree from an accredited college or university in public or business administration,

liberal arts or a related field.

Experience:
. Five years of experience in emergency services program coordination work at a senior level.

LICENSE OR CERTIFICATE
- A successful incumbent in this position is expected to operate automnotive vehicles in the-
performance of assigned duties. Due to the nature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. The individual who is appointed to this position will be required to maintain
a valid California Driver's License throughout the tenure of employment OR demonstrate the
- ability to travel to various locations in a timely manner as required in the performance of duties.

RB/10/15/98

- RY

Civil Service Board #:

Date Approved/Exempted:

Date Revised: 4/15/03

Date Revised: September 22, 2010 kt
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CITY OF OAKLAND : Class Code: EMIS2
CLASS SPECIFICATION Exempt

MANAGER, ENVIRONMENTAL SERVICES

DEFINITION

- Under administrative direction in the Public Works Agency, plans, organizes, manages and
directs the work of the Environmental Services Division, including commercial and residential
recycling programs, environmental site remediation programs, neighborhood and commercial
district clean-up programs and graffiti abatement programs; provides input and information to
the City Council and the Mayor regarding City policies and programs concerning environmental
affairs and marketing of the City’s environmental services; addresses concerns from local
businesses, community groups and individual citizens and the FEnvironmental Affairs
Commission; establishes and maintains posittve work relations with vendors and other agenc1es

~ and performs related duties as assigned.

' DISTINGUISI-IING CHARACTERISTICS
This single-incumbent management level position is responsible for the overall management and
direction of various environmental service programs for the City. The duties involve the
exercise of considerable discretion and latitude of judgment. This classification is exempt from
the regulations of the Civil Service Board. The incumbent receives administrative direction from
- an Assistant Director of the Public Works Agency and exercises direction or immediate
supervision over subordinate supervisory, professional and clerical support staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the follawirzg:

Plan, organize, manage and direct waste reduction and recycling programs, which aim to reduce
household;, commercial and industrial waste and clean-up commermal districts and
neighborhoods. .

 Develop and recommend environmental services policies to the City Council and City Council;
work with other public-agencies to develop programs to address environmental problems.

Prepare or review a variety of complex and comprehensive reports for the City Manager City
Council and Agency Director; develop and direct environmental site assessments; provide
comprehensive reports of environmental conditions of properties; analyze federal state and local
environmental legislation and its impact on the City of Oakland.

Represent the Public Works Agency and the City of Oakland in meetings with public officials,
the business community, members of policy and advisory boards, community groups,
commercial district representatives and the public; explain programs and procedures.

Review, monitor and coordinate the work of subordinate supervisory staff; conduct performance
evaluations and recommend merit step increases or disciplinary action as necessary; participate
in the selection of new employees.
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Direct the preparation and administration of the divisior: budget.

" Negotiate contracts with contractors and consultants; negotiate environmental site remediation
plans with county and regional public agencies.

QUALIFICATIONS

‘Extensive knowledge of federal, state and local laws, regulations and codes pertaining to the
environment.

Ext_ensive knbwledge of solid waste and recycling programs, and environmental remediation.

" Extensive knowledge of the principles and practices of effectwe management and supervision
including long and short-range planning.

~

Considerable knowledge of the principles and practices of contract negotiation and
administration. :

Considerable knowledge of effective public contact and community relations concepts including
negotlatlon techniques and presentanon skills.

Considerable knowledge-of the Enghsh punctuation, syntax, language mechanics and spelling.
Wbrking knowledge of computer systems and applications.
. Working knowledge of budget development and administration.

. 3

Ability to analyze complex technical and administrative problems; evaluate alternative solutions;
recommend or adopt effective courses of action.

Ability to manage, Select, train, motivate, and evaluate assigned staff.

- Ability to prepare comprehensive complex reports; negotiate and manage contracts; prepare and
administer division budgets.

Ability to present ideas persuasively in English in both oral and written formats.

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authority has broad discretion in

- filling positions in this classification.

Education : ]
Bachelor's degree from an accredited college or university in environmental studies, resource
management, environmental engineering or a related field. A Master's degree is desirable.
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Experience:
Three years of managerial or progressively responsible supervisory experience in environmental

management.

. LICENSE OR CERTIFICATE

A successful incumbent in this position is expected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. The individual who is appointed to this position will be required to maintain
a valid California Driver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely. manner as required in the performance of duties. .

RY
Civil Service Board #:
Date Approved/Exempted:
Date Revised: 4/15/03
Date Revised: September 22, 2010 kt
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MANAGER, EQUIPMENT SERVICES

DEFINITION

. Under administrative direction in the Public Works Agency, plans, organizes, manages and directs
City-wide equipment services including maintenance and repair of a wide variety of vehicles and
equipment; trains and supervises assigned management staff, and performs related duties as
assigned.

DISTINGUISHING CHARACTERISTICS

This is a division head classification with responsibility for overall administration of the City's

vehicle and equipment maintenance and repair work. This position is exempt from the
- regulations of the Civil Service Board. The duties performed involve the exercise of

considerable discretion and latitude of judgment in the formulation and development of polices

and procedures.

It is distinguished from Agency Director of Public Works, which is a department head.

The ip_cumben‘c receives direction from the Agency Director, Public Works and exercises direction
over Equipment Services Superintendent, Production Control Supervisor, technical and assigned
~ clerical staff. : :

EXAMPLES OF DUTIES - duties may include, bur are not limited to the Jollowing:
Plan, organize, manage and direct, through subordinate superv1sors the work of the equipment
services division.

Manage and direct maintenance and repair work on City vehicles and equipment; develop and
implement a preventive maintenance program and a comprehensive safety program. -

Prepare specifications and purchase new vehicles and equipment; sell or dispose of used vehicles
and equipment.

Develop and direct the implementation of goals, objectives, policies, procedures and work standards
for the division.

Negotiate, coordinate and administer a wide variety of contracts covering equipment procurement
projects and contract services.

Direct the preparation of a variety of studies and reports relating to current and long-range
equipment services needs and develop specific proposals to meet them.

Direct the preparation and administration of the division budget.
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Direct the selection, supervision and work evaluation for division rﬁanagement staff; provide for
staff training and development.

. Prepare or review reports for the City Manager, City Council or commissions; work closely with
Council and other public and private groups to explain or coordinate plans for proposed projects and
to respond to their concerns.

" Establish and maintain positive working relationships with individuals, businesses, pubhc and
private agencies and others to ensure that activities are responsive to City needs.

Coordmate the work of the division with other Clty departrnents, outside agencies and concemned
" citizens. :

Monitor developments related to equipment services, evaluates their impact on City operations and
implement policy and procedure improvements.

QUALIFICATIONS

. Extensive knowledge of the theories, principles, methods, materials and equipmenf used in the
overhaul repair and maintenance of gasoline and diesel powered and plant equipment.

Extensive knowledge of administrative principles and methods, mcludmg goal sertmg, program and
policy development and implementation, and employee supervision.

Considerable knowledge of the principles and practices of public relaﬁons.

- Considerable knowledge of the principles and practices of contract administration.

Werking knowledge of the principles and practices of budget development aild administration.
Working knowledge of safety principles, practices and procedures.

Working knowledge of codes, ordinances an_d guidelines related to the work.

Working kﬁdwledge of computer systems and applications. ’

' Abﬂity to manage and direct a comprehensive mechanical equipment services program.

Ability to plan, organize, direct and coordinate a variety of equipment service activities to meet City
needs. :

. Ability to select, motivate and evaluate staff and provide for their training and professional
de\_felopment.

Ability to analyze complex, technical and administrative equipment service problems, evaluate
alternative solutions and recommend or adopt effective courses of action.
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Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls including a comprehensive safety program.

Ability to communicate effectively orally and in writing.
Ability to prepare clear and concise reports, correspondence and (_)ﬂlér writien materials.
Ability to exercise sound independent judgement within general policy guidelines.

Ability to estabhsh and maintain effectlve work relationships with those contacted m the
performance of required duties.

' EDUCATION AND EXPERIENCE
* The following qualifications are guidelines, as the appointing authority has broad discretion in
Jilling positions in this classification.

Education: _
Bachelor's degree-from an accredited: college or university in mechanical engineering, public or
business administration or related field.

Experience: o
Three years of responsible supervisory or managerial experience in equipment services

administration.

LICENSE OR CERTIFICATE

A successful incumbent in this position is expecied to operate automotive vehicles in the

performance of assigned duties. Due to the nature of the assignment and the hours worked,
- public transportation may not be a cost effective or efficient method for traveling to the various

locations required. The individual who is appointed to this position will be required to maintain

a valid California Driver's License throughout the tenure of employment OR demonstrate the

ability to travel to various locations in a timely mauner as required in the performance of duties.

Civil Service Board #:

- Date Approved/Exempted:

Date Revised: 4/15/03

Date Revised: September 22, 2010 kt
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MANAGER. INFORMATION SYSTEMS

DEFINITION

Under administrative direction in the Office of Information Technology, plans, organizes, manages
- and directs the work of division staff engaged in data resource management, information

management, service bureau activities or telecommunications support; trains and supervises

assigned staff; and performs related work as required.

DISTINGUISHING CHARACTERISTICS
This is a division head classification with responsibility for the overall admunstrahon of a major
function of the department. This is a management level classification that is exempt from the
regulations of the Civil Service Board. The duties performed involve the exercise of
" considerable discretion and latitude of judgment in the formulation and development of polices
and. procedures. This class is distinguished from Director of Information Technology, which is a
department head. The incumbent receives direction from Director of Information Technology and
exercises direction over supervisory professional, technical and assigned clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited fo, the following:

Plan, organize, manage and direct, through subordinate supervisors, the work of" the
. telecommunications, applications and production support, project management or mternetworkmg

d1v131on

‘ Develop, implement and manage an information technology program, including short and long-term
planning, hardware configuration and capacity planning, central production operations, systems
programming and customer support.

Manage, coordinate and direct the analysis of City business functions; recommend and facilitate
: redemgn of processes and functions; develop improved systems or modify emstmg systems; manage
pmgram analysis, testing and maintenance activities. _

Manage and direct data resource management activities; establish standards and procedures to -
promote data sharing; plan and create data models and databases.

Manage and direct the installation, operation and maintenance of telecommunications equipment
~ and facilities; plan, coordinate and implement telecommunications projects to effectively utilize
voice, video and data communications networks and services.

Prepare specifications and Requests for Proposal for services and equipment; manage and
administer contracts.

Develop and direct the implementation of goals, objectives, policies, procedures and work standards
for the division.
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" Develop and implement management systems, procedures and standards for service delivery and

program evaluation.

Direct the preparation of a variety of studies and reports relating to current and long-range
irformation and telecommunications systems and services needs, and develop specific proposals to
meet thern.

. Direct the preparation and administration of a division budget.

Direct the selection, supervision and work evaluation for division staff; provide for staff training and
development. '

Prepare or review reports for the City Manager or City Council; work closely with Council and
other departments to explain or coordinate plans for proposed projects, and to respond to their
concerns. .

Coordinate the work of the division with other City departments, outside agencies, consultants and
vendors.

Monitor developments related to information and telecommunications systems and technology and

evaluate their impact on City operations; implement policy and procedure improvements; make
recommendations on improved technology.

' QUALIFICATIONS

Extensive knowledge of the principles, practices and techmiques of information systems
management, including applications design, systems analysis, data processing, hardware and
software options for major administrative and business-oriented applications, and quality control.
Extensive knowledge of the principles and techniques of data and database management.

Extensive knowledge of telecornmunications theories, standards and technology, including network
design and operations.

Extensive knowledge of the principles and practices of pmJect management and contract
administration. '

Considerable knowledge of the principles and practiees of strategic planning.

Working knowledge of administrative principles and methods, mcludmg goal setting, program
development and nnplementanon and employee supervision.

Working knowledge of the principles and practices of budget development and administration.

Ability to manage and direct a major information service program.
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Ability to prepare and implement long and ‘short-term plans for information and
telecommunications programs and services.

' Ability to coordinate activities with other divisions, departments, outside agencies and other
concerned individuals.

Ab1hty to plan, orgamze direct and coordinate a variety of functional specialties with overlapping -
work areas.

Ability to select, motivate and evaluate staff and provide for their training and professional
- development. |

Ability to analyze complex technical and administrative information and telecommunications
systems problems, evaluate alternative sohmons and recommend or adopt effective courses of
action.

“Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls.

Ability to communicate effectively orally and in writing.
Ability to prepare clear and concise reports, correspondence and other written materials.
Ability to exercise sound independent judgment within general policy guidelines.

. Ability to establish and maintain effective work relationships with- those contacted in the
perfonnance of required duties.

EDUCATION AND EXPERIENCE _
The following qualifications are guidelines, as the appointing authority has broad discretion in
Jilling positions in this classification.

Education:
- Bachelor's degree from an accredited college or umversrty in computer sciences, information

systems management, business adminisiration, telecommunications management, electrical
engineering or a related field. Possession of a Master's degree is highly desirable.

Experience:
Three years of responsible management experience in information systems management,

telecommunications or network management work. Public sector experience is highly desirable.

" LICENSE OR CERTIFICATE
An incumbent in this position 1s expected to operate automotive vehicles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation



© ATTACHMENT B ' _. PAGE B-70
MANAGER, INFORMATION SYSTEMS ,

Page 4

-

may not be an efficient method for traveling to required locations. An individual appointed to
this position will be required to maintain a valid California Driver's License throughout the
tenure of employment OR demonstrate the ability to travel to various locations in a timely
- manner as required in the performance of duties. :

Civil Service Board #:
Date Approved/Exempted:
Date Revised: September 22, 2010 kt
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MANAGER, LEGAL ADMINISTRATIVE SERVICES

DEFINITION
Under administrative direction in the Office of the City Attorney, to plan, direct and coordinate legal

support and administrative services for the Oakland City Attorney including budget development and
monitoring, personnel, payroll, contract administration, record system maintenance, and administrative

" functions; to provide administrative policy direction and supervision to assigned staff; and to perform
related work as required.

PN

DISTINGUISHING CHARACTERISTICS
This is a single-incumbent, management level position in the Office of the City Attomey The
incumbent is responsible for short and long-range planning and assists in the development of policies
and procedures for the department. The incumbent is also responsible for management of all
administrative functions in the department and computer systems including local area networks.
This is a management level classification and is exermpt from the regulations of the Civil Service
Board. The incumbent serves at the will of the City Attorney. The duties performed involve the
* exercise of considerable discretion and latitude of judgement in the formulation and development of
polices and procedures. The incumbent receives direction from the City Attorney and exercises direct
and indirect supervision over professional, technical and clerical personnel.

EXAMPLES OF DUTIES — duties may include, but are not limited to the following:
Assist in development of short and long range planning for Office of the City Attorney.

: Perform short and long range planning for all administrative services; develop policies and procedures
- for departmental operations.

Manage the law library.

Plan, direct, supervise and evaluate ‘assigned professional and sub-professional personnel in
-administrative, legal support, personnel, payroll and assigned program functions.

. Develop and administer the annual budget for the Office of the City Attorney.
Prepare and analyze complex reports for City Council, City Manager and the City Attorney.

Perform personnel management of departmental recruiting, classification, training, payroll, employee
relations and personnel rules and regulatlons

- Develop and implement computer systems and applications for a law office environment.
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Manage department fiscal operations including payroll, accounts payable and receivable, purchase
orders, loan servicing and loan accounts, and review and development of fiscal policies, procedures and
" handling of funds and facilities.

Develop procedures and direct the administration of grant programs.

Review City Council agenda materials and staff reports.

Advise and assist attorneys and other professional and paraprofessional staff in the management of their
. work.

Negotiate and administer contracts; sign liens and lien releases; and oﬁer dc;cuments.
Direct record maintenance systems.

Direct and participate in public infonnatioﬁ projects.

 Provide daily administrative support to the City Attorney.

Act as liaison between departments, other departments and outside agencies.

QUALIFICATIONS

Considerable knowledge of principles of management, suﬁervision and training in a law office
© environment. : '

Coﬁsiderable kno*lwledge of administrative organization principles.

Considefable knowledge of practices and methods of procurement‘and contract admuinistration.
Considerable knowledge of budget development and administration.

" Considerable knowledge of applications and i&plementation of computer systems.
Considerable knowledge éf municipal government and ofgmﬁzaﬁon.

Considerable knowledge of fanﬁliarity with legal and other professional organizations.

Abﬂity to establish, evaluate and implement administrative/operational policies, practices and
* procedures. - - :

Ability to assess, develop and administer appropriate organizational and staffing structures.
Ability to develop and administer a large and complex budget system.

Ability to negotiate and administer a variety of administrative contracts.
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Ability to supervise and direct multiple and diverse functions.
” Ability to provide leadership and direction to staff.
Ability to coordinate functions and activities between departments and outside agencies.

Ability to prepare and analyze complex financial, statistical and lifigation reports of a general and
technical nature. ‘

Ability to communicate effectively and persuasively in both oral and written form.
* Ability to analyze and solve problems.
Ability to broad familiarity with law office functions and how legal staff functions interact.

Ability to continubusly refine and improve law office systems and procedures including data-
processing, automated word processing, document production, document reproduction, document
retrieval/indexing, litigation support time billing and automated court calendar.

Ability to establish and maintain effective work relaﬁonsl'ups with those contacted in the performance
of required duties.

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appomtmg authorzty has broad discretion in
filling positions in this classification. :

Education: '
Bachelor's degree from an accredited college or university in public or business administration,
accounting, or related field. A Master's degree is desirable. Up to two years of experience may be
substituted for educatlon

Five years of experience performing progressively responsible and complex administrative and

" managerial duties with at least two years of law office management experience.

LICENSE OR CERTIFICATE

An incumbent in this position is expected to operate automotive vehicles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation
may not be an efficient method for traveling to required locations. An individual appointed to this
position will be required to maintain a valid California Driver's License throughout the tenure of
. employment OR demonstrate the ability to travel to various locations in a timely manner as required
in the performance of duties.

Civil Service Board #:
Date Approved/ Exempt:
Date Revised: September 22, 2010 kt
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MANAGER, MUSEUM OPERATIONS

- DEFINITION
Under administrative direction in the Oakland Museum plans, directs and coordinates the
Museum Operations Division; manages and monitors- budget development, personnel, payroll,
contract. negotiation and administration, record system maintenance, and administrative
functions; plans, directs and audits the revenue producing functions including the Museum store
and restaurant; provides administrative policy direction and supervision to assigned staff; and
performs related work as required.

- DISTINGUISHING CHARECTERISTICS
This is a management level classification in the Oakland Museum, which is exempt from the
regulations of the Civil Service Board.. The duties performed involve the exercise of
considerable discretion and latitude of judgment in the formulation and development of polices
and procedures.

Receives administrative direction from the Museum Director. Exercises direct and indirect
. supervision over professional, technical and clerical personnel. '

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
Develop and administer the annual budget for the departrnent including the City and Museun
Foundation budget.

. ‘Perform short and long range planning for all administrative services; develop policies and
procedures for departmental operations.

Plan, direct, supervise and evaluate the revenue producing functions of the Museum, including
the restaurant and the store.

Manage department fiscal operation;.;- including payrell, accounts payable and receivable,
purchase orders, loan services and loan accounts; review and develop fiscal policies and
procedures; handle funds.

© Serve as staff to the Museum Foundation; invest idle cash; produce audits and financial reports.

Plan, direct, supervise and evaluate subordinate professional and sub-proféssional personnel in
administrative, personnel, payroll and assigned program functions.
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Manage departméntal functions, including personnel, recruitment, classification, payroll,
employee relations and personnel rules and regulations; train subordinate professional and sub-
professional personnel.

Negotiate .a.nd administer contracts both with vendors and those presently engaged by the
Oakland Museum Foundation. -

Direct develop and administer grant programs.

Prepare and analyze complex reports.

| Deyclop and implement computer sysfems and applications.

Review City Counc‘il agenda materials and staff reports.

Direct record maintenance systems.

Direct and participate 1n public information projects.

QUALIFICATIONS

Extensive knowledge of budget development and adrﬁinistration.

Extensive Iuiowlecigc,of administrative organization principles.

_ Coﬁsiderable knowledge of non-profit accounting and investment principles.

Considerable knowledge of practices and methods of procurement and contract adminiétration.
Working knoﬁledge of municipal government and its organizational system. |
Working knowledge of principles c;f management and supervisiori.

. Working knowledge of training practices and procedures.

Working knowledge of applications and implementations of computer systems.

Abi]ity'fo establish, evaluate and implement administrative/operational policies, practices and
procedures

Abﬂity to assess, develop and administer appropriate organization and staff structures.
Ability to develop and administer a large and complex budget system.

Ability to negotiate and manage a variety of administrative contracts.
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Ability to prepare and analyze complex financial reports.
Ability to supervise and direct multiple and diverse functions.
Ability to provide leadership and direction to staff.
| Ability to coordinate functions and activities between departments and outside agencies.
Ability to prepare and analyze complex reports of a general or technical nature.
Ability to communicate effectively and persuasively in both oral and written f(;rm.
Ability to analyze and solve problems.

Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties.

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authorzry has broad discretion in

filling positions in this classification.

~ Education:
Bachelor's degree from an accredited college or university in'public or business administration,
accounting, or related field. A Master's degree is desirable.

Experience:
Five years of experience performing progressively responsible and complex administrative and

managerial duties, including two years of supervisory experience. -

LICENSE OR CERTIFICATE
An incumbent in this position is expected to operate automo‘ave vehicles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation
-may not be an efficient method for traveling to required locations. An individual appointed to
this position will be required to maintain a valid California Driver's License throughout the
tenure of employment OR demonstrate the ability to travel to various Iocatlons in a timely
manner as required in the performance of duties.

RY/SL

Civil Service Board #:

Date Approved/Exempted:

Date Revised: September 22, 2010 vrh
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MANAGER, MUSEUM SERVICES

DEFINITION

~ Under administrative direction in the Oakland Museum, plans, directs and coordinates the
Museum Services Division; manages and monitors budget development, personnel, payroll,
contract negotiation and administration, record system maintenance, and administrative
functions; plans, directs and audits the revenue producing functions including the Museum store
and restaurant; provides administrative policy direction and supervision to assigned staff; and
performs related work as required.

DISTINGUISHING CHARECTERISTICS

- This is a management position in the Oakland Museum. This classification is exempt from the
regulations of the Civil Service Board. The incumbent serves at the will of the City Attorney. The
duties performed involve the exercise of considerable discretion and latitude of judgment in the
formulation and development of polices and procedures. Receives direction from the Museum
Director.

Exercises direct and indirect supervision over professional, technical and clerical personnel.

- EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
Develop and administer the annual budget for the department, including the City and Museum

Foundation budget.

Perform short and long range planning for all administrative services; develop policies and
procedures for departmental operations.

. Plan, direct, supervise and evaluate the revenue producing functions of the Museum, including
the restaurant and the store.

Manage department fiscal operations including payroll accounts payable and receivable,
purchase orders, loan services and loan accounts; review and develop fiscal policies and
procedures; handle funds.

Serve as staff to the Museum Foundation; invest idle cash; produce audits and financial reports.

Plan, direct, supervise and evaluate subordinate professional and sub-proféssional personnel in
admnistrative, personnel, payroll and assigned program functions.

Manage departmental functions, including personnel, recruitment, classification, payroll,
employee relations and personnel rules and regulations; train subordinate professional and sub-
professional personnel.
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Negotiate and administer contracts both with vendors and those presently engaged by the
Oakland Museum Foundation.

- Direct develop and administer grant programs.

Prepare and analyze complex reports.

Develop.and implement computer systems and applications.
Review City Council agenda materials and staff reports.

' Diréct record maintenance systems.

Difect and participate in public information projects.

QUALIFICATIONS 7 | ' y

. Extensive knowle_dge of budget development and administration.

" Extensive knowledge of administrative organization principles.

Considerable knowledge of non-profit accounting a.nd investment principles.

Considerable knoWiedge of practices and methods of procurement and coﬁtract administration.
Working knowledge of municipal government and its organizational system.

Working knowledge of principles of management and supt_ervisibn.

Working knowledge of training practices and procedures.

Wofkjng knowledée'of applications and implementations of cornputer systems.

~ Ability to establish, evaluate and implement administrative/operational policies, practices and
procedures

Abilit); to assess, develop and administer appropriate organization and staff structures.
Ability to develop and administer a large and complex budget systern.

Ability to negotiate and manage a varietyl of administrative cdqtracts.

‘ Ability to prepare and analyze complex financial reports. |

Ability to supervise and direct multiple and diverse functions.
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Ability to provide leadership and direction to staff.

Ability to coordinate functions and activities between departments and outside agencies.
| Abﬂity to prepare and analyze complex reports of a general or technical nature.

Ability to communicate effectively and persuasively in both oral and written form.

Ability to analyze and solve problems.

Ability to establish and maintain effective work relationships with those contacted. in the
performance of required duties.

" EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appomnng authority has broad discretion in

Silling positions in this classification.

Education:
Bachelor's degree from an accredited college or university in public or busmess adrmmstratmn

accounting, or related field. A Master's degree is desuable

Exgerience:
Five years of experience performing progressively responsible and complex administrative and

managerial duties, including two years of supervisory.experience.

LICENSE OR CERTIFICATE

An.incumbent in this position is expected to operate automotive vehicles in the performance of

assigned duties. Due to the nature of the assignment and the hours worked, public transportation
" may not be an efficient method for traveling to required locations. An individual appointed to

this position will be required to maintain a valid California Driver's License throughout the r

tenure of employment OR demonstrate the ability to travel to various locations in a timely

manner as required in the performance of duties.

Civil Service Board #:
Date Approved/Exempted:
Date Revised: September 22, 2010 vih
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MANAGER, PARK SERVICES

DEFINITION

Under administrative direction in the Depamnent of Parks and Recreation, plans, organizes,

manages and directs park maintenance activities, including landscape, grounds and tree
- maintenance and golf course services; trains and supervises assigried staff; and performs related

work as required.

DISTINGUISHING CHARACTERISTICS
This is a division.manager position with responsibility - for the overall administration of park
- maintenance services. This classification is exempt from the regulations of the Civil Service
Board. The incumbent serves at the will of the City Attormey. The duties performed involve the
exercise of considerable discretion and latitude of judgment in the formulation and development
" of polices and procedures. It is distinguished from Assistant Director of the Office of Parks and
Recreation, which is an assistant department head, responsible for assisting in the administration
of the entlrc department. . '

Receives direction’ from the Agency Director or Assistant Director of the Office of Parks and
Recreation and exercises direction over the Golf Superintendent, Arboricultural Superintendent,
Park Superintendent, professional, technical and assigned clerical staff. -

EXAMPLES OF DUTIES - Duties may include, but are hor. limited to, the following:
Plan, organize, manage and direct, through subordinate superwsors public parks mdintenance
services.

Manage and direct comprehensive. landscape maintenance activities including grounds
maintenance for parks, median strips and public buildings, tree maintenance, pruning and
removal for streets, parks and public rights-of-way, golf course landscape maintenance and
" concession management, and environmental mitigation.

Respond to inquiries and requests for service from interested comrnumty groups and citizens;
direct sta.ff to pr0v1de necessa:ry maintenance services.

Direct the preparation of a variety of studies and reports relating to current and long-range park
services needs and develop specific proposals to meet them.

Negotxate coordinate and administer a w1de variety of contracts covering capital improvement
projects and services.

Direct the preparation and administration of the division and capital improvement budgets;
develop, rnonitor and administer grant-funded program budgets.

Develop and direct the implementation of goals, ob_]ectwes policies, procedures and work
‘standards for the division.
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- Direct the selectmn supervision and work evaluation for dmsxon staff; provide for staff training

and development,

" Prepare and review reports for the City Manager, City Council or commissions; work closely
with the Couincil and other public and private groups to expleun or coordinate plans for proposed
projects and to respond to their concerns.

Coordinate the work of the division with other City departments, outside agencles and concerned
cmzens

. Monitor legislative developments related to park services, evaluate their impact on City
operations and implement policy and procedure improvements.

OUALIFICATIONS

Extensive knowledge of principles and practices of park maintenance, including landscape, tree
and golf course grounds maintenance.

' Extensive knowledge of materials, tools and equipment used in park maintenance work.

Considerable knowledge of administrative principles and methods, including goal setting,
program-and policy development and implementation, and employee supervision. -

Considerable lcnovx.fledge of principles and practices of contract administration.

_ Co;lsiderable knowledge of principles alnci ﬁractices of budget dew)elopmen; and administration.
‘Working knowledge of funding sources; and grant application procedures. |

Working bowledge of principles and practices of public relations anci program marketing.
-quking knowledge of safety I-Jrocedures and safe work methods related to the work.

- Working knowledge of computer systems and applications.

Abﬂity to manage and direct coniprehens{ve park maintenance services including landscape, tree .

- and golf course grounds maintenance.

Ability to plan, orgamze direct and coordinate a variety of park service activities to meet the
diverse needs of the community.

~ Ability to select, motivate and evaluate staff and provide for theu training and professional
development.
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Ability to analyze complex technical and administrative park-related problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

Ability to develop and implement goals, objectives, policies, procedures, work -standards and
internal controls.

' Ability to communicate effectively orally and in writing.
Ability to prepare clear and concise reports, correspondence and other written materials.
~ Ability to exercise sound independent judgement within general policy guidelines. -

Ability to establish and maintain effective work relationships with those contacted in the
- performance of required duties. :

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appoxntmg authority has broad discretion in
- filling positions in this classification.

Education:
Bachelor's degree from an accredited college or university in hortlculture agronomy, park
' management forestry/arboriculture or related field. A Master's degree is highly desirable.

Experience:
Three years of respon31b1e superv1sory experience in park services program administration.

LICENSE OR CERTIFICATE ' :
An'incumbent in this position is expected to operate automotive vehicles in the performance of

. assigned duties. Due to the nature of the assignment and the hours worked, public transportation

may not be an efficient method for traveling to required locations. An individual appointed to

this position will be required to maintain a valid California Driver's License throughout the

tenure of employment OR demonstrate the ability to travel to various locations in a timely

manner as required in the performance of duties.

. Civil Service Board #:
Date Approved/Exemptad:
Date Revised: September 22, 2010 vrh
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CLASS SPECIFICATION Exempt

MANAGER. PARKS & RECREATION ZONE

DEFINITION
Under admtnistrative direction in the Office of Parks and Recreation, manages a parks and
recreation zone including the construction, maintenance and improvement of the City’s parks,

- and related facilities; provides a wide variety of recreational programs and activities to City
residents at assigned community centers and satellite facilities; develops and implements
strategic service delivery plans for a zone; coordinates services with other zones and citywide
parks and recreation services; trains and supervises assigned staff; and performs related duties as
assigned. .

DISTINGUISHING CHARACTERISTICS
This is a division manager position with responsibility for dehvenng services to a geographlca.l
~ area of the City; and developmg and implementing a strategic plan for the zone that addresses
community needs and is in compliance with the City’s strategic plan. This position is exempt
from the regulations of the Civil Service Board. The duties performed involve the exercise of
considerable discretion and latitude of judgment in the formulation and development of polices
and procedures. Responsibilities and assignments are broad in scope and require independent
judgment on issues that are complex, interpretive and evaluative in nature. It is distinguished
from Assistant Director of the Office of Parks and Recreation, which is an assistant department
. head, responsible for assisting in the administration of the entire department.

Incumbents in this position report directly to an Assistant Director and may receive direction
from the Agency Director. This position exercises direction over professional, techmcal and
assigned clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:
Develop, implement and monitor work plans to achieve City mission, goals and zone

- performance measures; participate in developing and monitoring performance against the annual
zone budget; recommend and implement plans, policies, systems and procedures applicable to
zone responsibilities.

Provide leadership-and works with staff to create a high performance, service-oriented work
environment that supports the City’s mission, objectives and service expectations.

. Participate in the development, implementation and administration of an annual business plan for
the zone including programs, services, policies, and guidelines; ensures services are provided in
accordance with the City’s strategic plan; direct the preparation of a variety of studies and
reports relating to current and long-range park services needs and deveIOp specific proposals to
meet them; research prepare and analyze complex reports.

Manage neighborhood recreation facilities; and the construction, maintenance, modification and
improvement of the City’s parks and related systems and facilities.
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Direct the review and evaluation of programs offered at community centers and parks to ensure
programs and services address community needs, make changes in the structure of individual
programs and/or adds or delete programs or services.

Manage contracts, grants and partnerships to ensure compliance with regulations and City’s
strategic plan; develop, monitor and administer grant-funded program budgets.

Provides clear, concise reports on issues to senior management.

KNOWLEDGE AND ABILITIES

Knowledge of administrative pnncnples and methods, mcludmg goal setting, program and policy
development and implementation, and employee supervision. :

- Knowledge of principles, practices and current trends of parks and related facilities.
Knbwledge of principles and practices of contract administration.

Knowledgc of principles and practices of budget development and adm1mstrat10n revenue
generatmg capability and allocation of resources.

_ K.nowle'dge of funding sources and grant application procedﬁres.

Knowledge of prinéiples and pra.ctices of public relations and program marketing.
Knowledge of safety procedures and safe work methods related to fhe work.
Knowledge of computer systems and applications.

- Ability to managé and direct comprehensive park maintenance services.

Ability to plan, organize, direct and coordinate a variety of park service activities to meet the
diverse needs of the community. '

Ability to select, motivate and evaluate staff and provide for their training and professional
development.

" Ability to analﬁze complex technical and administrative park-reiated 'problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls.

Ability to exercise sound independent judgment within general policy guidelines.

~ Ability to negotiate and administer a variety of administrative contracts.

Ability to balance conflicting priorities.

Ability to analyze and solve problems.
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. Ability 10 communicate clearly and conmsely, both orally and with clear and concise reports,

correspondence and other written materials.
Ability to coordinate functions and activities between departments and outside agencies.

Ability to establish and maintain effective work felationships with those contacted in the
performance of required duties.

- MINIMUM QUALIFICATIONS
The following qualifications are guzdelmes as the appointing authority has broad dzscretzon in

filling positions in this classification.

Educatmn ‘
Bachelor's degree from an accredited college or university in with a major in parks or recreation

management, business or pubhc administration or related ﬁcld

' Experience:
Four (4) years of progressively responsible superv1sory experience in parks maintenance or

recreation program administration.

LICENSE OR CERTIFICATE
Individuals who are appointed to this position will be required to maintain a valid California -

Driver's License throughout the tenure of employment OR demonstrate the ability to travel to
- various locations in a timely manner as required in the performance of duties.

Date Approved: CSB#
- Date Revised: September 22, 2010 vrh
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CITY OF OAKLAND ' Class Code:  EM198
CLASS SPECIFICATION Exempt

MANAGER. PLANNING & BUILDING OPERATIONS

DEFINITION

Under administrative direction in the Community and Economic Development Agency, plans,

organizes, manages and directs operational services including planning, building and engineering

information services, permit processing and records management for City planning and building
" operations; trains and supervises assigned management staff; and perfonn related work as

required.

DISTINGUISHING CHARACTERISTICS

‘This single position classification in the Office of Building and Planning is a division head
classification with responsibility for overall administration of permit processing, records
management, and information services for planning, building and engineering services for the
City. This management level class that is exempt from the regulations of the Civil Service Board
performs duties that involve the exercise of considerable discretion and latitude of judgment in

. the formulation and development of policies and. procedures. Receives direction from the
Director of Building and Planning and exercises direction or supervision over Planners,
Speécialty/Combination Inspectors, Process Coordinators, Engineering Technicians, and
administrative staff. _

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Plan, organize, manage and direct through subordinate supervisors, permit processing, plan

check and information services and records management for planning, building and engineering
© services.

Develop and direct the mplementatxon of goals objectives, policies, procedures and work
standards for the division.

Contﬁ_:iuously monitor and evaluate the efficiency and effectiveness of service delivery methods
and procedures; assess and monitor work load, administrative and support systems and identify
~ opportunities for improvement. - :

Direct the preparation of a variety of studies and reports relating to current and long-range plans
for permit processing and records maintenance; develop specific proposals to meet service needs.

Direct the preparation and administration of the division budget.

Direct the selection, supervision and work evaluation for division management staff; provide for.
. staff training and development.
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Prepare or review reports for the City Manager, City Council or commissions; work closely with
Council and other public and private groups to explain or coordinate plans for operational
services and to respond to their concerns. A

Operate a motor vehicle in the performance of assigned duties.

Coordinate the work of the division with other City departments, outside agencies and concerned
" citizens.

Establish and maintain positive working relationships with individuals, contractors, public and
private agenmes and others to ensure that programs and activities are responsive to Clty needs.

( QUALIFICATIONS

_ Con51derab1e knowledge of administrative prmmples and methods mcludmg goal settmg, pohcy
and procedure development and unplementanon and employee supemsmn

Considerable knowledge of pracuces and principles of general construction and planning;
operatlonal charactenstics services and activities of permit processing and plan checking
programs.

Considerable knowledge of negotiation techniques including conflict resolution and problem-
- solving skills. - ,

Considerable knéawledge of pﬁnciples and practices of budget development and administration.
'Considefable knowl;edge of building, planning and housing codes in the City of Oakland. |

Considerable knowledge of principles and prar:tices of public relations and customer service.

" Considerable knowledge of au:tomated sﬁzstéms.

Ability to plan organize, direct and coordinate diverse procedures into a systematized process.

Ablhty in the development and implementation of, goals, objectives, policies and procedures
work standards and internal controls.

- Ability to interpret and apply local planning and building codes.
Ability to select, motivaté and evaluate staff and provide for their training and development.

Ability to analyze complex technical and operational services problems, evaluate alternative
solutions and adopt and effective course of action.

Ability to communicate effective orally and in writing; prepare complex reports, correspondence
" and other written materials.
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Ability to exercise sound judgment within general policy guidelines.
Ability to manage the use and development of automated systems on an office wide basis.

Ability, to establish and maintain positive relations with those contacted in the performance of
duties.

EDUCATION AND EXPERIENCE
. The following qualifications are guidelines, as the appomnng authority has broad discretion in

filling positions in this classification.

Education:
Bachelor's degree from an accredited university in management, public administration or a

related field.

Experience:
- Three years of respons1ble superwsory or managerial experience in planmng and bulldmg

. SCI’VICCS

LICENSE OR CERTIFICATE
Successful incumbents in this position are expected to operate automotive vemcles in the

performance of assigned duties. Due to the nature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. Individuals who are appointed to this position will be required to maintain a
" valid' California Driver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely manner as required in the performance of duties.

OTHER REQUIREMENTS
Strength to perform average lifting of less than 5 pounds and occasionally over 15 pounds; good
speaking and hearing ability; and good eyesight. -

) Persons with medical limitations may, with reasonable accommodatlons be capable of
perforrmng the duties of this position. Such determination must be made on an individual basis
in light of the person's limitations, the requirements of the position, and the appointing
authority's ability to effect reasonable accommodations to the person's limitations.

Civil Service Board #:
Date Approved/Exempted:
Date Revised: September 22, 2010 vth
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CITY OF OAKLAND Class Code: - EM202
CLASS SPECIFICATION Exempt

MANAGER, RECREATION SERVICES

- DEFINITION ‘
Under administrative direction in the Office of Parks and Recreation, plans, organizes, manages
and directs a comprehensive City-wide recreation services program; trains and supervises
assigned staff; and performs related work as required.

DISTINGUISHING CHARACTERISTICS
This is a division head position with the responsibility for overall administration of the recreation
services function of the department. This position is exempt from the regulations of the Civil
* Service Board. The duties performed involve the exercise of considerable discretion and latitude
of judgment in the formulation and development of polices and procedures. Receives direction
from the Director or the Assistant Director of Parks and Recreation and exercises direction over
Assistant to the Recreation Services Manager, General.Recreation Supervisor, Management
Assistant and professional, technical and assigned clerical staff. ‘

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
. Plan, organize, manage and direct, through subordinate. supervisors, comprehensive public
recreational programs, including dance, music, drama, visual arts, sports, aquatics and tennis.

DeveIop and duect the implementation of goals, ob]ecnves pohmes procedures and work
standards for the dmsmn

Develop and implement management systems, procedures and standards for recreation program
evaluation.

Direct the preparation of a variety of studies and reports relating to ¢urrent and long-range
recreation services needs and develop specific proposals to meet them.

Negotiate, coordinate, and admmster a wide variety of contracts covermg capital mprovement
pI‘O_]eCtS and services, :

~ Direct the preparatlon and administration of the division and capital improvement budgets;
develop, monitor and administer grant-funded program budgets.

Direct the selection, supervision and work evaluation for division staff; provide for staff tralmng
and development

Prepare or review reports for the City Manager, City Council or commissions; work closely with
Council and other public and private groups to explain or coordinate plans for proposed projects
- and to respond to their concerns. :
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_ Establish and maintain positive working relationships with individuals, businesses, commumty
organizations, school officials and others to ensure that programs and activities are responsive to
the needs of the community.

Coordinate the work of the division with other City departtnents outside agencies and concerned
citizens.

- Monitor developments related to recreational services, evaluate their impact on City operations
- and implement policy and procedure improvements.

QUALIFICATIONS .

Extenswe knowledge of principles and practlces of commumty recreation program development
and administration.

Consxderable knowledge of recreational, cultural and social needs and resources of the
- community.

Considerable knowledge of administrative principles and methods, including goal setting,
program development and implementation, and employee supervision.

Working knowledge of principles and practices of contract administration.
. Workiﬁg knowledge of principlee and practices of budget development and administration.
Working knowledge of funding sources and grant application procedures.

Working knowledge of principles and practices of public relations and program
marketing. . ‘

Knowledge of computer systems and applications.
Ability to manage and direct a comprehensive recreation services program.

Ability to plan, organize, direct and coordinate a variety of recreational activities to meet diverse
' community needs. .

Ability to motwate and eva.luate staff and provide for their training and professional
~ development.

Ability to analyze complex technical and administrative recreational service problems, evaluate
alternative solutions and recommend or adopt effective courses of action.

Ability to develop and implement goals, objectives, policies, procedures, work standards and
internal controls.

- Ability to communicate effectively orally and in writing.
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Ability to prepare clear and concise reports, correspondence and other written materials.
' Ability to exercise sound independent judgment within general policy 'guidelines.

Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties. :

EDUCATION AND EXPERTENCE
The following qualifications are guidelines, as the appointing aurhorzty has broad discretion in

- filling posztzons in this classification.

Education: ‘
Bachelor's-degree from an accredited college or university in recreation and leisure services,

public administration, physical education or related field. A Master's degree is highly desirable.

Experience:
Three years of managenal Or supervisory experience in pubhc recreational services program

" administration.’

'LICENSE OR CERTIFICATE
Registration as a certified Leisure Professwnal by the National Pa:ks and Recreation Society is

highly desirable. -

Successful incumbents in this position are expected to operate automotive vehicles in the
. performance of assigned duties. Due to the nature of the assignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. Individuals who are -appointed to this position will be required to maintain a
valid California Drver's License throughout the tenure of employment OR demonstrate the
ability to travel to various locations in a timely manner as required in the performance of duties.

" Civil Service Board #:
Date Approved/Exempted:
Date Revised: September 22, 2010 vrh
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CITY OF OAKLANDA o - Class Code: EM204
CLASS SPECIFICATION Exempt

REVENUE AND TAX ADMINISTRATOR

DEFINITION

_ To plan, organize, manage and direct the work of the Revenue and Tax Management Division of
the Finance and Management Agency; to direct revenue collections, to direct tax billing and
customer services, tax compliance and enforcement, tax auditing and centralized collections; and
lien administration; and to train and supervise assigned staff.

DISTINGUISHING CHARACTERISTICS

This is a division manager position with responsibility for the overall administration of the

revenue and tax management functions for the City. This class is distinguished from Finance
. Director/City Treasurer, which is an agency head.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Finance Director/City Treasurer

Exercises direction over professional, technical, clerical and other assigned staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited, to the following:

Plan, organize, manage and direct, through subordinate éupervisors, the work of the Revenue and
Tax Department. '

Plan, deve-lop, implement and administer policies and procedures for the receipt, enforcement,
reporting, and auditing of monies from the public for taxes, fees and other sources of City
. revenues. :

. Develop revenue and tax enforcement programs that demonstrate efficiency, effectiveness, and
fairness in the assessment and collection of tax revenue and other fees.

Confer with and advise City staff and management in analyzing and developing proposed rate
structures for business taxes, license fees, parking rates and other City revenues; recommend
regutation and ordinance revisions to ensure effective revenue operatlons

Respond to inquiries and resolve complaints related to Revenue and Tax Division matters;
interpret and explain ordinances and procedures to City staff and the public.

" Develop and direct the implementation of goals, objectives, policies, procedu:es and work
standards for the division.

Provide admintstrative. support for the Tax Board of Review and prepare reports of decisions by
the Board.

Develop and implement management and information systems, procedures and standards for
revenue program evaluation. !
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Direct the preparation of a variety of studies, reports and projections relating to current and long-
" range City revenues and develop specific recommendations.

Direct the preparatmn and administration of the department budget.

Direct the selection, supervision and work evaluation for department staff provide for staff
training and development.

. Prepare or review reports for the City Administrator, City Council or committees; work closely
with Council and other public and private groups to explam or coordinate plans for proposed
projects and to respond to their concerns.

Coordinate the work of the division with other City departments, outside agencies and concerned
citizens.

" Monitor legiélation and developments related to municipal revenue production and tax
admlmstratlon evaluate their impact on Clty operations and implement policy and procedure
' unprovements

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of: 7

Principles and practices of accounting and budgeting.

Principles and practices of municipal tax administration.
Principles and practices of tax auditing.

Principles, laws and practices of delinquent collections.
Accounting and budgetary procedures for municiﬁal governments.

Applicable codes, regulation and gu1delmes governmng revenue collection, licensing and
financial audits.

Computer systems and financial applications.

Administrative principles and methods, including goal setting, program development and
implementation, and employee supervision.

Budget development and administration.

Principles of training and staff development.

Ability to:
Manage and direct a comprehensive municipal revenue and tax collection and reporting
program. ' :

Interpret, explain and apply laws and regulations governing municipal accounts
receivable and revenue processing.
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- Develop records, systems and procedures to ensure internal control of revenue
operations.

Audit, verify and reconcile financial data.

Analyze complex revenue collections and auditing problems; evaluate alternative
solutions; recommend or adopt effective courses of action. ' .

Develop and implement goals, objectives, policies, procedures, work standards, and
internal controls. ‘

Selcc_:t, train, motfvate, and evaluate assigned staff. -

Exercise sound, independent judgment within general policy guidelines.
Commﬁnicate effectively orally and in writing.

Prepare and administer a department budget.

Implement and maintain accurate record maintenance systems; prepare clear, concise
reports, correspondence, and other written materials. :

Establish and maintain effective work relationships with those contacted in the
performance of required duties.

EXPERIENCE AND EDUCATION
The following qualifications are guidelines, as the appomtmg authority has broad discretion in
filling positions in this classification.

Experience: :
Three years of responsible supervisory experience in the management of revenue and tax

administration, tax auditing or accounting operations.” Municipal account[ng experience _
1s destrable. : (

Education:

Bachelor's degree from an accredited college or university in accounting, finance,
business administration, economics, public administration, or a related field. A Master's
degree is desirable.

LICENSE OR CERTIFICATE
None required. Possession of a Certified Public Accountant certificate is desirable.

Civil Service Board: #
Date Approved: -
Date Revised: September 22, 2010 (Previously: Revenue Manager)
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CITY OF OAKLAND : Class Code: " EM205
CLASS SPECIFICATION Exempt

MANAGER, SENIOR SERVICES

N

DEFINITION

Under administrative direction in the Department of Human Services, plans, organizes, manages
+ and directs the work of the Aging and Adult Services division; determines current and long-range

needs of senior citizens; acts as a liaison with local private or public agencies; trains and supervises

assigned staff; and perforn related work as required. '

DISTINGUISHING CHARACTERISTICS _ '
This is a division head position with responsibility for the overall administration of commumity
support or long-term care programs. This management level classification is exempt from the

. regulations of the Civil Service Board. The duties performed involve the exercise of considerable
‘discretion and latitude of judgment in the formulation and development of polices and
procedures. This class is distinguished from Director of Office on Aging, which is a department
head. The incumbent receives direction from the Director, Office on Aging. And exercises direction
over professional, paraprofessional, and assigned clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not fimited to, the following:
Plan, organize, manage and direct, through subordinate supervisors, the work of the Agmg and
 Adult Services division. :

Develop and direct the implementation of goals, objectives, policies, ﬁrocedures and work standards
for a division; participate in the deparlment's management team.

Direct the preparatlon of a variety of studies and reports relating to current and long-range needs of
senior citizens and develop specific proposals to meet them.

' Present proposals, plans, and programs to the City Council, community organizations, and other
groups who are interested in services to senior citizens.

Direct the preparation and administration of the division budget.

Direct the selection, supervision and work evaluation for division staff; provide for staff training and
development.

Coordinate the work of the division with other City departments outside agencies and concerned
citizens. .

Maintain effective relations with a variety of community organizations, groups and individuals;
work closely with other division heads and City staff to provide comprehensive services and solve
service delivery, community and administrative problems.
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Monitor developments related to senior service programs, evaluate their impact on City operations,
and implement policy and procedure improvements.

QUALIFICATIONS

" Extensive knowledge of federal, state and municipal laws and regulations "governing
services to senior citizens.

Extensive knowledge of gerontology and disability issues.
" Considerable knowledge of program development in a multi-cultural environment.

- Considerable knowledge of administrative principles and methbds, including goal setting,
program development and implementation, and employee supervision.

Considerable knowledge of principles and practices of budget development and
administration. . ¢

Working knowledge of computer systems and applications. '
- Ability to plan, manage, and direct programs for semiors.

Ability to select, motivate and evaluate staff and provide for their training and professional
development. '

Ability to analyze complex technical and administrative problems, evaluate alternative
solutions and recommend or adopt effective courses of action,

| Ability to develop and implement goals, objectives, policies, procedures, work standards
~ and internal controls. _ '

Ability to make pershasive oral preéentaﬁons of ideas and recommendations.
Ability to interpret and apply complex rules, regulations, laws and ordinances.
- Ability to prepare clear and concise repprts, correspondence and other written materials.
Abiﬁty fo exerciée s<-)und independent judgment within general policy guidelines.
Ability to establish and maintain effective work relationships with those contacted in the

performance of required duties.

" EDUCATION AND EXPERIENCE "
The following qualifications are guidelines, as the appointing authority has broad discretion in

filling positions in this classification.
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- Education:
Equivalent to graduation from an accredited four-year college or university with major coursework

in social sciences, gerontology, public administration, or a related field.

Experience: -
Three years of administrative or supervisory experience in social services, gerontology, or related

work. !

LICENSE OR CERTIFICATE o

Successful incumbents in this position are expected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the agsignment and the hours worked,
public transportation may not be a cost effective or efficient method for traveling to the various
locations required. Individuals who are appointed to this position will be required to maintain a
valid California Driver's License throughout the tenure of employment OR demonstrate the
. ability to travel to various locations in a timely manner as required in the performance of duties.

Civil Service Board #:
Date Approved/ Exempt:
Date-Revised: Seprember 22, 2010 vik
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CITY OF OAKLAND Class Code: EM206
‘CLASS SPECIFICATION Exempt

MANAGER, TREASURY

DEFINITION
Under administrative direction in the Finance and Management Agency, plans, organizes,

manages, and directs programs and activities related to debt management, fiscal analysis, and

investment of City funds; investigates new sources of revenue for the City and makes

recommendations; provides service to bond holders; trains and superv1ses assigned staff; and
- performs related duties as assigned.

DIST]NGUISHING CHARACTERISTICS

This is a division head posmon with responsibility for the overall administration of the treasury

program. This position is exempt from the regulations of the Civil Service Board. The duties

performed involve the exercise of considerable discretion and latitude of judgment in the

formulation and development of polices and procedures. This class is distinguished from
. Director of Finance, which is a department head.

Receives direction from the Director of Finance and exercises direction over professional,
technical, -and clerical staff.

EXAMPLES OF DUTIES 4.Duties may include, but are not limited to the folléwing:
Plan, organize, manage, and direct, through subordinates, the work of the Treasury Division.

- Formulate policies and procedures to issue and maintain municipal bonds; answer questions and
provide service to bond holders.

Conduct fiscal analysés of special assessment districts, tax ordinances, rate structures, and other
methods of raising funds; make recommendations.

Oversee the mvestment of City and Redevelopment Agency funds; maximize returns within
. estabhshed guidelines.

Prepare or direct thé preparation of studies and reports relating to bond issues and special-
projects; develop specific recommendations.

Develop and direct the implementation of goals, objectwes, policies, procedures, and work
standards for the division.

. Direct the preparation and administration of the division budget.

Direct the selection, supervision, and evaluation of division staff; provide for staff training and
development.

Maintain contact with bond holders, trustees, investment bankers, lawyers, and stock brokers.



ATI'ACHM_ENT B ' PAGE B-99

. MANAGER, TREASURY
Page 2

UALIFICATIONS

- Extensive knowledge of principles and practices of finance and investment management.

Considerable knowledge of administrative principles and methods, including goal setting,
program development and implementation, and employee supervision.

Considerable knovx;'ledge of public contact and effective banking relations. -
_ Werkjlig knowledge of computer systems and financial software.

Working knowledge of budget development and admjlﬁstretion. -

Working knowledge of principles of training and staff development.

Ability to manage and direct a comprehenswe debt management, investment portfolio, and fund
raising program.

| Ab_ility to conduct complex fiscal analyses, using financial software.

Ability to select, train, motivate, and evaluate assigned staff,

Ability to exercise sound, independent judgement within general policy guidelines.
Abﬂity to communicate effectively orally and in writing.

Ability to prepare and administer a unit budget.

Ability to maintain accurate records; prepare clear, concise reports, correspondence and other
written materials. -

Ability to establish and maintain effective work relationships with- those contacted in the
~ performance of required duties. - :

EDUCATION AND EXPERTENCE
The following qualifications are guidelines, as the appointing authority has broad discretion in

filling positions in this classification.

Education:
- Bachelor's degree from an accredited college or university in finance, business administration, or
arelated field. A Master's degree is desirable.
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- Experience:
Three years of progressively respomsible supervisory experience in investment banking or

financial management. Municipal finance experience is desirable.

LICENSE OR CERTIFICATE

An incumbent in this position is expected to operate automotive vehicles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation
- may not be an efficient method for traveling to required locations. An individual appointed to
this position will be required to maintain a valid California Driver's License throughout the
tenure of employment OR demonstrate the ability to travel to various locations in a timely
manner as required in the performance of duties. :

RY

Civil Service Board #:

Date Approved/ Exempt; |

Date Revised: 6/16/03

* Date Revised: September 22, 2010 vrh
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CITY OF OAKLAND " Class Code: EM207 .
CLASS SPECIFICATION Exempt

MANAGER, YOUTH SERVICES

DEFINITION -

* Under administrative direction in the Department of Human Services, plans, organizes, manages
and directs youth services activities including the children's food, child care advocacy and Head
Start programs; trains and supervises assigned staff, and performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS

This is a division manager classification, responsible for a variety of youth services programs

This classification is exempt from the regulations of the Civil Service Board. The duties
- performed involve the exercise of considerable discretion and latitude of judgment in the

formulation and development of polices and procedures. It is distinguished from Director of the

Human Services Department, which is a department head, responsible for the overall

administration of the department.

Receives direction from the Director, Department of Human Services and exercises direction
over Head Start Supervisor, Child Care Supervisor, Administrative Services Manager 1I, .
professional, technical and assigned clerical staff. “

: EXAMPLES OF DUTIES - Duties may include, but are not limited to the followmg
Plan, organize, manage and direct, through subordinate supervisors, the year-round children's .
food program, the citywide child care advocacy program and the Head Start program

Develop and nnplement management systems, procedures and standards for youth services.
program evaluation.

' Direct the preparation of a variety of studies and reports relating to current and long-range youth
services needs and develop specific proposals to meet them.

~ Negotiate, coordmatc and administer a wide vanety of contracts covering youth program projects
and services.

Develop and direct the implementation of goals, objectives, policies, procedures and work
- standards for the division.

Direct the selection, supervision and work evaluation for division staff; provide for staff training
and development.

Prepare or review ff;ports for the City Manager, City Council or commissions; work closely with
Council and other public and private groups to explain or coordinate plans for proposed projects
~ and to respond to their concerns.
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" Establish and maintain positive working relationships with individuals, businesses, community
organizations, school officials and public and private agencies to ensure that programs and
activities are responsive to the community needs.

Coordinate the work of the division with other City departments, outside agencies and concerned

citizens.

Monitor developments related to youth services, evaluate their impact on City operations and
_ implement policy and procedure improvements. :

QUALIFICATIONS

" Extensive knowledge of principl;s and practices of youth services program development and
administration.

Considerable knowledge of principles and practices of public relations and program marketing.

Considerable knowledge of administrative principles and methods, including goal setting,
program and policy development and implementation, and employee supervision.

Working knowle;lge of principles and ‘practices of contract admhﬁsﬁation.
Working'knowledge of pr_inciples am_:‘l practices of budget development and administration.
~ Working knowledge éf compﬁter systems and applications.

Ability to manage and dﬁect a comprehensive youth services program.

Ability to plan, organize, direct and coordinate a variety of youth ’programs to meet diverse
community needs. : ‘

. Ability to select, motivate and evaluate staff and provide for their training and professional
development.

Ability to analyze complex technical and administrative youth services problems, evaluate
alternative sojutions and recomm::nd or adopt effective courses of action.

Ability to develop. and implement goals, objectives, policies, procedures, work standards and
internal controls.

Ability to communicate effectively orally and in writing.
Ability to prepare clear and concise reports, correspondence and other written materials.
Ability to exercise sound independent judgement within general policy guidelines.

-

v
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‘Ability to establish and maintain effective work relationships with those contacted in the
. performance of required duties.

' EDUCATION AND EXPERIENCE
 The following qualifications are guidelines, as the appointing authority has broad discretion in
filling positions in this classification.

Education: |
Bachelor's degree from an accredited college or university in public or business administration,

early childhood education, social welfare or closely related field.

Experience:
Three years of responsible supervisory or managenal expenence in youth services program

administration.

LICENSE OR CERTIFICATE

An incumbent in this position is expected to operate automohveavehlcles in the performance of
assigned duties. Due to the nature of the assignment and the hours worked, public transportation
" may not be an efficient method for traveling to required locations. An individual appointed to
this position will be required to maintain a valid California Driver's' License throughout the
tenure of employment OR demonstrate the ability to travel to various locations in a timely
manner as required in the performance of duties.

Civil Service Board #: -

Date Approved/ Exempt: : -

Date Revised: September 22, 2010 vrh
Date Revised: 6/16/03RY
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CITY OF OAKLAND e e

EM213 PPT
CLASS SPECIFICATION ~ EM214 PT
Exempt
PROJECT MANAGER IIT

. DEFINITION _
Under administrative direction, organizes, manages and directs the work of a City project; prepares
short and long-range plans; trains and supervises assigned staff; and performs related duties as
assigned. ' '

DISTINGUISHING CHARACTERISTICS
This is a management level classification, which is exempt from the regulations of the Civil Service
Board. Incumbents in this series are hired for the duration of the project, which is usually six months
" to three years. Project activities are based upon direct consultation with the user department
executive management staff and involve the exercise of considerable discretion and latitude of
judgment in the formulation and development of polices and procedures. The scope and nature of
specific projects determines the level of the Project Manager required. Project Manager III’s
supervise large-scale projects that have citywide impact. Incumbents are responsible for the
development, successful implementation and quality control of all aspects of the project. This
classification is exempt from the regulations of the Civil Service Board. The duties performed
. involve the exercise of considerable discretion and latitude of judgment in the formulation and
development of polices and procedures. This level is distinguished from the Project Manager II
classification, which typically manages medium size projects that could involve more than one
department or require community input.

Incumbents receive direction from a Department Director, Agency Director or other executive
management staff, and exercise supervision over assigned professional and clerical support staff.

" EXAMPLES OF DUTIES — duties may include, but are not limited to the following:
Plan, organize, manage, participate in and direct the work of the project including the development,
successful implementation, and quality control aspects of each project.

Prepare long-range plans in coordination with City agencies/departments, other divisions and other
public agencies; develop policies and procedures for establishing costs, schedule controls and
coordinating activities. -

Negotiate and administer contracts with project participants and service providers; resolve conflicts
in a timely manner satisfying the clients needs, the designers concepts and in keeping with the
budgetary constraints and established schedule.

Analyze proposed and current project management regulations and develop recommendations for
implementation compliance. '

. Prepare or review staff reports and resolutions for the City Manager, City Council or commissions;
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work closely with the Council, public and private groups, professional groups and citizens to explain
or coordinate plans for proposed projects and to solicit their support.

' Direct the preparation and administration of project budgets.

Prepare cost forecasts, variances and critical paths including project closeout procedures; maintain
master schedule and inform management of potential conflicts.

Manage, assign, supervise and evaluate assigned staff; provide trainiﬁg and staff development

" QUALIFICATIONS

: Exfensive knowledge of the area of interest‘ of ti:le particular preject.
Extensiee knowledge of principles and practices of project management.
Extensive l;zlowledge of principles and practices of management and supervision.
| Extensive kr_lowledge of contract negotiation and administration; conflict resolution techniques.
. Considerable knowledge of English punctuation, syntax, lmguaée mechanics and spelling.

Considerable k:nowledge of the prmmples of budget dcvelopment and monitoring including
development of control measures to remain within budget.

: Workmg knowledge of personal computer systems and applications.

Working knowledge of the principles and techniques for persmasive presentation of ideas and
concepts in both oral and written formats.

Ability to prepare and administer departmental budgets; negotiate and administer a variety of
contracts.

~

Ability to develop and maintain positive relationships with community leaders, organizations,
businesses and staff; coordinate a variety of projects and activities inter-departmentally and with
outside agencies; plan, organize, direct and coordinate a variety of functlona.l specialties with
overlappmg work areas.

Ability to supervise and direct subordinate professional and support staff; interpret and enforce
~ administrative/operational polices, practices and procedures; analyze and solve problems of a
complex nature; maintain départmental and state safety standards.

Ability to analyze complex technical and administrative information and telecommunications
systems problems, evaluate alternative solutions and recommend or adopt effective courses of
action.
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Ability to communicate effectively and persuasively in both oral and written format; speak in large
and small group settings; prepare and analyze comprehensive reports; conduct staff meetings.

Ability to exercise sound independent judgment within general policy guidelines.

Ability to establish and maintain effective work relationships with those contacted in the
performance of required duties. -

EDUCATION AND EXPERIENCE
The following qualifications are guidelines, as the appointing authority has broad discretion in
filling positions in this classification.

| Education:
Bachelor's degree from an accredited college or university in public or business administration or
other relevant degree for particular project assignment: A Master's degree is desirable.

. Experience:
Two years of experience comparable to a Project Manager II with the City.

" LICENSE OR CERTIFICATE

Successful incumbents in this position are expected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the assignment and the hours worked, public
transportation may not be a cost effective or efficient method for traveling to the various locations
required. Individuals who are appointed to this position will be required to maintain a valid’
California Driver's License throughout the tenure of employment OR demonstrate the ability to travel
to various locations in a timely manner as reqmred in the performance of duties.

OTHER REQUIREMENTS
Additional relevant licensing or certification may be required based upon pro_]ect needs or
requirements. :

© LLRRY .

Civil Service Baard #:

Date’ Approved/ Exempt:

Date Revised: September 22, 2010 vrh
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. xempt

'CLASS SPECIFICATION

PUBLIC WORKS OPERATIONS MANAGER

DEFINITION

Under Under administrative direction in the Public Works Agency, plans organizes, manages and directs
the construction, reconstruction, repairs and maintenance of streets, driveways, median strips, curbs,
bridges, storm drains and sanitary sewer systems; develops and administers capital lmprovement
proj jects and budgets; and supervises subordinate supervisors.

" DISTINGUISHING CHARACTERISTICS .
This multi-incumbent position is responsible for providing management and direction to a variety of
tasks relating to the construction, maintenance, and repair of streets, sewers, and other public works

facilities. This classification is exempt from the regulations of the Civil Service Board. The duties

performed involve the exercise of considerable discretion and latitude of judgment in the formulation

and development of polices and procedures. This classification differs from Public Works

Supervisor II in that the latter implements public works programs on a day-to-day basis.

" Incumbents receives direction from an Assistant Director of Public Works Agency. They exercise
general supervision over Public Works Supervisor I and II's and other assigned clerical staff.

"EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Assists in developing and implementing policies, methods, and procedures for departments and
divisions; organizes, plans, and schedules activities for dlverse and complex sections within each
- division.

Mahages a Work Management Program; sets performance goals and production standards for
planned and preventative maintenance programs; develops strategies and coordinates responses to
emergencies and disasters.

'Prepares and presents staff reports to the City Council, Mayor, City Manager, committees, and the
~ community; attends community meetings and makes commitments to resolve problems on behalf of
the agency.

Evaluates alternate courses of action for street maintenance projects as a part of the Mamtenance
Management Program.

Develops and administers projects; develops bid proposals and manages the preparation of contract
specifications for asphalt resurfacing, payement surface treatment services, equipment rental, and the
procurement of construction materials and supplies.
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. Works with the Director of Public Works in prepating recommendations for ordinances and
resolutions.

Responds to complaints from the public and other agencies; provides quality teamwork and customer
service to internal and external clients.

Selects, trains, and supervises a large staff; establishes performance goals and conducts performance
evaluations; develops and administers employee safety training programs.

Develops, administers, and monitors operating and capital budgets; prepares and maintains records
and reports; writes letters; prepares cost estimates. '

Operates a motor vehicle in the performance of assigned duties.
Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:

Materials, records, equipment and current practices used in the maintenance, repair and
improvement of streets, drains, and related structures. :

Principles of project management and supervision.

Principles of personnel ma_nagement, training and evaluation.
Plans review, including analysis of labor and matérials cost.
Budgét development and administration.

* Public contact and community relations.

Ability to:

Prepare or review plans and specifications.

Direct the résponse to emergency and disaster situations.
Estimaice project costs.

Supervise, train and evaluate staff.

Maintain and prepare reports.

Interface effectively with other departments, the public and other agencies.
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Evaluate proposed projects, or alternafive solutions to a maintenance or construction
problem.

Establish and maintain effective work relationships with those contacted in the performance
of required duties.

EXPERIENCE AND EDUCATION -
The following qualifications are guidelines, as the appointing authorny has broad discretion in

ﬁllmg positions in this classification.

Experience:
Five years of experience comparable to Pubhc Works Superwsor II in the City of Oakland. .

- Education: :
Associate's degree from an accredited college with course work in public works maintenance,

personnel management or a related field. A Bachelor's degree is desirable.

LICENSE OR CERTIFICATE

© Successful incumbents in this position are cxpected to operate automotive vehicles in the
performance of assigned duties. Due to the nature of the assignment and the hours worked, public
transportation may not be a cost effective or efficient method for traveling to the various locations
required: Individuals who are appointed to this position will be required to maintain a valid
California Driver's License throughout the tenure of employment OR demonstrate the ability to travel
to various locations in a timely manner as required in the performance of duties.”

Date Approved: CSB#

Date Revised: September 22, 2010 vih
. Civil Service Board: # 44346

Date Approved: 10/27/95
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. SPECIAL ASSISTANT TO THE MAYOR

DEFINITION

* Under general administrative direction in the Mayor’s Office performs complex pohcy and
program development, research, analysis and planning; coordinates Mayoral support functions;
prepares reports and draft proposed legislative policy; liaises with the constituency, outside
organizations, neighborhood and community groups and department staff; responds to
constituent inquiries; attends outside meetings, and performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS

. This is a single incumbent position that works with limited supervision in the Mayor’s Ofﬁce
This position is exempt from the regulations of the Civil Service Board. Incumbents in this
position report directly to the Mayor and may act as a supervisor or technical lead over assigned
professional, technical, clerical staff and interns.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

Provide datly support to the Mayor; act as a liaison between department and outside agencies;

respond promptly to constituent complaints or inquiries by gathering information, coordinating
* with city staff or others; research and follows up on status of projects or pending issues.

Assist in development of short and long range planning for departmental activities; manage
workload; coordinate office’s response to news or changing policy; monitor and research items
on City Mayor s agenda; prepare reports of findings and recommendations.

Assist in momtormg of the office’s budget, including mamtaunng records of expendn?ures
_ monitor grant activities.

Research, prepare and analyze complex reports; prepare draft legislation in response to Mayoral
_ requests. - : .

Direct and participate in public information projects; attend outside meetings‘ during both

workdays and evenings, including but not limited to special meetings on urgent issues in the

community and others of a variabie nature; represent the Mayor at a wide variety of meetings
. both during workday and evening.

Prepare and organize Mayor’s meetings, including goals locatlon equipment, agenda,
participants and any other variables.

. Develbp and implement computer systems and applications.

Assist Mayor with special media events; assist Mayor in preparing articles for local media.



ATTACHMENT B ' ‘ PAGE B-111

KNOWLEDGE AND ABILITIES

Knowlédge of processes and procedures of mumicipal government, orgamzauan and legislative
procedures.

Knowledge of practices _and methods. of procurement and contract administration.
Knowledge bf function of vaiious city departments.

" Knowledge of administrative organization principles.

Knbwledge of applications and implementation of computer systems.

Knowledge of the Oakland community as a whole.

Ability to negotiate and administer a variety of administrative contracts,

‘ Ability to balance conflicting priorities in a public office environment,

Ability to analyze and solve p].;oblems. |

Ability to coxﬁmun'icate clearly and conci_sely, both orally and in writing.

Ability 10 collect, compile, analyze, and interpret statistical data. .

| Ability to tactfully respond in a timely manner to inquiries_ and concerns of the public.
Ability to coordinate functions and activities between departments and outside agencies.
Ability " to estabhsh and maintain effective work relat;onshaps with those contacted in the
performance of required duties.

' Ability to work irregular days and hours.

| MINIMUM QUALIFICATIONS

The following qualifications are guidelines, as the appomrmg authority has broad discretion in
filling positions in this classification.

Education:
Bachelor’s degree in business or public admipistration, political smence planning, finance,

. accounting or refated field.

Experience:
Five (5) years of public sector experxence in a similar capacity, preferably in a City Government,

including two (2) years of supervisory experience.
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LICENSE OR CERTIFICATE

Individuals who are appointed to this position will be required to maintain a valid Ca.hforma
* Driver's License throughout the tenure of employment OR demonstrate the ability to travel to
various locations in a timely manner as required in the performance of duties.

Date Approved: CSB#
Date Revised: September 22, 2010 vrh



