
                       CIVIL SERVICE BOARD MEETING AGENDA (DRAFT) 
  
  Date July 16, 2015 
 OPEN SESSION 5:30 p.m. 
  City Hall, One Frank H. Ogawa Plaza, Hearing Room 1 

 
BOARD MEMBERS:   Chair, Alex Drexel; Vice Chair, Andrea Gourdine; Winnie Anderson; 

Lauren Baranco; Judith Bodenhausen; David Jones; Jeffrey Levin   
   
STAFF TO THE BOARD: Anil Comelo, HRM Director/Secretary to the Board 

Tracy Chriss, Deputy City Attorney 
Kip Walsh, Recruitment & Classification Manager/Staff to the Board 

    Cecilia Carey, Human Resources Technician/Staff to the Board  
 

OPEN SESSION AGENDA 
 
ROLL CALL 

1) OPEN FORUM  3 Minutes 

2) CONSENT CALENDAR:                                      ACTION 

a) Ratification of Provisional Appointment 
• Administrative Assistant II (HSD-2015-PA02) 
• Policy Analyst (CAO-2015-PA01) 

 
b) Approval of Revised Classification Specifications 

• Telecommunication Systems Engineer 
• Internal Auditor III 

 
c) Approval of Employee Requests for Leave of Absence  

• LIB-2015-LA06 
• PWA-2015-LA02 
• CAO-2015-LA01 
• OFD-2015-LA02 

3) OLD BUSINESS: 
a) Approval of May 21, 2015 Civil Service Board Meeting Minutes 

 
ACTION 

b) Determination of Schedule of Outstanding Board Items 
 

− No New Items 
 

ACTION 

 

 
 
Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1st Floor. Materials are also 
available on the City’s website at:  http://www2.oaklandnet.com/Government/o/HumanResources/s/CivilServiceBoard. 
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c) Informational Report on the Status of Temporary Assignments for 
Temporary Contract Service Employees (TCSEs) and Exempt Limited 
Duration Employees (ELDEs) Including a Report of the Names, Hire 
Dates, and Departments of all ELDEs and TCSEs in Accordance with 
the Memorandum of Understanding Between the City and Local 21   

INFORMATION 

d) Update Regarding the Status of Port’s Compliance with Ordinance No. 
13120 C.M.S. (Amended Ordinance No. 8979) 
 

INFORMATION 

4) NEW BUSINESS:  
a) Election of Civil Service Board Officers (Pursuant to Civil Service Rule 

2.05)  
 

ACTION 

b) Quarterly Classification Report 
 

INFORMATION 

c) Approval of New Classification Specifications 
a. Ethics Investigator 
b. Ethics Analyst I 
c. Ethics Analyst II 
d. Executive Director, Public Ethics Commission 
e. Deputy Director, Public Ethics Commission 

 

ACTION 

d) 6.04 Appeal of Probationary Release /Removal OFD-2015-AP02 (Pope) 
 

− City Attorney’s Request to Refer to Outside Hearing Officer  
 

ACTION 

e) 6.04 Appeal of Probationary Release /Removal OPW-2015-AP01(Lemi) 
 

− City Attorney’s Request to Refer to Outside Hearing Officer  
 

ACTION 

f) Appeal of Classification Study Findings (Assistant Contract Compliance 
Officer to Contract Compliance Officer) 

 
− Assistant Contract Compliance Officer, Ernestine Nettles     

(CAO-2015-AP01)  
 

ACTION 

 
 

ADJOURNMENT TO CLOSED SESSION: 
 

 
 
 
 
 
 
 
 

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1st Floor. Materials are also 
available on the City’s website at:  http://www2.oaklandnet.com/Government/o/HumanResources/s/CivilServiceBoard. 
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CLOSED SESSION AGENDA  
ROLL CALL 

 
The Civil Service Board will Convene in Closed Session and will Report Out any Final Decisions in Open 
Session Before Adjourning the Meeting pursuant to California Government Code Section 54957.6: 
 
1) Determination of Civil Service Board’s Jurisdiction in the Appeal of Examination 

Results (OFD-2015-AP01) 
 

An appellant must notify the Civil Service Board in writing if she/he wishes to have a matter heard in closed session. 
 

OPEN SESSION AGENDA 

1) REPORT OF ACTIONS TAKEN IN CLOSED SESSION 

2)  ADJOURNMENT: 
 
NOTE: The Civil Service Board meets on the 3rd Thursday of each month. The next meeting is scheduled to be 
held on Thursday July 16, 2015. All materials related to agenda items must be submitted by Thursday July 9, 
2015. For any materials over 100 pages, please also submit an electronic copy of all materials.  
 
Submit items via email or U.S. Mail to: 
 

City of Oakland - Civil Service Board  
Attn: Staff to the Civil Service Board 
150 Frank H. Ogawa Plaza, 2nd floor 
Oakland, CA 94612 
civilservice@oaklandnet.com 

 

This meeting is wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or 
assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three 
working days before the meeting. Please refrain from wearing scented products to this meeting as a courtesy to attendees with 
chemical sensitivities. 

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1st Floor. Materials are also 
available on the City’s website at:  http://www2.oaklandnet.com/Government/o/HumanResources/s/CivilServiceBoard. 

mailto:civilservice@oaklandnet.com


 

CITY OF OAKLAND 
Interoffice Memo 

 
HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director  
 

 
DATE:  June 18, 2015  
TO:         The Honorable Civil Service Board  
ATTN:         Anil Comelo, Director 
          Human Resources Management Department 
THROUGH:         Kip Walsh, Human Resources Manager 
FROM:         Preston Treichel, Assistant Human Resource Analyst 
SUBJECT: Request for Provisional Appointment in Classification of Administrative Assistant II to 

be ratified at Civil Service Board Meeting of July 16, 2015 (DHS-2015-PA02) 
 
    
Attached is a request from the Human Services Department to make a provisional appointment to a 
Administrative Assistant II vacancy.  The basis for this request is detailed in the attached Provisional 
Appointment Form as supporting documentation.  
 
This provisional (DHS-2015-PA02) was brought before the Board at the May 21, 2015 CSB meeting. After 
the meeting the incumbent Kahala Drain withdrew from this provisional appointment and was replaced with 
Diana Walcott and is the reason this provisional is before the Board again at the July 16, 2015 CSB meeting. 
 
An Administrative Assistant II performs responsible clerical and administrative support to division 
managers and other management staff, supervises assigned clerical staff, and performs related duties as 
assigned.  The minimum qualifications for Administrative Assistant II are: education equivalent to the 
completion of the twelfth grade and two years of experience comparable to Administrative Assistant I in the 
City of Oakland.  Business or other college course work is desirable. 
 
The selected candidate meets the minimum qualifications of an Administrative Assistant II. 
 
Recruitment and Classification is in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days.  The job announcement opened on April 20, 2015. 
 
I recommend the selected candidate for provisional appointment to this Administrative Assistant II vacancy 
in the Human Services Department. 



CITY OF OAKLAND 
 
 

HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director 

 
DATE:   June 18, 2015 
TO:   Human Services Department 
ATTN:  Dana Perez 
FROM:  Human Resources Management Department 
SUBJECT:  Administrative Assistant II Provisional Appointment 
 
 
  
Attached is your copy of the packet of materials requesting provisional appointment of Diana Walcott to a 
vacant Administrative Assistant II position. 
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service 
Board for ratification at the June 18, 2015 scheduled meeting.   
 
Ms. Walcott may be provisionally appointed to the classification noted above effective June 1, 2015.  
Please be advised that if the Civil Service Board fails to ratify this provisional appointment, it will be 
rescinded immediately following the meeting of the decision.  We anticipate that the next regularly 
scheduled meeting of the Civil Service Board will be June 18, 2015 at 5:30 pm.  Civil Service Board 
meetings are held in City Hall.  Please attend or send a representative that can answer questions related to 
this appointment.  
  
Please advise Ms. Walcott that to be considered for permanent appointment, she must place high enough 
on the eligibility list to be scheduled for a departmental interview.   
 
Please note that in keeping with Civil Service Rule 5.06 (a) Provisional Appointments, provisional 
appointees will be removed from their provisional assignments at 120 days, whether or not a list has been 
established.  The end date for this appointment is September 22, 2015.  You will receive a notice from 
this office when 30 days are remaining. 
 
Please call me at (510) 238-7068 if you have any questions or need any additional information concerning 
this provisional appointment. 
 

 
 
Preston Treichel 
Assistant Human Resource Analyst 
 

  

 

\\Ditcityfile2\shared_itdcityfilesvr2\Civil Service Board All\Agenda Packets\CSB 2015\2015 - 07 July\Drafts\Provisionals\Administrative 
Assistant II\Diana Walcott\Provisional_Notice Dept Memo.doc 



OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: June 18, 2015  
 
AREA REQUESTED 
 
POSITION: Administrative Assistant II                                          
DEPARTMENT: Human Services                                       
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:   12/31/14_ ____                   
DATE PERSONNEL REQUISITION RECEIVED: 11/6/14                  
CURRENT STATUS OF EXAMINATION:   In Progress          
 
JUSTIFICATION: 
 
Reason Needed: 
 
This provisional appointment is needed to fill 1 current vacancy.  The requisition requesting a 
provisional appointment was approved on 4/15/15.  A provisional appointment will allow the work to 
be performed while an eligibility list is being developed.   
 
Other Alternatives Explored and Eliminated:  
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
This position is vital in its support of the Planning and Oversight Committee and day-to-day operations 
of the Children and Youth Services Division and its Manager.    
 
Attachments:  
N/A 

          
Recruitment and Classification Staff Recommendation, including following pertinent information: 

- Summary of Application Qualifications   
- Current Residency Status:   Not an Oakland Resident   
- Current Employment Status:   Not a current City of Oakland employee

 



 
 
 

 

MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            July 16, 2015 
 
TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN) 

 Human Resource Analyst 
 
THROUGH: Anil Comelo, HRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Policy Analyst to be ratified at 

Civil Service Board Meeting of July 16, 2015 (CAO 2015-PA01) 
 
Attached is a request from the City Administrator’s Office to make a provisional appointment to a Policy 
Analyst vacancy.  The basis for this request is detailed in the attached Provisional Appointment Form as 
supporting documentation.  
 
A Policy Analyst plans and coordinates administrative functions, provides policy direction and engages in 
community outreach to advance the goals and objective of the Citizens’ Police Review Board (CPRB).  A 
Policy Analyst works with the CPRB, CPRB staff, Oakland Police Department, other City departments, 
community organizations, Oakland Police Officer’s Association, the Mayor and City Council, and the 
general public.  This incumbent is responsible for analyzing policies and practices as related to citizen’s 
complaints regarding police misconduct and Oakland Police Department operations.  The incumbent is 
responsible for tracking and monitoring trends in alleged police misconduct.   
 
The minimum qualifications for Policy Analyst are:  
 
Education: Bachelor’s degree in public administration, public policy, criminal justice, or a related field from 
an accredited college or university.  Master’s degree in public policy or related field is highly desirable. 
  
Experience: Three (3) years of professional experience in public interest work in a related field that includes 
experience with statistics and data collection.  Legal experience is desirable.   
 
The selected candidate’s combined education and experience meets the minimum qualifications of a Policy 
Analyst.  He has a doctorate in Human Services with a specialization in Social and Community Services.  
His experience includes 23 years of law enforcement experience in the Indianapolis Metropolitan Police 
department.  His positions ranged from Patrol Officer, to Detective, to Sergeant, to Director Training and 
Programming, to Field Supervisor.  He worked 7 years as the Executive Director of O.K., Program of 
Indiana – a non-profit organization that worked to reduce high incarceration and homicide rates among 
African American males.  He was responsible for the day-to-day operations, established and maintained 
working relationships with key community stake holders and directed the growth and expansion of the 
program. 



 
Recruitment and Classification is in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement was opened on May 26, 2015.   
Human Resources Management recommends that the Civil Service Board ratify the provisional appointment 
to this Policy Analyst vacancy in the City Administrator’s Office beginning on May 26, 2015 and ending on 
or before September 23, 2015.    



 
 
 

 

MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:           June 18, 2015 
 
TO:          Alexandra Orologas, Assistant to the City Administrator       FROM: Cynthia Ng (CN) 

            City Administrator’s Office                Human Resource Analyst 
 
SUBJECT:   Policy Analyst Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Dr. Timothy Knight 
to a vacant Policy Analyst position.    
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service Board 
for ratification at their next regularly scheduled meeting.   
 
Dr. Timothy Knight may be provisionally appointed to the classification noted above effective Tuesday,  
May 26, 2015.  Please be advised that if the Civil Service Board fails to ratify this provisional appointment, 
it will be rescinded immediately following the meeting of the decision.  We anticipate that the next regularly 
scheduled meeting of the Civil Service Board will be July 16, 2015 at 5:30 pm.  Civil Service Board 
meetings are held in Hearing Room 2 in City Hall.  Please attend or send a representative that can answer 
questions related to this appointment.  
  
Please advise Dr. Timothy Knight that to be considered for permanent appointment, he must submit the 
appropriate application materials, and place high enough on the eligibility list to be scheduled for a 
departmental interview.  As you are aware, a recruitment to permanently fill this position is currently in 
progress.    
 
Please note that in keeping with Civil Service Rule 5.06 (a) Provisional Appointments, provisional 
appointees will be removed from their provisional assignments at 120 days, whether or not a list has been 
established.  The end date for this appointment is 120 calendar days from appointment date  
(September 23, 2015).  You will receive a notice from this office when 30 days are remaining, which is  
August 24, 2015.  
 
If you have any questions or need any additional information concerning this provisional appointment, 
please call Cynthia Ng, Human Resource Analyst at (510) 238-6491.    
 

 
 
 
 

 
 
cc:  File – CSB June 18, 2015 



OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: July 16, 2015 
 
AREA REQUESTED 
 
POSITION: Policy Analyst 
DEPARTMENT:  City Administrator’s Office 
APPOINTMENT DURATION: 120 days maximum                                                                
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:  
DATE PERSONNEL REQUISITION RECEIVED: 05/07/15                 
CURRENT STATUS OF EXAMINATION: The job announcement will post on May 26, 2015.  
When all applicants have been assessed, exam development will begin.  Upon completion, HRM will 
move forward with the examination and selection process.     
 
JUSTIFICATION: 
 
Reason Needed:  This position will become vacant as of 05/15/15 due to a resignation.  This 
provisional appointment is necessary given the immense workload of the Citizen’s Police Review 
Board (CPRB).  This position is critical to the support of the CPRB, CPRB staff and Executive 
Director Anthony Finnell on the operations of the CPRB. 
 
This provisional appointment is needed to fill one (1) current vacancy.  The requisition requesting a 
provisional appointment was approved on May 14, 2015.  A provisional appointment will allow the 
work to be performed while an eligibility list is being developed.  
 
Other Alternatives Explored and Eliminated:  
 
The job announcement was posted on May 26, 2015.  
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
There is a critical need for a provisional appointment given the expected forthcoming direction from 
the City Council to consolidate all walk in citizen complaints against the Oakland Police Department 
(OPD) at the CPRB.  The provisional appointment is necessary to investigate citizen complaints 
against sworn members of the OPD; staff the CPRB including preparing agendas, investigative reports 
and meetings; prepare the CPRB’s disciplinary and policy recommendations for review and decision 
by the City Administrator; hold policy forums and meetings to engage discussions on policy and 
community relations; interview potential members of the CPRB, coordinate trainings and conduct 
community outreach to share information about the organization’s services.   
 
Attachments:   

Employment Application: Yes 
Personnel Requisition: Yes    
Resume: Yes         

 



 
Recruitment and Classification Staff  Recommendation, including following pertinent information: 

- Summary of Application Qualifications:   
- Current Residency Status:  Not an Oakland Resident    
- Current Employment Status: Not a City of Oakland employee

 



 
 
  

MEMORANDUM 
 

DATE: July 16, 2015 
 
TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 
  Principal Human Resource Analyst 
 
THROUGH: Kip Walsh, Human Resources Manager, Recruitment & Classification  
 
THROUGH: Anil Comelo, Director of Human Resources Management 
 Secretary to the Board 
 
SUBJECT: Approval of Classification Specification for the Telecommunication Systems 

Engineer  
 
The classification specification for Telecommunication Systems Engineer was just revised in 
May 2015.  Based upon some recent challenges in yielding any qualified candidates during the 
recruitment process for this classification, it became apparent that a minor refinement was 
necessary. Specifically, the License or Certificate section has been amended such that the 
incumbent does not already need to possess a General Radio Telephone license; rather, it can be 
obtained within the probationary period.     

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposed revision to the classification specification.  City staff and union 
representatives met on May 28, 2015. There are no objections to the proposed revision.     

Staff recommends that the Civil Service Board approve the classification specification for 
Telecommunication Systems Engineer as amended. 
Attachments:  Revised classification specification for Telecommunication Systems Engineer   
 



 
 

 

 

 

 

 

DEFINITION 

Under general direction in the Information Technology Department (ITD), performs complex 

and highly technical duties in the planning, analysis, design, installation and support of the City's 

wireless telecommunications systems and equipment, including 24x7 mission critical public 

safety radio infrastructure; consults with departments and makes technical recommendations on 

Internet Protocol (IP) based wireless telecommunications needs; participates in review and 

selection of new systems; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

Telecommunication Systems Engineer is an advanced journey level classification whose 

incumbents exercise independent judgment and initiative to plan and complete all aspects of a 

wireless telecommunications project, including mission critical public safety radio system.  This 

classification is distinguished from the higher level Information Systems Supervisor in that 

incumbents of the latter act in a supervisory capacity and provide project management. 

The incumbent receives general supervision from the Information Systems Supervisor and may 

provide technical direction to assigned personnel. 

 

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

Plan and coordinate changes in the City's wireless telecommunications network. 

Continually review supported City agency business requirements to determine future 

requirements and recommend telecommunications hardware, networks, and procedures to 

support the departments and City's goals and objectives. 

Prepare detailed supporting plans and layouts for major public safety voice and broadband 

wireless related telecommunications projects. 

Analyze new equipment and technology for City public safety voice communication and 

broadband wireless media. 

Provide technical advice, planning assistance, and consultation services to City agencies in 

determining options, costs, and features pertaining to wireless telecommunications equipment 

and service decisions as they relate to the business needs of the agency. 

Analyze City telecommunications network needs and provide recommendations; conduct 

appropriate traffic studies to determine volume and concentration of telecommunications traffic 

loads. 

Provide assistance and coordinate telecommunications functions in the installation and operation 

of local and wide area networks. 

 
TELECOMMUNICATION  

SYSTEMS  ENGINEER 

Class Code: AP339 FTE  Civil Service Classified 
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Prepare technical specification documents for all wireless telecommunications related systems 

required by City agencies. 

Track progress of documents through all phases of the City procurement process. 

Participate in the review and selection of wireless telecommunications Request for Proposals. 

Prepare oral and written reports on topics affecting radios and related wireless 

telecommunications system operation, improvement, or equipment. 

Provide cost estimates for wireless telecommunications systems and procedures as to operational 

and technical performance, determine corrective measures, and provide recommendations for 

improvement. 

Coordinate services with vendors to ensure efficient operation support and maintenance of City 

wireless telecommunications network and related services. 

Act as the Wireless Section Supervisor, in the Public Safety Division, as required. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Two-Way Radio and Broadband Wireless Communications Systems, including P25 Land 

Mobile Radio (LMR) System and 4G LTE systems. 

 IP based large scale network deployments, integration, operations and support. 

 Voice (including voice messaging), video, and data communications systems, 

performance capabilities, and evaluative techniques used to determine telephone, video, 

and data communications service requirements. 

 Trends and current developments in the wireless communications field, including 

methods, procedures, systems, and equipment. 

 Rules, codes, regulations, and laws applicable to the wireless telecommunications sector. 

 Rate structures and billing procedures of communications common carriers. 

 Report preparation. 

 Traffic engineering principles and applications. 

 Personal computer systems. 

 9-1-1 system operation and principles. 

 Project cost estimating. 

Ability to: 

 Design, plan, and specify a Wireless Communications System. 

 Plan, coordinate, and track complex projects. 

 Communicate effectively orally and in writing. 

 Operate a personal computer. 

 Follow oral and written directions. 

 Establish and maintain effective working relationships with those contacted in the 

performance of required duties. 

 

MINIMUM QUALIFICATIONS 

Any combination of education and experience that is equivalent to the following minimum 
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qualifications is acceptable. 

Education: 

A Bachelor's degree from an accredited college or university with a major in 

telecommunications, computer science, electrical engineering or closely related field. 

Experience: 

Five years of experience in wireless telecommunications performing work related to Wireless 

system administration, Microwave backhaul design and support, public safety radio system 

administration and support, P25 digital radio system acquisition, , telephone service ordering, 

and/or coordinating the maintenance or operation of large voice communications systems.   

 

LICENSE OR CERTIFICATE 

Possession of a valid California Driver's License that must be maintained throughout tenure of 

employment. 

Institute of Electrical and Electronics Engineers (IEEE) Wireless Communications Professional 

(WCP) certification is desirable. 

Must obtain Possession of a General Radio Telephone license issued by the Federal 

Communications Commission (FCC) or equivalent within the probationary period, to be 

maintained throughout tenure of employment. 

 

OTHER REQUIREMENTS 

Must pass a thorough background investigation. 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 

      

Established: 04/22/1993 CSB Resolution #:  44280 Salary Ordinance #:       

 

Exempted: Y  N    Exemption Resolution #:         

      

Revision Date: 05/21/2015 CSB Resolution #: _____   

Re-titled Date:   /  /     CSB Resolution #:       Salary Ordinance #:       

      

(Previous title(s):      ) 

 

 

 



 
 
  

MEMORANDUM 
 

DATE: July 16, 2015 
 
TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 
  Principal Human Resource Analyst 
 
THROUGH: Kip Walsh, Human Resources Manager, Recruitment & Classification  
 
THROUGH: Anil Comelo, Director of Human Resources Management 
 Secretary to the Board 
 
SUBJECT: Approval of Classification Specification for the Police Performance Auditor 

(formerly Internal Auditor III)  
 
Based upon a classification review at the request of the Oakland Police Department (OPD), staff 
has proposed revision of the Internal Auditor III classification specification that was approved 
in June 1995. Staff further proposes a title change to Police Performance Auditor.   
 
This classification specification largely required an overhaul to ensure the description accurately 
reflects the duties as assigned. This classification will be specific to OPD and its purpose is 
related to the Negotiated Settlement Agreement (NSA). The position is responsible for closely 
monitoring OPD activities to ensure compliance with the requirements of the NSA. 
  
 Modifications have been made to the Definition and Examples of Duties sections to 

better characterize the work.  
 The Distinguishing Characteristics section identifies the correct reporting structure. 
 The Knowledge and Abilities section has been revised significantly.  
 The Education section now reflects a broader educational background. 
 The Experience section changed the years of experience requirement to two (2) years.  
 The License or Certificate section has been amended such that a valid driver’s license is 

now required and the list of desirable professional certifications has been expanded.  
 The Other Requirements section is being added because the incumbent must undergo a 

thorough background investigation per federal regulations.  
 New language has been added to align the description with the current classification 

specification template.    

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposed revisions to the classification specification and change in title.  City staff 
and union representatives met on May 28, 2015, but there were some lingering concerns. Union 
representatives followed up with the current incumbent to vet those concerns. City staff received 
email confirmation from Local 21 on June 9, 2015, that there are no objections to the proposed 
revisions.     

Staff recommends that the Civil Service Board approve the classification specification for Police 
Performance Auditor (formerly Internal Auditor III) as amended. 
Attachments:  Revised classification specification for Police Performance Auditor (formerly Internal Auditor III) 
  
 



                                                                                                                                        
 

  INTERNAL AUDITOR III 

POLICE PERFORMANCE  

AUDITOR 
 

Class Code: AP210 FTE          Civil Service Classified 
 

 

DEFINITION 
To conduct complex financial, compliance, and operational audits and reviews of City 

departments and other organizations. 

 

SUPERVISION RECEIVED AND EXERCISED  
Receives general supervision from the City Auditor or the Assistant to the City Auditor. 

 

May provide lead direction as a team leader to Associate Auditors or other Internal Auditors III. 

Under general supervision in the Oakland Police Department, conduct financial, compliance and 

performance audits and reviews of Police Department procedures, operations and systems; and 

perform related duties as assigned.   

 

DISTINGUISHING CHARACTERISTICS 
This is a professional civilian classification whose incumbents perform various audit functions.  

The Police Performance Auditor receives general supervision from a Police Program and 

Performance Auditor, other civilian managers or sworn command staff and may provide lead 

direction or supervision to assigned technical or clerical staff.     

 

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

 

Conduct compliance and performance audits and reviews of Police operations; assess police 

operations and programs for effectiveness, efficiency and economy. 

 

Assess whether Police operations are in compliance with applicable laws, regulations, charter 

provisions, ordinances, grant provisions, contract requirements, and established policies and 

procedures.  Develop audit programs; plan and schedule audits; perform preliminary surveys and 

field work. 

 

Evaluate and assess areas of risk, determine if effective controls are in place, and suggest 

approaches for addressing risk.   

 

Develop audit objectives, scope, and methodologies; perform appropriate audit tests to assess 

performance; and test accuracy of data being audited. 

 

Collect data through interviews, observations, and other appropriate research methods.  

 

Compile, evaluate, analyze and interpret data regarding the efficiency of the department in 

meeting established compliance standards.  

 

Conduct audits of City contractors; ascertain compliance with applicable policies and 

 



INTERNAL AUDITOR III - POLICE PERFORMANCE AUDITOR  Page 2 

 

regulations. 

Conduct entrance and exit conferences with auditees. 

 

Prepare work papers, forms and reports to support conclusions and recommendations; determine 

adequacy of record systems and procedures; modify audit programs with approval. 

 

Prepare audit reports, including specific findings and recommendations.  

 

Communicate audit results to supervisors.Evaluate the internal controls of departmental 

accounting and record keeping procedures 

 

Perform follow-up on implementation of management recommendations; assist in monitoring the 

implementation of external auditors' and stakeholder recommendations. 

 

May assign, review, participate in and coordinate the work of subordinate staff; may orient, train 

and supervise subordinate staff.  

 

Review the operational procedures of departments for effectiveness and efficiency. 

 

Prepare findings and recommendations for improving operational procedures and strengthening 

internal controls 

 

Write audit reports and conduct exit conferences with auditees. 

 

Follow up on extent to implementation of recommendations. 

 

Prepare adequate work papers to support their reports. 

 

Perform related duties as assigned. 

 

QUALIFICATIONS 

KNOWLEDGE AND ABILITIES 
 

Knowledge of: 
 PrinciplesGeneral auditing and practices of governmental accounting principles and 

auditingprocedures including Generally Accepted Government Auditing Standards 

(GAGAS). 

 PrinciplesGovernmental accounting, auditing and practices of computer applications 

and input/outputreporting standards. 

 Law enforcement and public safety organizations including principles, practices, 

methods and equipment; legal and government auditing practices.  

 Computerized accounting and tracking systems. 

 audit controls. 

 Performance evaluation systems, program evaluation, and performance and 

procedural analysis. 

 Contractual provisionsProgram and requirementsbudget management. 

 Statistical methods and research techniques. 
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 Report writing. 

 ; English syntax, language mechanics, punctuation and grammar. 

 Personal computer applications including word processing, spreadsheet, database, and 

presentation software programs; basic accounting and budgeting applications. 

 Principles and methods of supervision, training, and evaluation. 

 

Ability to: 
 Review reports and Conduct financial and/or performance records for accuracy, 

completeness, adequacy of audit trailsaudits and investigations. 

 Gather and supporting documents,analyze financial, program and compliance with 

applicablestatistical data. 

 Perform accounting standards, regulations,tasks related to the audit process. 

 Research, interpret and apply laws, regulations, administrative policies and procedures. 

 Conduct best practice research. 

 Use personal computers and agreements software applications. 

 Develop sound recommendations to correct deficiencies regarding internal controls and 

operating procedures. 

 Identify potential risk exposures to the City; assist with making recommendations to 

rectify situations. 

 Communicate clearly and concisely in oral and written form. 

 Prepare adequate work papers; write clear and concise reports. 

 Work effectively as a member of a team and independently. 

 Work in stressful situations and under strict deadlines. 

 Work in a confidential environment and maintain discretion.  

 Work collaboratively with sworn and civilian staff, elected officials, representatives from 

other organizations and the general public. 

 Provide lead direction or supervision to subordinate support staff. 

 Establish and maintain effective work relationships with those contacted in the 

performance of required duties. 

 

EXPERIENCE AND EDUCATION 

MINIMUM QUALIFICATIONS 
Any combination of education and experience and education that would likely provide is 

equivalent to the following minimum qualifications is acceptable: 

 

Education: 
Bachelor's degree from an accredited college or university in accounting, business 

administration, public administration, public policy, economics or a related field, including 

course work in advanced accounting, auditing, or computer science.  

If degree is not in accounting, must have completed and be able to show proof of advanced 

course work in accounting or auditing. A Master’s Degree in a related field is desirable. 

 

Experience: 
ThreeTwo years of professional level auditing progressively responsible experience preferablyas 

an auditor in a governmental or public agency environmentor private setting. 
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LICENSE OR CERTIFICATE  

None required. 

Individuals who are appointed to this position will be required to maintain a valid California 

Driver’s License throughout the tenure of employment. 

Possession of a professional designation as a Certified Public Accountant (CPA), Certified 

Internal Auditor (CIA), Certified Government Auditing Professional (CGAP), Certified Internal 

Control Auditor (CICA), Certified Fraud Examiner (CFE), Certified Information Systems 

Auditor (CISA) or Certified Government Financial Manager (CGFM) is highly desirable. 

Possession of a Certified Public Accountant, Certificate is desirable.(note: combined)  

 

Possession of a Certified Internal Auditors Certificate is desirable.(note: combined) 

 

Possession of a Certified Information Systems Auditor Certificate is desirable.(note: combined) 

 

OTHER REQUIREMENTS 

 

Must pass a thorough background investigation. 

 

Must be willing to work irregular days and hours as needed. 

 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 

      

Established:   6/8/1995 CSB Resolution #: 44337 Salary Ordinance #:       

Exempted: Y  N    Exemption Resolution #:         

      

Revision Date:   /  /     CSB Resolution #:         

Re-titled Date:   /  /     CSB Resolution #:       Salary Ordinance #:       

      

Previous title(s): Internal Auditor III 

 



 
 
 

MEMORANDUM 
 

DATE: July 16, 2015 
 
TO: The Honorable Civil Service Board  
 
FROM: Kip Walsh, HR Manager, Recruitment & Classification / Staff to the Board 
 
THROUGH: Anil Comelo, Director DHRM / Secretary to the Board    
  

SUBJECT: Request Authorization for Employee Request for Leave of Absence  
 
 

Date of 
Request 

Employee 
Name Title Dept Reason Duration 

6/2/2015 McKellar, 
Sharon Senior Librarian Library CSR 8.03 Maternity Leaves 1 year 

6/5/2015 Berens, Matt Contract Compliance 
Field Technician CAO 

CSR 8.07 c 5 Accepted 
Exempt Position w/City 
 

1 year 

7/1/2015 Near, Hilary PAI – Recycling PWA CSR 8.07 11 days 

7/1/2015 Megan Bryon Firefighter OFD CSR 8.07 27 days 

 
 
RECOMMENDATION:  
Staff recommends that the Civil Service Board approve the requested Leaves of Absence. 

1 of 1 | P a g e  
 















                       CIVIL SERVICE BOARD MEETING MINUTES  (DRAFT) 

  

 

 

Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1st Floor. Materials are also 

available on the City’s website at:  http://www2.oaklandnet.com/Government/o/HumanResources/s/CivilServiceBoard. 

  Date:  May 21, 2015 

 OPEN SESSION 5:30 p.m. 

  City Hall, One Frank H. Ogawa Plaza, Hearing Room 1 
 

BOARD MEMBERS:   Chair, Alex Drexel; Vice Chair, Andrea Gourdine; Winnie Anderson; 

Lauren Baranco; Judith Bodenhausen; David Jones; Jeffrey Levin   

   

STAFF TO THE BOARD: Anil Comelo, HRM Director/Secretary to the Board 
Tracy Chriss, Deputy City Attorney 

Kip Walsh, Recruitment & Classification Manager/Staff to the Board 

    Cecilia Carey, Human Resources Technician/Staff to the Board  

 

OPEN SESSION 

ROLL CALL 

Vice-Chair Gourdine called the meeting to order at 5:30 p.m. 

1) OPEN FORUM  3 Minutes 

Retired Fire Captain Bruce Nielsen spoke, requesting that the Civil Service Board review 

the recruitment and hiring process for the classification of Firefighter Trainee since it is 

the feeder classification to the Firefighter academy and permanent appointment to the 

Firefighter classification. 

 

2) CONSENT CALENDAR:                                      ACTION 

a) Ratification of Provisional Appointment 

 Administrative Assistant II (HSD-2015-PA02) 

 Administrative Assistant II (HSD-2015-PA03) 

b) Approval of Revised Classification Specifications 

 Arboricultural Inspector 

 Telecommunication Systems Engineer 

c) Approval of Employee Requests for Leave of Absence  

 

44766 A motion was made by Board Member Bodenhausen and seconded by Board 

Member Baranco to approve the items on the Consent Calendar. The motion 

carried by the following vote: 

 

Votes:   Board Member Ayes: 4 - Baranco, Bodenhausen, Gourdine, Jones 

   Board Member Noes: None 

   Board Member Abstentions: None  

               Board Members Absent: 3 –  Anderson, Drexel, Levin 
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Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1st Floor. Materials are also 

available on the City’s website at:  http://www2.oaklandnet.com/Government/o/HumanResources/s/CivilServiceBoard. 

3) OLD BUSINESS: 

a) Approval of April 16, 2015 Civil Service Board Meeting Minutes 

 

ACTION 

44767 A motion was made by Board Member Jones and seconded by Board 

Member Bodenhausen to approve the minutes for the April 16, 2015 

Civil Service Board meeting. The motion carried by the following 

vote: 

Votes:   Board Member Ayes: 3 - Baranco, Bodenhausen, Jones 

   Board Member Noes: None 

   Board Member Abstentions: 1 - Gourdine 

               Board Members Absent: 3 –  Anderson, Drexel, Levin 

 

 

b) Determination of Schedule of Outstanding Board Items 

 No New Items for Scheduling 

 

Note: Chairperson Drexel and members Levin and Anderson arrived during the 

discussion of this item. 

 

44768 A motion was made by Board Member Bodenhausen and seconded 

by Chairperson Drexel requesting that staff provide a report at the 

next meeting to address the questions raised by Mr. Nielsen in Open 

Forum regarding the recruitment methods and hiring process for 

Firefighter Trainee.. The motion carried by the following vote: 

 

Votes: Board Member Ayes: 7 – Anderson, Baranco, Bodenhausen, 

Drexel, Gourdine, Jones, Levin 

 Board Member Noes: None 

               Board Member Abstentions: None 

               Board Members Absent: None 
 

ACTION 

 

c) Informational Report on the Status of Temporary Assignments for 

Temporary Contract Service Employees (TCSEs) and Exempt Limited 

Duration Employees (ELDEs) Including a Report of the Names, Hire 

Dates, and Departments of all ELDEs and TCSEs in Accordance with the 

Memorandum of Understanding Between the City and Local 21   

 

Received and filed. 

INFORMATION 

d) Update Regarding the Status of Port’s Compliance with Ordinance No. 

13120 C.M.S. (Amended Ordinance No. 8979) 

 

Human Resources Director for the Port of Oakland, Christopher Boucher 

provided the Board with a brief update on the Port’s discussions with its 

bargaining groups regarding the adoption of the revised Port Personnel 

Rules. 

INFORMATION 
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Agendas are available 72 hours in advance of the next meeting and may be viewed at the City Clerk’s Office, #1 Frank H. Ogawa Plaza, 1st Floor. Materials are also 

available on the City’s website at:  http://www2.oaklandnet.com/Government/o/HumanResources/s/CivilServiceBoard. 

 

4) NEW BUSINESS:  

 

a) Approval of New Port Classification Specifications 

 Airport Operations Specialist I 

 Airport Operations Specialist II 

 

This item was presented by Human Resources Director for the Port of Oakland, 

Christopher Boucher. 

 

44769 A motion was made by Board Member Gourdine and seconded by 

Chairperson Drexel to approve the classification specifications as 

presented. The motion carried by the following vote: 

 

Votes: Board Member Ayes: 7 – Anderson, Baranco, Bodenhausen, 

Drexel, Gourdine, Jones, Levin 

 Board Member Noes: None 

               Board Member Abstentions: None 

               Board Members Absent: None 

 

ACTION 

b) Presentation Regarding the Process for Conducting Classification Studies 

and for Responding to Employee Requests for Reclassification 

- Personnel Manual of the Civil Service Board Section 3.04(d) 

Classification Studies 

 

Following a presentation made by Kip Walsh, HR Manager for Recruitment and 

Classification, and Jaime Pritchett, Principal HR Analyst, the Board discussed 

the processes related to Classification Studies. 

 

INFORMATION 

 

5) ADJOURNMENT – the meeting was adjourned at 6:45 p.m. 
 
 

 

NOTE: The Civil Service Board meets on the 3
rd

 Thursday of each month. The next meeting is scheduled to be 

held on Thursday June 18, 2015. All materials related to agenda items must be submitted by Thursday June 4, 

2015. For any materials over 100 pages, please also submit an electronic copy of all materials.  

 

Submit items via email or U.S. Mail to: 

 

City of Oakland - Civil Service Board  

Attn: Staff to the Civil Service Board 

150 Frank H. Ogawa Plaza, 2
nd

 floor 

Oakland, CA 94612 

civilservice@oaklandnet.com 
 

Meetings are wheelchair accessible. To request materials in alternative formats, or to request an ASL interpreter or 

assistive listening device, please call the Civil Service Board staff at (510) 238-3112 or TDD (510) 238-3254 at least three 

working days before the meeting. Please refrain from wearing scented products to this meeting as a courtesy to attendees with 

chemical sensitivities. 

mailto:civilservice@oaklandnet.com


  
CIVIL SERVICE BOARD  

APPEALS & HEARINGS CALENDAR 
PENDING LIST – July 16, 2015 

1. SCHEDULED AND PENDING 

Case Number  Classification Dept. Action Pending Hearing Date   Notes/Next 
Steps 

CAO-2015-AP01 

Contract 
Compliance 

Office Assistant 
(Nettles) 

CAO 
3.04 (e) Appeal of 

Classification Study 
Results 

July 16, 2015 

Rescheduled from 
June 2015 at request 
of Appellant & 
Union 
Representative 

OFD-2015-AP01 Captain of Fire 
(Gascie) OFD 

4.19 Appeal of 
Examination Results 

 
July 16, 2015 

Hearing Before 
Board Re: City’s 
Motion to Dismiss 

OPW-2015-AP01 
Heavy 

Equipment 
Operator (Lemi) 

Public Works 
6.05 Appeal of 
Probationary 

Removal/Demotion 
July 16, 2015 

Hearing Before 
Board to Refer to 
Outside Hearing 
Officer  

OFD-2015-AP02 Fire Fighter 
(Pope) OFD 

6.05 Appeal of 
Probationary 

Removal/Demotion 
July 16, 2015 

Hearing Before 
Board to Refer to 
Outside Hearing 
Officer  

OPR-2014-AP01 Gardener Crew 
Leader (Gold) 

Parks & 
Recreation 

6.05 Appeal of 
Probationary 

Removal/Demotion 
Aug/Sept 2015 

City is requesting 
appeal heard by 
CSB instead of 
Hearing Officer. 

 
2. REFERRED TO OUTSIDE HEARING OFFICER 

Case Number Classification Dept. Action Pending Referral Date Notes 

CAU-2014-AP01 Performance 
Auditor City Auditor 

10.03 - Appeal of 
Disciplinary Action 3/20/14 

Hearing Officer 
selected; 2nd Hearing 
Date June 1, 2015 

 
3. UNDER REVIEW 

Case Number Classification Dept. Action Pending Action Date Notes 

OPD-2015-AP01 
Police Records 

Specialist 
(Duong) 

OPD 
3.04 (e) Appeal of 

Classification Study 
Results 

3/19/15 Under Personnel 
Director review 

PBD-2015-AP01 
Urban 

Economist 
Analyst III 

Planning & 
Building 

10.03 - Appeal of 
Disciplinary Action 4/2/15 Assigned in City 

Attorney’s Office 

Port-2015-AP01 
Port Staff 

Accountant I 
(Hii) 

Port 
6.05 Appeal of 
Probationary 

Removal/Demotion 
4/2/15 

Referred to Port: CB 
reports agreement 

made and Appellant 
dismissed appeal 

6/16/2015. 

Port-2015-AP02 
Maritime Service 

Coordinator 
 

Port 10.03 - Appeal of 
Disciplinary Action 4/2/15 Referred to Port 

HRM-2015-AP01 
Benefits 

Technician 
(Lee) 

Human 
Resources/Risk 

3.04 (e) Appeal of 
Classification Study 

Results 
4/10/15 Under Personnel 

Director review 
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