
                       CIVIL SERVICE BOARD MEETING AGENDA 
  

 
 
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 November 19, 2015 
 OPEN SESSION 5:30 p.m. 
  City Hall, One Frank H. Ogawa Plaza, Hearing Room 1 

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

Drexel; Lauren Baranco; Christopher Johnson; Jeffrey Levin   
   
STAFF TO THE BOARD: Anil Comelo, HRM Director/Secretary to the Board 

Jim Hodgkins, 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) Approval of Employee Requests for Leave of Absence 
• LIB-2015-LA12 
• LIB-2015-LA13 
• ATTY-2015-LA01 
• OFD-2015-LA02 
 

b) Ratification of Provisional Appointments 
• Animal Care Attendant (CAO) 
• Animal Care Attendant (CAO) 
• Assistant Controller (Finance/Treasury) 
• Program Analyst I (EWD) 
• Financial Analyst (Finance/Treasury) 
• Financial Analyst, Principal (Finance/Treasury) 
• Forensic Technician (OPD) 
• Project Manager II (ITD) 
• Program Analyst II (EWD) 
• Program Analyst III (EWD) 
• Manager, Inspection Services (PBD) 
• Recreation Program Director OPR) 
• Recreation Specialist II, PPT (OPR) 

 
c) Approval of Revised Classification Specification 

• Information Systems Specialist I (formerly Microcomputer Systems 
Specialist I) 

• Information Systems Specialist II (formerly Microcomputer Systems 
Specialist II) 
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• Information Systems Specialist III (formerly Microcomputer Systems 
Specialist III) 

• Information Systems Supervisor 
• Family Advocate 
• Head Start Instructor (formerly Early Childhood Instructor) 
• Early Childhood Center Director 
• Planner I 
• Planner II 
• Planner III 
• Planner IV 
 

3) OLD BUSINESS: 
a) Approval of October 15, 2015 Civil Service Board Meeting Minutes 

 
ACTION 

b) Determination of Schedule of Outstanding Board Items 
 

• No New Items 
 

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   

INFORMATION 

d) Update Regarding the Status of Port’s Compliance with Ordinance No. 13120 
C.M.S.: “Ordinance Amending Ordinance No. 8979 CMS which is Codified at 
Oakland Municipal Chapter 2.08 to Clarify the Authority of the Port Board 
Commissioners and the Oakland Civil Service Board with Regard to 
Establishment, Modification and Elimination of Classifications Included in the 
City’s Civil Service System.” 
 

INFORMATION 

Supplemental Report: 
e) Discussion and Review of Whether the Firefighter Trainee Position Should 

Remain Exempt From Civil Service  

INFORMATION 

4) NEW BUSINESS:  
 

a) Approval of New Classification Specification 
• Director of Race and Equity 
• Head Start - Early Head Start Associate Substitute Instructor 
• Early Head Start Instructor 
• Housing Development Coordinator I 
• Housing Development Coordinator II 
• Planner III, Historic Preservation 
 

 
 

ACTION 
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b) 3.04 (e) Appeal of Classification Study Results (Nettles) 
• Employee currently classified as Contracts Compliance Officer, 

Assistant, appealing denial of request to be reclassified as Contracts 
Compliance Officer 
 

ACTION 

5) ADJOURNMENT: 
 
NOTE: The Civil Service Board meets on the 3rd Thursday of each month. The next meeting is scheduled to be 
held on Thursday December 17, 2015. All materials related to agenda items must be submitted by Thursday 
December 10, 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. 

mailto:civilservice@oaklandnet.com
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MEMORANDUM 
 

DATE: November 19, 2015 
 
TO: The Honorable Civil Service Board  
 
FROM: Kip Walsh, HR Manager, Recruitment & Classification / Staff to the Board 
 
THROUGH: Anil Comelo, Director HRM / Secretary to the Board    
  

SUBJECT: Request Authorization for Employee Requests for Leave of Absence  
 
DHRM is in receipt of four (4) complete Unpaid Leave of Absence requests pursuant to Personnel Manual 
Section 8.07 Miscellaneous Leaves of Absence. 
 
CSR 8.07 c 3 Urgent or important personal business  
CSR 8.07 c 5 To accept appointment to an exempt position 
 

Corina 
Pedraza Library Assistant LIBRARY LIB-2015-LA12 CSR 8.07 c 3 Personal 

Business 

Lara Ana Library Assistant LIBRARY LIB-2015-LA13 
 

CSR 8.07 c 3 Personal 
Business 

Wiseman, 
Dara 

Legal Administrative 
Services Manager CAO ATTY-2015-LA01 CSR 8.07 c 5 Exempt 

Appointment 

Roger Prieto Firefighter Fire OFD-2015-LA02 
CSR 8.07 c 3 Personal 

Business 
  

 
RECOMMENDATION:  
Staff recommends that the Civil Service Board approve the requested Leaves of Absence. 
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          Alex Orologas, Assistant to the City Administrator   FROM:     Cynthia Ng (CN) 

            City Administrator’s Office                Human Resource Analyst 
 
SUBJECT:   Animal Care Attendant Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Eric Zuercher to a 
vacant Animal Care Attendant 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.   
 
Eric Zuercher may be provisionally appointed to the classification noted above effective Monday,  
October 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 November 19, 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 Eric Zuercher 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  
(February 23, 2016).  You will receive a notice from this office when 30 days are remaining, which is 
January 22, 2016.  
 
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 November 19, 2015   
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN) 

 Human Resource Analyst 
 
THROUGH: Anil Comelo, DHRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Animal Care Attendant to be 

ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID) 
 
Attached is a request from the City Administrator’s Office to make a provisional appointment to an Animal 
Care Attendant vacancy.  The basis for this request is detailed in the attached Provisional Appointment 
Form as supporting documentation.  
 
An Animal Care Attendant performs cleaning and disinfecting of kennels, wards, cages, equipment and 
other areas of the shelter facility and performing duties related to maintenance and animal care at the animal 
shelter; interacts with the public, provide customer service, and collect fees; handles a wide variety of 
animals in various stages of health and temperament, monitor animals for signs of illness or unusual 
behavior; and humanely handles and identifies shelter animals with appropriate tags or bands.   The 
minimum qualifications for an Animal Care Attendant are:  
 
Education: Equivalent to completion of the eighth grade. 
Experience: Six months verifiable hands-on professional or volunteer experience in the care, feeding and/or 
handling of animals in a facility that cares for and/or houses animals (e.g. animal care/control agency, 
humane society, veterinary hospital, boarding or pet day care facility, or pet store) working principally with 
dogs and coats.   
 
The selected candidate’s combined education and experience meets the minimum qualifications of an 
Animal Care Attendant.  He has extensive experience including more than 15 years of experience at San 
Francisco Animal Care and Control where he has held many positions – Animal Care Attendant, Animal 
Control Officer, Animal Care Supervisor, and Acting Director.  He is currently the Shelter Manager.  He 
also has 10 years of experience as a veterinarian.  He has a Bachelor’s and a Doctor’s degree in Veterinary 
Medicine.   
 
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 October 12, 2015.  
Human Resources Management recommends that the Civil Service Board ratify the provisional appointment 
to this Animal Care Attendant vacancy in the Animal Services Division of the City Administrator’s Office 
beginning on October 26, 2015 and ending on or before February 23, 2016.    

CIVIL SERVICE BOARD 11/19/15

02b PROVISIONAL APPTS 2 of 39



OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015 
 
AREA REQUESTED 
 
POSITION: Animal Care Attendant 
DEPARTMENT: City Administrator’s Office 
APPOINTMENT DURATION: 120 days maximum                                                                
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED: N/A                   
DATE PERSONNEL REQUISITION RECEIVED: August 24, 2015                 
CURRENT STATUS OF EXAMINATION: The job announcement was posted on October 12, 
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 is vital to the operation of the Oakland Animal Shelter given the 
immense workload and number of shifts that need coverage.   
 
This provisional appointment is needed to fill one (1) of the remaining four (4) vacancies.  The 
requisition requesting a provisional appointment was approved on October 15, 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 October 12, 2015.  
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
This position is essential to assist with the immediate critical capacity issues at the Oakland Animal 
Shelter.  This provisional appointment is necessary to assist with shift coverage and the immense 
workload. 
 
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:  Non-Oakland Resident    
- Current Employment Status: Not a current City of Oakland employee
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN) 

 Human Resource Analyst 
 
THROUGH: Anil Comelo, DHRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Animal Care Attendant to be 

ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID) 
 
Attached is a request from the City Administrator’s Office to make a provisional appointment to an Animal 
Care Attendant vacancy.  The basis for this request is detailed in the attached Provisional Appointment 
Form as supporting documentation.  
 
An Animal Care Attendant performs cleaning and disinfecting of kennels, wards, cages, equipment and 
other areas of the shelter facility and performing duties related to maintenance and animal care at the animal 
shelter; interacts with the public, provide customer service, and collect fees; handles a wide variety of 
animals in various stages of health and temperament, monitor animals for signs of illness or unusual 
behavior; and humanely handles and identifies shelter animals with appropriate tags or bands.   The 
minimum qualifications for an Animal Care Attendant are:  
 
Education: Equivalent to completion of the eighth grade. 
Experience: Six months verifiable hands-on professional or volunteer experience in the care, feeding and/or 
handling of animals in a facility that cares for and/or houses animals (e.g. animal care/control agency, 
humane society, veterinary hospital, boarding or pet day care facility, or pet store) working principally with 
dogs and coats.   
 
The selected candidate’s combined education and experience meets the minimum qualifications of an 
Animal Care Attendant.  He has more than six years of experience as a Senior Lead for the City and County 
of San Francisco Animal Shelter.  His experience includes cleaning kennels, coordination of animal 
transfers and supervision of euthanasia.  He also has a high school diploma.   
 
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 October 12, 2015.  
Human Resources Management recommends that the Civil Service Board ratify the provisional appointment 
to this Animal Care Attendant vacancy in the Animal Services Division of the City Administrator’s Office 
beginning on October 26, 2015 and ending on or before February 23, 2016.    
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          Alex Orologas, Assistant to the City Administrator   FROM:     Cynthia Ng (CN) 

            City Administrator’s Office                Human Resource Analyst 
 
SUBJECT:   Animal Care Attendant Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Timothy Feldman to 
a vacant Animal Care Attendant 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.   
 
Timothy Feldman may be provisionally appointed to the classification noted above effective Monday,  
October 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 November 19, 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 Timothy Feldman 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  
(February 23, 2016).  You will receive a notice from this office when 30 days are remaining, which is 
January 22, 2016.  
 
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 November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015 
 
AREA REQUESTED 
 
POSITION: Animal Care Attendant 
DEPARTMENT:  City Administrator’s Office 
APPOINTMENT DURATION: 120 days maximum                                                                
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED: N/A                   
DATE PERSONNEL REQUISITION RECEIVED: August 24, 2015                 
CURRENT STATUS OF EXAMINATION: The job announcement was posted on October 12, 
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 is vital to the operation of the Oakland Animal Shelter given the 
immense workload and number of shifts that need coverage.   
 
This provisional appointment is needed to fill one (1) of the remaining four (4) vacancies.  The 
requisition requesting a provisional appointment was approved on October 15, 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 October 12, 2015.  
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
This position is essential to assist with the immediate critical capacity issues at the Oakland Animal 
Shelter.  This provisional appointment is necessary to assist with shift coverage and the immense 
workload. 
 
Attachments:   

Employment Application: Yes 
Personnel Requisition: Yes    
Resume: No         

 
Recruitment and Classification Staff Recommendation, including following pertinent information: 

- Summary of Application Qualifications:   
- Current Residency Status:  Non-Oakland Resident    
- Current Employment Status: Not a current City of Oakland employee
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015  
 
TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria  

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

Civil Service Board Meeting of November 19, 2015 (FMA-2015-PA--) 
 
Attached is a request from the Treasury Bureau of the Finance Department to make a provisional 
appointment to an Assistant Controller vacancy.  The basis for this request is detailed in the attached 
Provisional Appointment Form as supporting documentation.  
 
Under direction in the Finance Department, the Assistant Controller position plans, organizes, directs, and 
reviews programs and activities relating to the management of the City of Oakland's budgetary, accounting 
and financial reporting systems; directs the preparation of mandated and budget reports; directs the 
centralized budget and fiscal analytical services for the City; assists external auditors; reviews and modifies 
grant procedures; trains and supervises assigned staff; and performs related duties as assigned. 
 
The minimum qualifications for Principal Financial Analyst are:  
Education: 
Bachelor's degree from an accredited college or university in accounting, finance, business administration, 
economics, public administration, or a related field. Master’s Degree in Finance, Business Administration, 
Public Administration, or a related field is highly desirable. 
  
Experience: 
Five (5) years of progressively responsible managerial experience in areas of budgeting, accounting, financial 
analysis, and management of financial operations in a government agency, including at least two (2) years of 
supervisory experience. Experience working with other agencies and elected officials is highly desirable. 
 
The selected candidate’s combined education and experience meets the minimum qualifications of a 
Assistant Controller.  He/she is in possession of Bachelor’s Degree in Finance and 17 years of Public Sector 
Finance experience as a Principal Financial Analyst.   
 
Recruitment and Classification will be in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement is scheduled to open shortly.  
 
The Department of Human Resources Management recommends that the Civil Service Board ratify the 
provisional appointment to this Assistant Controller vacancy in the Finance Department beginning on 
October 26, 2015 and ending on or before February 23, 2016.      
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            October 13, 2015 
 
TO:             Katano Kasaine, City Treasurer/Interim CIO      FROM:   Angelina DeMaria 

            City Administrator’s Office                                                      Asst Human Resource Analyst 
 
SUBJECT:   Assistant Controller Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of David Jones to a 
vacant Assistant Controller 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.   
 
David Jones may be provisionally appointed to the classification noted above effective Monday,  
October 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 November 19, 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 David Jones 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 will be 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  
(February 23, 2016).  You will receive a notice from this office when 30 days are remaining, which is 
January 22, 2016.  
 
If you have any questions or need any additional information concerning this provisional appointment, 
please call Angelina DeMaria, Assistant Human Resource Analyst at (510) 238-3413.    
 

 
 
 

 
cc:  File –CSB November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Assistant Controller 
DEPARTMENT: Finance Department                                            
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:         
DATE PERSONNEL REQUISITION RECEIVED: 10/08/2015                   
CURRENT STATUS OF EXAMINATION: The job announcement is scheduled to open soon. After all applicants 
have been assessed, exam development will begin. Upon completion, HRM will move forward with the 
examination and selection process.           
 
JUSTIFICATION: 
 
Reason Needed:  Under direction in the Finance Department, the Assistant Controller position plans, 
organizes, directs, and reviews programs and activities relating to the management of the City of Oakland's 
budgetary, accounting and financial reporting systems; directs the preparation of mandated and budget 
reports; directs the centralized budget and fiscal analytical services for the City; assists external auditors; 
reviews and modifies grant procedures; trains and supervises assigned staff; and performs related duties as 
assigned. 
 
This provisional appointment is needed to fill the one (1) current vacancy.  The requisition requesting a 
provisional appointment was approved and the appointee’s first day of work was October 24, 2015. A 
provisional appointment will allow the work to be performed while an eligibility list is being developed.   
 
Other Alternatives Explored and Eliminated:  
N/A. 
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
A provisional appointment is needed to assume the current vacant position which is responsible for all the day-
to-day operations of the Bureau which include cash and investment management, debt management, and all 
banking activites.    
 
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:  Oakland Resident    
- Current Employment Status: Current City of Oakland employee 
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CITY OF OAKLAND 
Interoffice Memo 

 
HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director  
 

 
DATE:  October 13, 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 Program Analyst II (Selective 

Certification in Workforce Development) to be ratified at Civil Service Board Meeting 
of November 19, 2015 (EWD-2015-PAXX) 

 
    
Attached is a request from the Economic & Workforce Development Department to make a provisional 
appointment to a Program Analyst II (Selective Certification in Workforce Development) vacancy.  The 
basis for this request is detailed in the attached Provisional Appointment Form as supporting documentation.  
 
A Program Analyst II (Selective Certification in Workforce Development) performs program planning, 
research, analysis and development; writes grant proposals and submits applications; implements and 
monitors programs; prepares reports and drafts proposed programs; performs needs assessment; provides 
assistance to community organizations, district boards and citizen advisory bodies; and provides lead 
direction to assigned staff.  The minimum qualifications for Program Analyst II (Selective Certification in 
Workforce Development) are: a bachelor's degree in business or public administration, social work, 
behavioral sciences or a related field from an accredited college or university and three years of relevant 
experience in the particular area of program administration. 
 
The selected candidate meets the minimum qualifications of a Program Analyst II (Selective Certification in 
Workforce Development). 
 
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 October 12, 2015. 
 
I recommend the selected candidate for provisional appointment to this Program Analyst II (Selective 
Certification in Workforce Development) vacancy in the Economic & Workforce Development Department. 
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(Program Analyst II, Selective Cert in Workforce Development)\Provisional_Notice Dept Memo.doc 

CITY OF OAKLAND 
 
 

HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director 

 
DATE:   October 13, 2015 
TO:   Economic & Workforce Development Department 
ATTN:  Donna Howell 
FROM:  Human Resources Management Department 
SUBJECT:  Program Analyst II (Selective Certification in Workforce Development) 

Provisional Appointment 
 
 
  
Attached is your copy of the packet of materials requesting provisional appointment of Kristy Schaffler to 
a vacant Program Analyst II (Selective Certification in Workforce Development) position. 
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service 
Board for ratification at the November 19, 2015 scheduled meeting.   
 
Ms. Schaffler may be provisionally appointed to the classification noted above effective Monday, 
October 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 November 19, 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. Schaffler 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 February 23, 2016.  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 
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Program Analyst II (Selective Certification in Workforce Development)                                      
DEPARTMENT: Economic & Workforce Development                                       
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:   N/A  
DATE PERSONNEL REQUISITION RECEIVED: 7/13/15                  
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 8/17/15.  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 workforce development operations for the EWD Department. 
   
 
Attachments:  
N/A 

          
Recruitment and Classification Staff Recommendation, including following pertinent information: 

- Summary of Application Qualifications   
- Current Residency Status:   An Oakland Resident   
- Current Employment Status:   Not a current City of Oakland employee
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015  
 
TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria  

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

Civil Service Board Meeting of November 19, 2015 (FMA-2015-PA--) 
 
Attached is a request from the Treasury Bureau of the Finance Department to make a provisional 
appointment to a Financial Analyst vacancy.  The basis for this request is detailed in the attached 
Provisional Appointment Form as supporting documentation.  
 
The Financial Analyst position provides revenue and expenditure forecasts for development of the City's 
budget and fiscal policies; and provides analysis and recommendations on legislation, financial, and 
budgetary issues affecting the City of Oakland. 
 
The minimum qualifications for Financial Analyst are:  
Education: 
A Bachelor's degree from an accredited college or university in public or business administration, 
economics, finance, or closely related field.  Master's degree may be substituted for one year of 
experience. 
 
Experience: 
Five years of increasingly responsible experience with computerized financial analysis, forecasting, and 
budgeting in local government or another fiscally complex organization. 
 
The selected candidate’s combined education and experience meets the minimum qualifications of a 
Financial Analyst.  He/she is in possession of Bachelor’s Degree in Economics and 10 years of Public 
Finance experience including serving as a Member of Board of Directors for different investment 
companies.  
 
Recruitment and Classification will be in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement is scheduled to open on November  
16, 2015 and close on December 1, 2015.  
 
The Department of Human Resources Management recommends that the Civil Service Board ratify the 
provisional appointment to this Financial Analyst vacancy in the Finance Department beginning on October 
26, 2015 and ending on or before February 23, 2016.      
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            October 13, 2015 
 
TO:             Katano Kasaine, City Treasurer/Interim CIO      FROM:   Angelina DeMaria 

            City Administrator’s Office                                                      Asst Human Resource Analyst 
 
SUBJECT:   Finance Analyst Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Jacqueline Lee to a 
vacant Financial 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.   
 
Jacqueline Lee may be provisionally appointed to the classification noted above effective Monday,  
October 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 November 19, 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 Jacqueline Lee that to be considered for permanent appointment, she 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 will be 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  
(February 23, 2016).  You will receive a notice from this office when 30 days are remaining, which is 
January 22, 2016.  
 
If you have any questions or need any additional information concerning this provisional appointment, 
please call Angelina DeMaria, Assistant Human Resource Analyst at (510) 238-3413.    
 

 
 
 

 
cc:  File –CSB November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Financial Analyst 
DEPARTMENT: Finance Department                                            
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:         
DATE PERSONNEL REQUISITION RECEIVED: 10/08/2015                   
CURRENT STATUS OF EXAMINATION: The job announcement is scheduled to open November 16, 2015 
and close on December 1, 2015. After all applicants have been assessed, exam development will begin. 
Upon completion, HRM will move forward with the examination and selection process.           
 
JUSTIFICATION: 
 
Reason Needed:  The Financial Analyst position is responsible for providing revenue and expenditure 
forecasts for development of the City's budget and fiscal policies; and providing analysis and 
recommendations on legislation, financial, and budgetary issues affecting the City of Oakland. 
 
This provisional appointment is needed to fill the one (1) current vacancy.  The requisition requesting 
a provisional appointment was approved and the appointee’s first day of work was October 24, 2015. 
A provisional appointment will allow the work to be performed while an eligibility list is being 
developed.   
 
Other Alternatives Explored and Eliminated:  
N/A. 
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
A provisional appointment at this time will allow for continuous seamless operations to assist in debt 
management for the City.   
 
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:  Non-Oakland Resident    
- Current Employment Status: Current Exempt Limited Duration City of Oakland employee 
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015  
 
TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria  

  Assistant Human Resource Analyst 
THROUGH: Anil Comelo, DHRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Principal Financial Analyst to be 

ratified at Civil Service Board Meeting of November 19, 2015 (FMA-2015-PA--) 
 
Attached is a request from the Treasury Bureau of the Finance Department to make a provisional appointment 
to a Principal Financial Analyst vacancy.  The basis for this request is detailed in the attached Provisional 
Appointment Form as supporting documentation.  
 
Under direction, the Principal Financial Analyst position uses a full range of technical, professional and 
supervisory skills to prepare revenue and expenditure analyses within various departments; oversees the fiscal 
activities and services of a department; plans and coordinates budgeting, accounting, internal auditing, revenue 
collection, payroll preparation, and verification, purchasing, contractual agreements and grant administration; 
prepares financial analyses and fiscal reports on matters affecting revenue and expenditures; supervise and 
train assigned staff; and perform related duties as assigned.  
 
The minimum qualifications for Principal Financial Analyst are:  
Education:  
A Bachelor’s degree from an accredited college or university in business or public administration, economics, 
finance, accounting or closely related field.  
 
Experience: 
Five (5) years progressively responsible experience performing computerized financial analysis, forecasting or 
budgeting in local government or other fiscally complex organization including one (1) year of experience in a 
supervisory or lead role.  
 
The selected candidate’s combined education and experience meets the minimum qualifications of a Principal 
Financial Analyst.  He/she is in possession of Bachelor’s Degree in Business Administration and 7 years of Public 
Sector Finance experience as well as over 9 years of private Financial Analyst work experience.  
 
Recruitment and Classification will be in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement is scheduled to open on November 16, 
2015 and close on December 1, 2015.  
 
The Department of Human Resources Management recommends that the Civil Service Board ratify the 
provisional appointment to this Principal Financial Analyst vacancy in the Finance Department beginning on 
October 26, 2015 and ending on or before February 23, 2016.      
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            October 22, 2015 
 
TO:             Katano Kasaine, City Treasurer/Interim CIO      FROM:   Angelina DeMaria 

            City Administrator’s Office                                                      Asst Human Resource Analyst 
 
SUBJECT:   Principal Finance Analyst Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Dawn Hort to a 
vacant Principal Financial 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.   
 
Dawn Hort may be provisionally appointed to the classification noted above effective Monday,  
October 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 November 19, 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 Dawn Hort that to be considered for permanent appointment, she 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 will be 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  
(February 23, 2016).  You will receive a notice from this office when 30 days are remaining, which is 
January 22, 2016.  
 
If you have any questions or need any additional information concerning this provisional appointment, 
please call Angelina DeMaria, Assistant Human Resource Analyst at (510) 238-3413.    
 

 
 
 

 
cc:  File –CSB November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Principal Financial Analyst 
DEPARTMENT: Finance Department                                            
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:         
DATE PERSONNEL REQUISITION RECEIVED: 10/22/2015                   
CURRENT STATUS OF EXAMINATION: The job announcement is scheduled to open November 16, 2015 and 
close on December 1, 2015. After all applicants have been assessed, exam development will begin. Upon 
completion, HRM will move forward with the examination and selection process.           
 
JUSTIFICATION: 
 
Reason Needed:  The Principal Financial Analyst position uses a full range of technical, professional and 
supervisory skills to prepare revenue and expenditure analyses within various departments; oversees the 
fiscal activities and services of a department; plans and coordinates budgeting, accounting, internal 
auditing, revenue collection, payroll preparation, and verification, purchasing, contractual agreements and 
grant administration; prepares financial analyses and fiscal reports on matters affecting revenue and 
expenditures; supervise and train assigned staff; and perform related duties as assigned. 
 
This provisional appointment is needed to fill the one (1) current vacancy.  The requisition requesting a 
provisional appointment was approved and the appointee’s first day of work was October 24, 2015. A 
provisional appointment will allow the work to be performed while an eligibility list is being developed.   
 
Other Alternatives Explored and Eliminated:  
N/A. 
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
A provisional appointment at this time will allow for continuous seamless operation of the Treasury Bureau and 
insure the maintenance of the City’s financial stability as viewed by capital markets.    
 
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:  Non-Oakland Resident    
- Current Employment Status: Current City of Oakland employee 
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CITY OF OAKLAND 
Interoffice Memo 

 
DEPARMENT OF HUMAN RESOURCES MANAGEMENT 
Anil Comelo, Director  
 

 
DATE:                   11/19/2015  
TO:        The Honorable Civil Service Board  
ATTN:                Anil Comelo, Director 
          Department of Human Resources Management 
THROUGH:         Kip Walsh, Human Resources Manager 
FROM:         Montrice Goodman, Senior Human Resource Analyst  
SUBJECT: Request for Provisional Appointment in Classification of Forensic Technician to be 

ratified at Civil Service Board Meeting of 11/19/15 
 
    
Attached is a request from the Oakland Police Department’s Criminalistics Division to make a provisional 
appointment to a Forensic Technician vacancy.  The basis for this request is detailed in the attached 
Provisional Appointment Form as supporting documentation.  
 
A Forensic Technician is primarily responsible for assisting in the performance of physical and chemical 
analysis required in scientific criminal investigation; casework support, including forensic database 
maintenance related duties; write reports regarding work performed and may be required to testify in courts 
of law. The minimum qualifications for Forensic Technician are: graduation from an accredited college or 
university with a Bachelor’s degree in Criminalistics or a closely related physical or natural science which 
must include the successful completion of a minimum of 17 semester (or equivalent 25.5 quarter) units of 
chemistry coursework, including laboratory, covering general chemistry, organic chemistry and quantitative 
analysis.  No experience is required. 
 
The selected candidate meets the minimum qualifications of a Forensic Technician.  Their experience 
includes a Bachelor’s degree from an accredited university in Human Biology and eleven months laboratory 
work experience in which nine were in a crime lab.  The candidate also has 45 quarter units of chemistry 
and biochemistry coursework, including laboratories.   
 
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 October 19, 2015. 
 
I recommend the selected candidate for provisional appointment to this Forensic Technician vacancy in the 
Oakland Police Department’s Criminalistics Division.   
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CITY OF OAKLAND 
 
 

DEPARTMENT OF HUMAN RESOURCES MANAGEMENT 
Anil Comelo, Director 

 
DATE:           11/19/15 
TO: Oakland Police Department, Criminalistics’ Division 
ATTN: Apryl Belland-Smith, Administrative Analyst II 
FROM: Department of Human Resources Management 
SUBJECT: Forensic Technician Provisional Appointment 
 
 
  
Attached is your copy of the packet of materials requesting provisional appointment of Monica Dyer 
to a vacant Forensic Technician position.    
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service 
Board for ratification at the November 2015 scheduled meeting.   
 
Monica Dyer may be provisionally appointed to the classification noted above effective Monday, 
October 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 11/19/15 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 Monica Dyer 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 February 23, 2016.  You will receive a notice 
from this office when 30 days are remaining.  
 
Please call me at (510) 238-3849 if you have any questions or need any additional information 
concerning this provisional appointment.   
 

 
 
Montrice Goodman 
Senior Human Resource Analyst 
 

 
cc:       File –CSB 11/19/15  

Payroll  
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Forensic Technician                                           
DEPARTMENT: Oakland Police Department, Criminalistics Division                                       
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:  December 11, 2013                   
DATE PERSONNEL REQUISITION RECEIVED: September 17, 2015                 
CURRENT STATUS OF EXAMINATION:  The job announcement was opened on October 19, 
2015 and is scheduled to close on November 6, 2015.           
 
JUSTIFICATION: 
 
Reason Needed: 
 
This provisional appointment is needed to fill one (1) current vacancy in the Oakland Police 
Department. Grant funding has been allocated to hire a Forensic Technician position which is critical 
for OPD to maintain operations responsible for reducing the number of cases in their backlog in which 
DNA analysis are conducted on biological evidence.   
 
The requisition requesting a provisional appointment was approved on October 12, 2015.  A 
provisional appointment will allow the work to be performed while an eligibility list is being 
developed.   
 
Other Alternatives Explored and Eliminated:  
None.  In the absence of an eligibility list and in light of the need to perform the work that is grant 
funded, there is an urgent need to provisionally fill this vacancy. 
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
The department will not have personnel to perform the necessary duties related to this position.  The 
City will not be utilizing the grant funds intended to assist laboratories in reducing their caseload.   
 
Attachments:  

          
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
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CITY OF OAKLAND 
Interoffice Memo 

 
HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director  
 

 
DATE:  November 2, 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 Project Manager II (Selective 

Certification in Information Technology) to be ratified at Civil Service Board Meeting 
of November 19, 2015 (ITD-2015-PAXX) 

 
    
Attached is a request from the Information Technology Department to make a provisional appointment to a 
Project Manager II (Selective Certification in Information Technology) vacancy.  The basis for this request 
is detailed in the attached Provisional Appointment Form as supporting documentation.  
 
A Project Manager II (Selective Certification in Information Technology) uses a full range of professional 
and supervisory level skills to organize, manage and direct the work of a medium-sized City project 
requiring input from at least one department or the community; consults with the user department’s 
executive management staff; prepares short and long-range plans; and trains and supervises assigned staff.  
The minimum qualifications for Project Manager II (Selective Certification in Information Technology) are: 
a bachelor's degree from an accredited college or university in public or business administration or other 
relevant degree for particular project assignment AND three (3) years of progressively responsible 
experience in area(s) related to the particular project assignment. 
 
The selected candidate meets the minimum qualifications of a Project Manager II (Selective Certification in 
Information Technology). 
 
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 November 2, 2015. 
 
I recommend the selected candidate for provisional appointment to this Project Manager II (Selective 
Certification in Information Technology) vacancy in the Information Technology Department. 
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CITY OF OAKLAND 
 
 

HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director 

 
DATE:   November 2, 2015 
TO:   Information Technology Department 
ATTN:  Cynthia Perkins 
FROM:  Human Resources Management Department 
SUBJECT:  Project Manager II (Selective Certification in Information Technology) 

Provisional Appointment 
 
 
  
Attached is your copy of the packet of materials requesting provisional appointment of Kirke Curtis to a 
vacant Project Manager II (Selective Certification in Information Technology) position. 
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service 
Board for ratification at the November 19, 2015 scheduled meeting.   
 
Mr. Curtis may be provisionally appointed to the classification noted above effective Monday, 
November 9, 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 November 19, 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 Mr. Curtis that to be considered for permanent appointment, he 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 March 8, 2016.  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 
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Project Manager II (Selective Certification in Information Technology) 
DEPARTMENT: Information Technology                                       
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:   N/A  
DATE PERSONNEL REQUISITION RECEIVED: 9/29/15                  
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 11/2/15.  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 direction of overall department operations within Information Technology.    
 
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:   A current City of Oakland employee
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CITY OF OAKLAND 
Interoffice Memo 

 
HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director  
 

 
DATE:  October 13, 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 Program Analyst II (Selective 

Certification in Workforce Development) to be ratified at Civil Service Board Meeting 
of November 19, 2015 (EWD-2015-PAXX) 

 
    
Attached is a request from the Economic & Workforce Development Department to make a provisional 
appointment to a Program Analyst II (Selective Certification in Workforce Development) vacancy.  The 
basis for this request is detailed in the attached Provisional Appointment Form as supporting documentation.  
 
A Program Analyst II (Selective Certification in Workforce Development) performs program planning, 
research, analysis and development; writes grant proposals and submits applications; implements and 
monitors programs; prepares reports and drafts proposed programs; performs needs assessment; provides 
assistance to community organizations, district boards and citizen advisory bodies; and provides lead 
direction to assigned staff.  The minimum qualifications for Program Analyst II (Selective Certification in 
Workforce Development) are: a bachelor's degree in business or public administration, social work, 
behavioral sciences or a related field from an accredited college or university and three years of relevant 
experience in the particular area of program administration. 
 
The selected candidate meets the minimum qualifications of a Program Analyst II (Selective Certification in 
Workforce Development). 
 
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 October 12, 2015. 
 
I recommend the selected candidate for provisional appointment to this Program Analyst II (Selective 
Certification in Workforce Development) vacancy in the Economic & Workforce Development Department. 
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CITY OF OAKLAND 
 
 

HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director 

 
DATE:   October 13, 2015 
TO:   Economic & Workforce Development Department 
ATTN:  Donna Howell 
FROM:  Human Resources Management Department 
SUBJECT:  Program Analyst II (Selective Certification in Workforce Development) 

Provisional Appointment 
 
 
  
Attached is your copy of the packet of materials requesting provisional appointment of Kristy Schaffler to 
a vacant Program Analyst II (Selective Certification in Workforce Development) position. 
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service 
Board for ratification at the November 19, 2015 scheduled meeting.   
 
Ms. Schaffler may be provisionally appointed to the classification noted above effective Monday, 
October 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 November 19, 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. Schaffler 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 February 23, 2016.  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 
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Program Analyst II (Selective Certification in Workforce Development)                                      
DEPARTMENT: Economic & Workforce Development                                       
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:   N/A  
DATE PERSONNEL REQUISITION RECEIVED: 7/13/15                  
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 8/17/15.  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 workforce development operations for the EWD Department. 
   
 
Attachments:  
N/A 

          
Recruitment and Classification Staff Recommendation, including following pertinent information: 

- Summary of Application Qualifications   
- Current Residency Status:   An Oakland Resident   
- Current Employment Status:   Not a current City of Oakland employee
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CITY OF OAKLAND 
Interoffice Memo 

 
HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director  
 

 
DATE:  October 13, 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 Program Analyst III (Selective 

Certification in Workforce Development) to be ratified at Civil Service Board Meeting 
of November 19, 2015 (EWD-2015-PAXX) 

 
    
Attached is a request from the Economic & Workforce Development Department to make a provisional 
appointment to a Program Analyst III (Selective Certification in Workforce Development) vacancy.  The 
basis for this request is detailed in the attached Provisional Appointment Form as supporting documentation.  
 
A Program Analyst III (Selective Certification in Workforce Development) directs or performs program 
planning, research, analysis and development; negotiates and administers contracts; writes grant proposals 
and submits applications; implements and monitors programs; prepares reports and drafts proposed 
programs; performs needs assessment; provides assistance to community organizations, district boards and 
citizen advisory bodies; and supervises assigned staff.  The minimum qualifications for Program Analyst III 
(Selective Certification in Workforce Development) are: a bachelor's degree in business or public 
administration, social work, behavioral sciences or a related field from an accredited college or university 
and four years of relevant experience in the particular area of program administration, including one year of 
lead direction or supervisory experience. 
 
The selected candidate meets the minimum qualifications of a Program Analyst III (Selective Certification 
in Workforce Development). 
 
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 October 12, 2015. 
 
I recommend the selected candidate for provisional appointment to this Program Analyst III (Selective 
Certification in Workforce Development) vacancy in the Economic & Workforce Development Department. 
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CITY OF OAKLAND 
 
 

HUMAN RESOURCES MANAGEMENT DEPARTMENT 
Anil Comelo, Director 

 
DATE:   October 13, 2015 
TO:   Economic & Workforce Development Department 
ATTN:  Donna Howell 
FROM:  Human Resources Management Department 
SUBJECT:  Program Analyst III (Selective Certification in Workforce Development) 

Provisional Appointment 
 
 
  
Attached is your copy of the packet of materials requesting provisional appointment of Lindsay Honorata 
to a vacant Program Analyst III (Selective Certification in Workforce Development) position. 
 
Your request has been approved by the Personnel Director and will be forwarded to the Civil Service 
Board for ratification at the November 19, 2015 scheduled meeting.   
 
Ms. Honorata may be provisionally appointed to the classification noted above effective Monday, 
October 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 November 19, 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. Honorata 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 February 23, 2016.  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 
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Program Analyst III (Selective Certification in Workforce Development)                                  
DEPARTMENT: Economic & Workforce Development                                       
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:   N/A  
DATE PERSONNEL REQUISITION RECEIVED: 7/13/15                  
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 8/17/15.  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 workforce development operations for the EWD Department. 
   
 
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:   A current City of Oakland employee
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015  
 
TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria  

 Assistant Human Resource Analyst 
 
THROUGH: Anil Comelo, DHRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Manager, Inspection Services to be 

ratified at Civil Service Board Meeting of November 19, 2015 (PBD-2015-PA01) 
 
Attached is a request from the Planning and Building Department to make a provisional appointment to a 
Manager, Inspection Services vacancy.  The basis for this request is detailed in the attached Provisional 
Appointment Form as supporting documentation.  
 
Under administrative direction in the Planning & Building Department, the Inspection Services Manager 
position assists with planning, organizing, and managing a residential, commercial and industrial building 
code enforcement and inspection program to ensure compliance with federal, state and municipal building 
codes and ordinances; trains and supervises assigned staff; and performs related work as required. 
 
The minimum qualifications for Manager, Inspection Services are:  
 
Education: Bachelor’s degree from an accredited college or university in civil engineering, architecture, 
construction management or a closely related field.   
 
Experience: Four (4) years of responsible management experience as a chief building official, unit 
supervisor or division manager in building inspection services and code enforcement. 
 
The selected candidate’s combined education and experience meets the minimum qualifications of a 
Inspection Services Manager.  He/she is in possession of 18 years of experience in Building Inspection 
which includes residential and commercial projects, code and zoning enforcement, policy writing and 
supervision of Inspection Staff.     
 
Recruitment and Classification will be in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement opened on October 19, 2015 and 
closed on October 30, 2015.  
 
The Department of Human Resources Management recommends that the Civil Service Board ratify the 
provisional appointment to this Program Analyst III vacancy in the Planning and Building Department 
beginning on October 24, 2015 and ending on or before February 21, 2016.      
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            October 23, 2015 
 
TO:          Melanie Cockerham, Administrative Analyst II     FROM:     Angelina DeMaria  

            Planning & Building Department                                             Asst Human Resource Analyst 
 
SUBJECT:   Manager, Inspection Services Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Allene (Marie) 
Taylor to a vacant Manager, Inspection Services 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.   
 
Marie Taylor may be provisionally appointed to the classification noted above effective Saturday, October 
24, 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 November 19th 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 Marie Taylor that to be considered for permanent appointment, she 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  
(February 21, 2016).  You will receive a notice from this office when 30 days are remaining, which is 
January 22, 2015.  
 
If you have any questions or need any additional information concerning this provisional appointment, 
please call Angelina DeMaria, Assistant Human Resource Analyst at (510) 238-3413.    
 

 
 
 
 

 
 
cc:  File – CSB November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015  
 
AREA REQUESTED 
 
POSITION: Manager, Inspection Services 
DEPARTMENT: Planning & Building Department                                            
APPOINTMENT DURATION:     120 days maximum_______                                                                
                                                                 
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED:         
DATE PERSONNEL REQUISITION RECEIVED: 07/31/2015                   
CURRENT STATUS OF EXAMINATION: The job announcement opened on October 19, 2015 
and closed on October 30, 2015. After all applicants have been assessed, exam development will 
begin. Upon completion, HRM will move forward with the examination and selection process.           
 
JUSTIFICATION: 
 
Reason Needed:  The Inspection Services Manager position is responsible for planning, directing and 
evaluating the work of subordinate staff as related to inspection services, the permit service center and 
code enforcement operations.   
 
This provisional appointment is needed to fill the one (1) current vacancy.  The requisition requesting a 
provisional appointment was approved and the appointee’s first day of work will be October 24, 2015.  
A provisional appointment will allow the work to be performed while an eligibility list is being 
developed.   
 
Other Alternatives Explored and Eliminated:  
N/A. 
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
A provisional appointment at this time will prevent an interruption of service delivery and maintain 
critical oversight of daily operations within the Permit Service Center.  
 
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:  Non-Oakland Resident    
- Current Employment Status: Current Exempt Limited Duration City of Oakland employee
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN) 

 Human Resource Analyst 
 
THROUGH: Anil Comelo, DHRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Recreation Program Director to be 

ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID) 
 
Attached is a request from Oakland Parks and Recreation to make a provisional appointment to a Recreation 
Program Director vacancy.  The basis for this request is detailed in the attached Provisional Appointment 
Form as supporting documentation.  
 
A Recreation Program Director provides leadership for community based recreational programs and 
activities; and assists in the management of a recreation facility or city-wide program.  The current position 
oversees Outdoor Recreation/Programs-Without-Borders (PWB).  The Recreation Program Director will 
provide oversight of PWB, create and manage group outings, coordinate the recruiting, training and 
supervising of part-time instructors.  The minimum qualifications for Recreation Program Director are:  
 
Education: A Bachelor’s degree in recreation or a related field. 
Experience: One year of paid or volunteer experience in one or more areas of recreation programming or a 
related field.     
 
The selected candidate’s combined education and experience meets the minimum qualifications of a 
Recreation Program Director.  Her current experience includes coordinating and running the Outdoor 
Adventures program (youth boating, rock climbing, camping, hiking and other outdoor activities) and 
coordination of boating programs and events.     
 
Recruitment and Classification is in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement is anticipated to open on  
November 2, 2015.  Human Resources Management recommends that the Civil Service Board ratify the 
provisional appointment to this Recreation Program Director vacancy in Oakland Parks and Recreation 
beginning on November 9, 2015 and ending on or before March 8, 2016.    

CIVIL SERVICE BOARD 11/19/15

02b PROVISIONAL APPTS 34 of 39



 
 
 

 

MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          Robert Davila, Administrative Services Manager II   FROM:     Cynthia Ng (CN) 

            Oakland Parks & Recreation                Human Resource Analyst 
 
SUBJECT:   Recreation Program Director Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Megan Seccombe to 
a vacant Recreation Program Director 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.   
 
Megan Seccombe may be provisionally appointed to the classification noted above effective Monday,  
November 9, 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 November 19, 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 Megan Seccombe that to be considered for permanent appointment, she 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  
(March 8, 2016).  You will receive a notice from this office when 30 days are remaining, which is  
February 5, 2016. 
 
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 November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015 
 
AREA REQUESTED 
 
POSITION: Recreation Program Director 
DEPARTMENT:  Oakland Parks & Recreation 
APPOINTMENT DURATION: 120 days maximum                                                                
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED: May 15, 2015                  
DATE PERSONNEL REQUISITION RECEIVED: September 15, 2015                 
CURRENT STATUS OF EXAMINATION: We anticipate that the job announcement will post on 
November 2, 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 is vital to the operation of Oakland Parks & Recreation to have this 
position occupied while the recruitment is in process.  The Recreation Program Director position will 
provide oversight of OPR’s Programs-Without-Borders (PWB), create and manage group outings, 
coordinate the recruiting, training and supervising of part-time instructors.  This position is revenue 
generating.   
 
This provisional appointment is needed to fill one (1) current vacancy.  The requisition requesting a 
provisional appointment was approved on October 23, 2015.  A provisional appointment will allow the 
work to be performed while an eligibility list is being developed.  
 
Other Alternatives Explored and Eliminated:  
 
It is anticipated that the job announcement will be posted on November 2, 2015.  
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
This position is essential for OPR to generate revenue and provide staff oversight.     
 
Attachments:   

Employment Application: Yes 
Personnel Requisition: Yes    
Resume: No         

 
Recruitment and Classification Staff Recommendation, including following pertinent information: 

- Summary of Application Qualifications:   
- Current Residency Status:  Oakland Resident    
- Current Employment Status: Current City of Oakland employee
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN) 

 Human Resource Analyst 
 
THROUGH: Anil Comelo, DHRM Director 
  Secretary to the Board 
 
THROUGH: Kip Walsh, Recruitment & Classification Manager 
 
SUBJECT:   Request for Provisional Appointment in Classification of Recreation Specialist II, PPT 

(Community Gardens) to be ratified at Civil Service Board Meeting of November 19, 2015 
(Civil Service ID) 

 
Attached is a request from Oakland Parks and Recreation to make a provisional appointment to a Recreation 
Specialist II, PPT (Community Gardens) vacancy.  The basis for this request is detailed in the attached 
Provisional Appointment Form as supporting documentation.  
 
A Recreation Specialist II, PPT provides skilled instruction in sports, art, crafts, drama, music, dance, nature 
or other specialized area of interest; offers the opportunity for children, youth, and adults to participate in a 
variety of specialized activities.  This position requires an advanced skill level and teaching expertise.  The 
current position will provide skilled instruction in Community Gardening and facilitate various programs.  
The minimum qualifications for Recreation Specialist II, PPT (Community Gardens) are:  
 
Education: A Bachelor’s degree in recreation or a related field. 
Experience: A minimum of two years professional level experience, paid or volunteer, and demonstrated 
ability to teach advanced skills in the specialized area of interest.  The specialized area of interest for this 
position is Community Gardening.  
 
The selected candidate’s combined education and experience meets the minimum qualifications of a 
Recreation Specialist II, PPT (Community Gardening).  Her experience includes currently organizing and 
facilitating all activities in OPR’s gardens.  She manages the gardens and relations with the community and 
organizations.   
 
Recruitment and Classification is in the process of administering a Civil Service Examination to 
permanently fill this vacancy within 120 days. The job announcement is anticipated to open on  
November 2, 2015.  Human Resources Management recommends that the Civil Service Board ratify the 
provisional appointment to this Recreation Program Director vacancy in Oakland Parks and Recreation 
beginning on November 9, 2015 and ending on or before March 8, 2016.    
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MEMORANDUM 
     CITY OF OAKLAND 

 
DATE:            November 19, 2015 
 
TO:          Robert Davila, Administrative Services Manager II   FROM:     Cynthia Ng (CN) 

            Oakland Parks & Recreation                Human Resource Analyst 
 
SUBJECT:   Recreation Specialist II, PPT Provisional Appointment 
 
Attached is your copy of the packet of materials requesting provisional appointment of Karen Francis to a 
vacant Recreation Specialist II, PPT (Selective Certification – Community Gardens) 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.   
 
Karen Francis may be provisionally appointed to the classification noted above effective Monday,  
November 9, 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 November 19, 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 Karen Francis that to be considered for permanent appointment, she 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  
(March 8, 2016).  You will receive a notice from this office when 30 days are remaining, which is  
February 5, 2016.  
 
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 November 19, 2015   
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OAKLAND CIVIL SERVICE BOARD 
PROVISIONAL APPOINTMENT REQUEST 

 
SCHEDULED MEETING DATE FOR CONSIDERATION: November 19, 2015 
 
AREA REQUESTED 
 
POSITION: Recreation Specialist II, PPT (Community Gardens) 
DEPARTMENT:  Oakland Parks & Recreation 
APPOINTMENT DURATION: 120 days maximum                                                                
 
STATUS OF RECRUITMENT AND EXAMINATION PROCESS 
 
DATE ELIGIBLE LIST EXPIRED OR WAS EXHAUSTED: May 15, 2015                  
DATE PERSONNEL REQUISITION RECEIVED: September 28, 2015                 
CURRENT STATUS OF EXAMINATION: We anticipate that the job announcement will post on 
November 2, 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 is vital to the operation of Oakland Parks & Recreation to have this 
position occupied while the recruitment is in process.  The Recreation Specialist II, PPT position will 
provide oversight of OPR’s community gardens, which feature 23 sites with youth gardening facilities.     
 
This provisional appointment is needed to fill one (1) current vacancy.  The requisition requesting a 
provisional appointment was approved on October 23, 2015.  A provisional appointment will allow the 
work to be performed while an eligibility list is being developed.  
 
Other Alternatives Explored and Eliminated:  
 
It is anticipated that the job announcement will be posted on November 2, 2015.  
 
IMPACT IF REQUESTS ARE NOT APPROVED (i.e., services, fiscal, other): 
 
This position is essential for OPR to provide oversight of OPR’s community gardens.    
 
Attachments:   

Employment Application: Yes 
Personnel Requisition: Yes    
Resume: No         

 
Recruitment and Classification Staff Recommendation, including following pertinent information: 

- Summary of Application Qualifications:   
- Current Residency Status:  Oakland Resident    
- Current Employment Status: Current City of Oakland PT employee
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MEMORANDUM 
 

DATE: November 19, 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 Information Systems Specialist I, 

Information Systems Specialist II, Information Systems Specialist III, and 
Information Systems Supervisor 

Based upon a classification review at the request of the Information Technology Department 
(ITD), staff has proposed revising and re-titling the Information Systems Specialist I, 
Information Systems Specialist II, and Information Systems Specialist III classification 
specifications and revising the Information Systems Supervisor classification specification. All 
were established in the early 1990’s.  

It is critical to re-title the Microcomputer Systems Specialist series. “Microcomputer” is an 
outdated term, and the word will be replaced by “Information” for the whole series. The series 
will now to be called Information Systems Specialists, which should facilitate better recruitment 
processes and attract the most appropriate candidates with background and expertise in the 
applicable field. 

A variety of modifications have been proposed to the four classifications:  
 New language has been added to align them with the current classification specification 

template.  
 Major modifications have been made to the Examples of Duties and Knowledge and 

Abilities sections to better characterize the work and required knowledge and skills.  
 Major refinements have been made to the Definition and Distinguishing Characteristics 

sections. 
 The Education section has been revised to include more applicable fields. 
 The Experience section has been changed to include explicit substitution patterns.  

There are several vacancies in each classification. Recruitment and selection processes will be 
initiated in the near future to fill the positions.  

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposed revisions to the classification specification. City staff and union 
representatives met on October 22, 2015, and agreed to minor modifications during that meeting. 
There are no objections to the proposed revisions.     

Additionally, no determination has been rendered yet regarding the “common class” status of the 
Information Systems series. Planning is currently underway for the “Common Class” Project, 
which will begin in early 2016. 
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CIVIL SERVICE BOARD 
Subject: Classification Specifications for the Information Technology Department 
Date: November 19, 2015  Page 2 
 
Staff recommends that the Civil Service Board approve the classification specifications (and 
revised titles) for Information Systems Specialist I, Information Systems Specialist II, 
Information Systems Specialist III, and Information Systems Supervisor as amended. 
Attachments:  Revised classification specifications for Information Systems Specialist I, Information Systems 

Specialist II, Information Systems Specialist III, and Information Systems Supervisor  
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DEFINITION 

Under the general direction in the Office of Information Technology Department (ITD), assists 

in the installation of microcomputer hardware and software; assists in the connection of 

microcomputers in City departments to mid-range computers and local area networks; enhances 

new and existing microcomputer systems and software; provides appropriate trainingassists with 

providing day-to-day technical support for network infrastructure and internal desktop systems 

software and hardware by way of installing, organizing and supporting the City’s computer 

systems, including end-user computing devices, mobile devices, virtual clients, local area 

networks/wide area networks (LANs/WANs),  and other information systems; installs, 

configures and troubleshoots desktop systems, workstations, and first level network issues in a 

heterogeneous environment; assists with recommending hardware and software solutions, 

including new acquisitions and upgrades; may assist with or provide training designed to educate 

computer users about basic and specialized applications; and performs related duties as assigned.  

 

DISTINGUISHING CHARACTERISTICS 

This is an entry level classification in the Information Systems Specialist series.  Incumbents 

may connect microcomputers to larger systems and/or serve as Network Administrators for small 

to medium local area networks.  Incumbents assist within the analysis, configuration, installation, 

and support of microcomputers and personal computers and mobile computing devices, software, 

and networks in City Ddepartments and receive assignments that are routine in nature.  This 

classification differs from Microcomputer Information Systems Specialist II in that the latter 

works independently on moderate to difficult projects.  

Incumbents in this position may receive lead direction or direct supervision from an 

Microcomputer Information Systems Specialist III, section supervisor or the division manager. 

 

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

Assist within the analysis, configuration, and installation, configuration, and maintenance of 

workstations, peripheral devices and mobile computing equipment; replace components and test 

equipment; help analyze microcomputerdesktop/laptop hardware systems and application 

software to meet both current and future user requirements; document system installations or 

modifications. 

Provide technical support to departments. assistance to end -users in the use and operation of 

computer systems hardware and software; assist users with computer problems, debugging of 

software or equipment malfunctions. 

 

 

 

 
MICROCOMPUTER INFORMATION 

SYSTEMS SPECIALIST I 

Class Code: AP242 FTE  Civil Service Classified 
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Install, configure, monitor and maintain desktops, laptops, mobile devices and software, 

including operating system releases, enhancements and/or application software  

Assist in the procurement of new equipment, software, and peripherals based upon the needs of 

the department; assemble, test and deliver equipment to end-users; retrieve surplus equipment. 

Assist in the connection of microcomputers to mid-range systemsend- user devices and in local 

area networks; assist in the administration of local area networks. 

Customize computer software packages. 

Analyze Troubleshoot and document computer hardware and/or software problems; resolve 

problems; and take steps to avoid similar or recurring problems. 

Write simple scripts, macros, andor batch files. 

Serve as liaison between the Information Technology Department Office of Corporate 

Information Services and user departments. 

Customize computer software packages. 

Keep abreast of rapidly changing technologies through publications, seminars and vendor 

exhibits. 

May develop, coordinate and conduct training in computer applications and operations; assist 

with analyzing training and/or application needs; prepare technical materials and computer 

training for end users; assist with evaluating program results; assist in coordinating training 

programs with outside training providers. 

Serve as a resource in information systems technology; keep abreast of emerging technologies. 

Assist in the preparation of technical documentation and training manuals. 

Train users in both group and one-on-one sessions. 

May help assess and recommend new technologies and/or products based on the needs of the 

department and to enhance employee productivity and performance.  

 

Provide technical support to departments. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Principles and practices related to personal computer and mobile computing equipment 

hardware and software products and diagnostic methods, server connectivity, WAN, 

LAN, and basic TCP/IP networks including technical problem solving. 

 Microcomputer hardware and software. 

 Capabilities and limitations of computer systems, including networked environments and 

peripheral devices. 

 Selection and procurement of computer systems and peripherals. 

 LUnderstanding of local area network systems (LAN) administration and network 

engineering principles including client/server communications and TCP/IP protocols. 

 Basic structure and concepts of word processorsback office applications, and data-base 

management., and spreadsheet software; and. 
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 Principles of training and development. 

 Back office applications, productivity software, and database principlesData 

communications concepts. 

Ability to: 

 Assess and integrate office needs with appropriate microcomputer hardware and 

software. 

 Promote the automation of business functions. 

 Evaluate end-user requirements. 

 Work independently in accordance with established guidelines. 

 Provide user support for microcomputer end- user computing hardware and software. 

 Document hardware and software installations and problem resolution. 

 Prepare reports of a general or technical nature. 

 Communicate effectively and persuasively in both oral and written format. 

 Establish and maintain effective work 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 

qualifications is acceptable: 

Education and Experience: 

A Bachelor'sn Associate’s Ddegree from an accredited college or university in computer 

science, Information Technology information management, or a related field, and six months 

of hands-on experience in performing analysis, installation, and support of microcomputer 

hardware and software. 

OR 

Experience: 

One Two years of responsible work experience in performing analysis, installation, and 

support of microcomputer hardware and software. 

 

LICENSE OR CERTIFICATE 

None required.Possession of a valid California Driver's License.  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 

Microsoft MCP or other relevant certification is desirable. 

 

FLEXIBLE STAFFING 

Incumbents in the Information Systems Specialist I classification are eligible to promote to the 

Information Systems Specialist II classification in accordance with established City policy 
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related to flexible staffing.    
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DEFINITION 

Under the general direction in the Office of Information Technology Department (ITD), 

analyzes, configures, and installs microcomputer hardware and software; connects 

microcomputer systems in City departments or divisions to mid-range computers and in local 

area networks; installs new or enhance existing microcomputer systems and software; provides 

appropriate training to users installs, organizes and supports the City’s computer systems, 

including end-user computing devices, mobile devices, virtual clients, local area networks/wide 

area networks (LANs/WANs), and other information systems; installs, configures and 

troubleshoots desktop systems, workstations, and mobile devices; may assist in the installation 

and support of servers and storage farm, cloud infrastructure, and network issues in a 

heterogeneous environment; provides technical support to employees for internal desktop 

systems software and hardware and network infrastructure; recommends hardware and software 

solutions, including new acquisitions and upgrades; may provide training designed to educate 

computer users about basic and specialized applications; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This is a journey level classification in the Information Systems Specialist series.  Incumbents 

may connect microcomputers to larger systems and/or serve as Network Administrators for 

medium to large area networks.  Incumbents analyze, configure, install, and support 

microcomputers personal computers and mobile computing devices,and software, and networks 

in City Ddepartments.  This classification differs from Microcomputer Information Systems 

Specialist III in that the latter acts in a lead or supervisory capacity;, provides leadership;, 

provides tier III support and escalation handling;, possesses a higher level of technical 

proficiency, problem-solving, and analytical skills;, and leads the most complex projects 

leadership.acts in a lead or supervisory capacity and performs the most complex and difficult 

projects.   

Incumbents receive direction from the Information Systems Supervisor, Information Systems 

Administrator or division manager and may provide lead direction to Information Systems 

Specialist I and II or other assigned staff. 

Incumbents in this position receive general supervision from the Information Systems 

Supervisor, Ssection Ssupervisor, or the Ddivision Mmanager.  

 

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

Analyze, configure, and iInstall, configure and maintain microcomputer system workstations, 

peripheral devices and mobile computing equipment; replace components and test equipment; 

analyze hardware systems and application software to meet both current and future user 

requirements; document system installations or modifications. 

 

MICROCOMPUTER INFORMATION 

SYSTEMS SPECIALIST II 

Class Code: AP243 FTE  Civil Service Classified 
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Provide technical assistance to end -user in the use and operation of computer systems hardware 

and software; assist users with computer problems, debugging of software or equipment 

malfunctions. 

Analyze and document computer hardware and/or software problems; resolve problems; take 

steps to avoid similar or recurring problems. 

Customize and enhance computer software packages and document.  

Install, configure, monitor and maintain servers, storage, and related network level equipment 

and software, including operating system releases, enhancements and/or application software. 

Monitor and maintain local area networks; resolve network stability and connectivity problems, 

including network administration; identify needs and assess system productivity. 

Assess new technologies based on the needs of the department; recommend the procurement of 

new equipment, software, and peripherals; assist in the preparation of the user budget. 

Assist in the implementation and operation of links between microcomputer and mid-range 

computers and local-area-networks. 

Investigate, troubleshoot, resolve and monitor network level issues or malfunctions with 

applications, database interfaces, servers, workstations, and related equipment including routers 

and switches. 

Analyze and document computer hardware and/or software problems; resolve problems; take 

steps to avoid similar or recurring problems. 

Write macros or batch filesMonitor system performance and evaluate system status and 

resources, either on-location or in the cloud; develop and write scripts to automate system 

administrative tasks. 

Serve as liaison between the Office of Corporate Information ServicesInformation Technology 

Department and user departments; p. 

PPrepare written and oral presentations for user departments in terms end users can understand. 

Customize and enhance computer software packages and document.  

Keep abreast of rapidly changing technologies through publications, seminars and vendor 

exhibits. 

Develop, coordinate and conduct training in computer applications and operations; analyze 

training and/or application needs; prepare technical materials and computer training for end 

users; evaluate program results; assist in coordinating training programs with outside training 

providers. 

Serve as a resource in information systems technology; keep abreast of emerging technologies. 

Assess and recommend new technologies and/or products based on the needs of the department 

and to enhance employee productivity and performance; assist in the preparation of the user 

budget. 

 

Prepare technical documentation and training manuals. 
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Train users in both group and one-on-one sessions 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Principles and practices related to personal computer and mobile computing equipment 

hardware and software products and diagnostic methods, server connectivity, WAN, 

LAN, and basic TCP/IP networks including technical problem solving. 

 Enterprise desktop, server, and application virtualization technologies and principles of 

cloud computing. 

 Microcomputer hardware and software;. 

 Capabilities and limitations of computer systems, including networked environments and 

peripheral devices;. 

 Selection and procurement of computer systems and peripherals. 

 Configuration, deployment, and maintenance of network file and print services in an 

enterprise environment. 

 Understanding the basic principles of enterprise Active Directory, DNS, DHCP, TCP/IP, 

HTTP(S), SMTP, SNMP, IIS. 

 Local area network systems (LAN), users administration and network engineering 

principles including client/server and TCP/IP protocols.and operations 

 Selection and procurement of computer systems. 

 Back office applications, productivity software, and database support. 

 Basic structure and concepts of word processors, data base management, and spreadsheet 

software;. 

 Principles of training and development. 

 Information technology documentation procedures. 

 Data communications concepts. 

Ability to: 

 Assess and integrate office needs with appropriate microcomputer hardware and 

software. 

 Promote the automation of business functions. 

 Evaluate end-user requirements. 

 Implement and troubleshoot local area networks. 

 Work independently in accordance with established guidelines. 

 Provide training, support and advicse on technical issues to all system users. 

 Document hardware and software installations and problem resolution. 

 Prepare reports of a general or technical nature. 

 Communicate effectively and persuasively in both oral and written format.  

 Establish and maintain effective work 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 

qualifications is acceptable: 
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Education: 

A Bachelor's degree from an accredited college or university in computer scienceInformation 

Technology, information management, or a related field, and one year of hands-on 

experience in performing analysis, installation, and support of computer system 

hardware/software, mobile devices, and networks. Systems Administration experience in an 

enterprise environment is highly desirable. 

 

OR 

Experience: 

Three years of progressively responsible work experience in performing analysis, 

installation, and support of microcomputer system hardware/ and software, mobile devices, 

and networks. Systems Administration experience in an enterprise environment is highly 

desirable. 

 

LICENSE OR CERTIFICATE 

None required. Possession of a valid California Driver's License.  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 

Microsoft MCSA or other relevant certification is desirable. 

 

FLEXIBLE STAFFING 

Incumbents in the Information Systems Specialist I classification are eligible to promote to the 

Information Systems Specialist II classification in accordance with established City policy 

related to flexible staffing.    

 

 

. 
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DEFINITION 

Under the general direction in the Office of Information Technology Department (ITD), 

coordinates, maintains, upgrades and provides overall support for computer systems; 

administers, evaluates and modifies systems to enassure proper security and operation; plans, 

coordinates and implements system software changes for enterprise servers; resolves technology 

problems and provides for system enhancements; provides technical support and assistance to 

clients and handles and resolves escalated issues;. designs and directs the installation, 

organization and support of the City’s microcomputerinformation systems, including end-user 

computing devices, mobile devices, virtual desktops and servers, storage and networking 

devices, local and wide area networks (LANs/WANs), and cloud based information systems;   

rRecommends the design and configuration of operating systems and system applications; . 

Iinvestigates and analyzes feasibility of system requirements and develops system specifications; 

in City departments or divisions; connects microcomputers to mid-range computers and in local 

area networks; assess new technologies for departments or divisions; assists in contributes to the 

preparation of  budgets;  for office automation;documents processes and procedures; may lead, 

train, assign, review, monitor and supervise the work of junior staff; provides training and 

direction to assigned staff; May provide training designed to educate computer users about basic 

and specialized applications; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This is an advanced journey level classification in the Information Systems Specialist series in 

which incumbents may serve as subject matter experts,  leads or supervisors.  They Incumbents 

are responsible for the technical design, planning, implementation, and the highest level of 

performance tuning and recovery procedures for mission critical enterprise systems and serve as 

a technical expert in the area of system administration for complex operating systems. 

Incumbents are required to operate with a high degree of independence and frequently perform 

problem solving and project assignments.  Incumbents may connect microcomputers to larger 

systems and/or serve as Network Administratorsprovide network administration for large local 

area networks.  analyze, configure, install, and support personal computers and mobile 

computing devices microcomputers with complex software in City departments.    This 

classification differs from the Information Systems Supervisor in that the latter acts in a 

supervisory capacity and provides manages projects management and directly supervises teams 

of technical and professional staff.  It is further distinguished from Information Systems 

Specialist I and II in that the former operates most independently, provides leadership, provides 

tier III support and escalation handling, possesses a higher level of technical proficiency, 

problem-solving, and analytical skills, and complex project leadership. Incumbents in this 

position may provide lead direction over Microcomputer Systems Specialist I or a 

Microcomputer System Specialist II.   

 
MICROCOMPUTER INFORMATION 

SYSTEMS SPECIALIST III 

Class Code: AP241 FTE  Civil Service Classified 
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Incumbents receive direction from the Information Systems Supervisor, Information Systems 

Administrator, dDivision mManager or the dDepartment dDirector and may provide lead 

direction to or directly supervise Information Systems Specialist I and II or other assigned staff. 

 

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

Direct the analysis, configuration, and installation, configuration, and maintenance of 

microcomputer workstations, peripheral devices and mobile computing equipment; replace 

components and test equipment; analyze hardware systems and application software in both a 

stand- alone and networked environmentsto meet both current and future user requirements; 

document system installations or modifications. 

Provide technical assistance to end-user in the use and operation of computer systems hardware 

and software; assist users with computer problems, debugging of software or equipment 

malfunctions. 

Analyze and document computer hardware and/or software problems; resolve problems in a 

systematic manner; take steps to avoid similar or recurring problems on a citywide basis. 

Perform troubleshooting as required; lead problem-solving efforts often involving outside 

vendors and other support personnel and/or organizations; c. Customize and enhance computer 

software packages and document. 

Ensure high availability and acceptable levels of performance of mission critical enterprise 

systems. 

Develop procedures to maintain security and protect systems from unauthorized use, acts of 

nature and user abuse. 

Develop procedures, programs and documentation for data backups, restores, and disaster 

recovery of host enterprise information systems. 

Develop and coordinate project directions and schedules to maximize benefits and minimize 

impacts on the customer organizations; provide leadership in planning and implementation of 

projects for computer operations and enterprise systems administration.  

Determine new technologies based on the needs of the department; recommend the procurement 

of new equipment, software, and peripherals based upon the user's budget. 

Negotiate, develop and monitor professional service contracts; aAssist in the preparation of user 

budgets in conjunction with office automation technology projects. 

Install, configure, monitor and maintain servers, storage, and related network level equipment 

and software, including operating system releases, enhancements and/or application 

softwareDefine and implement the link between microcomputer and mid-range computers and 

local-area-networks, including communication protocol and bridging requirements; manage local 

area networks. 

Investigate, troubleshoot, resolve and monitor network level issues or malfunctions with 

applications, database interfaces, servers, workstations, and related equipment including routers 

and switches. 

Analyze and document computer hardware and/or software problems; resolve problems; take 

steps to avoid similar or recurring problems. 
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Monitor system performance and evaluate system status and resources; either on-location or in 

the cloud; develop and write scripts to automate system administrative tasksWrite complex 

macros or batch files. 

Serve as liaison between the Information Technology DepartmentOffice of Corporate 

Information Services andDepartment and user departments; . 

PPprepare written and oral presentations for user departments in terms end users can understand. 

Customize and enhance computer software packages and document.  

Keep abreast of rapidly changing technologies through publications, seminars and vendor 

exhibits and training. 

Develop, coordinate and conduct training in computer applications and operations; analyze 

training and/or application needs; prepare technical materials and computer training for end 

users; evaluate program results; assist in coordinating training programs with outside training 

providers. 

Kkeeps abreast of emerging technologies. and recommends ways for the City to take advantage 

of new technology.keep abreast of emerging technologies. 

Assess and recommend new technologies and/or products based on the needs of the department 

and to enhance employee productivity and performance; assist in the preparation of the user 

budget. 

Prepare technical documentation and training manuals. 

Train users in both group and one-on-one sessions. 

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

and train subordinate staff; may conduct performance evaluations and carries out disciplinary 

action as necessary; and may participate in the selection of new employees,  

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Principles and practices related to personal computer and mobile computing equipment 

hardware and software products and diagnostic methods, server connectivity, WAN, 

LAN, and basic TCP/IP networks including technical problem solving.Microcomputer 

hardware and software.; 

 Data management techniques including data security and disaster recovery systems and 

procedures. 

 Methods for administering, deploying, maintaining, configuring, and troubleshooting a 

variety of enterprise computers, servers and peripherals. 

 Enterprise desktop, server, and application virtualization technologies and principles of 

cloud computing. 

 Enterprise storage architecture, configuration and support. 

 Enterprise Active Directory, DNS, DHCP, TCP/IP, HTTP(S), SMTP, SNMP, and IIS. 

 Enterprise systems management and monitoring. 

 Scripting and programming for automation and systems administration. 

 Enterprise antivirus and patch management. 
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 Capabilities and limitations of computer systems. 

Principles of pProject management. 

 Principles and practices of  and supervision and staff development. 

 Selection and procurement of computer systems and peripherals. 

 Local area network systems (LAN) administration and network engineering principles 

including client/server and TCP/IP protocols. 

 Budget development and administration. 

 Basic structure and concepts of word processorsBack office applications, productivity 

software, and data-base management, and spreadsheet software. 

 Principles of training and development. 

 Information technology documentation procedures.  

Data communications concepts. 

Ability to: 

 Plan, organize and document complex system design activities and to configure systems 

to be consistent with organization policies/procedures. 

 Effectively communicate technical/complex information both verbally and in writing; 

establish and maintain cooperation, understanding, trust and credibility. 

 Perform multiple tasks concurrently and respond to emergency situations effectively. 

 Document and maintain organization of work. 

 Promote the automation of business functions. 

 Evaluate end-user requirements; recommend technological advancements. 

 Implement and administer local area networks. 

 Work independently in accordance with established guidelines. 

 Provide training, user support and advice on technical issues to all system userssupport 

for microcomputer hardware and software. 

 Document hardware and software installations and problem resolution. 

 Prepare reports of a general or technical nature. 

 Communicate effectively and persuasively in both oral and written format.  

 Supervise and direct subordinate professional and support staff. 

 Establish and maintain effective work 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 

qualifications is acceptable: 

Education and Experience: 

A Bachelor's degree from an accredited college or university in computer scienceInformation 

Technology, Iinformation Mmanagement, or a related field, and three years of hands-on 

professional experience in systems administration. Experience providing lead direction or 

supervision is highly desirable. Systems Administration experience in an enterprise 

environment is also highly desirable. 

OR 

Experience: 
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Four Five years of progressively responsible work experience in performing analysis, 

installation, and support of microcomputer system hardware/ and software, mobile devices, 

and networks. Experience providing lead direction or supervision is highly desirable. 

Systems Administration experience in an enterprise environment is also highly desirable. 

 

LICENSE OR CERTIFICATE 

None required. 

Possession of a valid California Driver's License.  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 

Microsoft MCSE or other relevant certification is desirable. 

 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 

      

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

Exempted: Y  N    Exemption Resolution #:         

      

Revision Date:   /  /     CSB Resolution #:         

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

      

(Previous title(s):      ) 

 

 

 

CIVIL SERVICE BOARD 11/19/2015

02c CLASS SPECS/CONSENT 15 of 49



 
 

 

 

 

 

DEFINITION 

Under the general direction in the Office of Information Technology Department (ITD), 

coordinates, maintains, upgrades and provides overall support for computer systems; 

administers, evaluates and modifies systems to enassure proper security and operation; plans, 

coordinates and implements system software changes for enterprise servers; resolves technology 

problems and provides for system enhancements; provides technical support and assistance to 

clients and handles and resolves escalated issues;. designs and directs the installation, 

organization and support of the City’s microcomputerinformation systems, including end-user 

computing devices, mobile devices, virtual desktops and servers, storage and networking 

devices, local and wide area networks (LANs/WANs), and cloud based information systems;   

rRecommends the design and configuration of operating systems and system applications; . 

Iinvestigates and analyzes feasibility of system requirements and develops system specifications; 

in City departments or divisions; connects microcomputers to mid-range computers and in local 

area networks; assess new technologies for departments or divisions; assists in contributes to the 

preparation of  budgets;  for office automation;documents processes and procedures; may lead, 

train, assign, review, monitor and supervise the work of junior staff; provides training and 

direction to assigned staff; May provide training designed to educate computer users about basic 

and specialized applications; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This is an advanced journey level classification in the Information Systems Specialist series in 

which incumbents may serve as subject matter experts,  leads or supervisors.  They Incumbents 

are responsible for the technical design, planning, implementation, and the highest level of 

performance tuning and recovery procedures for mission critical enterprise systems and serve as 

a technical expert in the area of system administration for complex operating systems. 

Incumbents are required to operate with a high degree of independence and frequently perform 

problem solving and project assignments.  Incumbents may connect microcomputers to larger 

systems and/or serve as Network Administratorsprovide network administration for large local 

area networks.  analyze, configure, install, and support personal computers and mobile 

computing devices microcomputers with complex software in City departments.    This 

classification differs from the Information Systems Supervisor in that the latter acts in a 

supervisory capacity and provides manages projects management and directly supervises teams 

of technical and professional staff.  It is further distinguished from Information Systems 

Specialist I and II in that the former operates most independently, provides leadership, provides 

tier III support and escalation handling, possesses a higher level of technical proficiency, 

problem-solving, and analytical skills, and complex project leadership. Incumbents in this 

position may provide lead direction over Microcomputer Systems Specialist I or a 

Microcomputer System Specialist II.   

 
MICROCOMPUTER INFORMATION 

SYSTEMS SPECIALIST III 

Class Code: AP241 FTE  Civil Service Classified 

                                                                                                                                           

 
DEFINITION 

To provide technical support and consultation to City departments; to supervise multiple 
concurrent information systems projects; to direct the analysis, design, documentation, 
programming, and implementation of applications systems; to develop and enforce information 
management standards; to provide training and technical support to City departments; and to 
supervise assigned staff.  
 
SUPERVISION RECEIVED AND EXERCISED  
Receives direction from an Information Systems Manager or a department director, or a 
division manager. 
 
Exercises supervision over Systems Analysts and Microcomputer Systems Specialists. 

Under general direction in the Information Technology Department (ITD), plans, prioritizes, 

assigns, reviews and coordinates the work of Information Systems support staff responsible for 

the planning, installation, testing, configuration, administration and maintenance of information 

systems hardware and software; supervises technical support operations to ensure work quality 

and adherence to established policies and procedures while meeting quality and customer service 

standards; provides project management and consultation to all City departments by evaluating 

user and business requirements to provide technology solutions that meet goals and objectives; 

establishes processes and methods for providing information systems services, identifying 

resource needs, reviewing needs with appropriate management staff and allocating resources 

accordingly; develops, maintains and enforces information systems management standards and 

procedures for data integrity, security, and/or data recovery; assists with the development of 

organizational goals and objectives in alignment with budget and staffing resources; selects, 

trains, and supervises assigned staff; and performs related duties as assigned.  

 

DISTINGUISHING CHARACTERISTICS 

This is a first-level supervisory classification in which incumbents oversee technical support 

operations and information systems management while managing projects, under the direction of 

ITD management.  Incumbents are responsible for maintaining operational standards, evaluating 

business and user technology requirements on a citywide basis, coordinating and implementing 

technology solutions, ensuring best practices, and adhering to industry and regulatory guidelines.  

This classification is distinguished from the higher level Information Systems Manager in that 

the incumbent of the latter is a division head classification with responsibility for the overall 

administration of a major function of the department. 

Incumbents receive direction from the Information Systems Manager, Department Director 

and/or other management staff and exercise supervision over ITD staff including Information 

Systems Specialists and other professional and technical staff. 

 

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

 

ProvideSupervise technical support operations and provide consultation to City departments.  
 

Class Code: SC169 FTE  Civil Service Classified 

 

 

INFORMATION 

SYSTEMS SUPERVISOR 

 City of Oakland 
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Direct the analysis, documentation and maintenance  of application structure diagrams and 

detailed process models; support to meet business functions in the City's data repositoryneeds; 

maintain quality of service and service level agreements. 

 
Coordinate access to the designed databases. 
 
Direct code writing and testing for midrange and microcomputer platforms. 
 

Analyze projects in terms of technological impact, departmental needs, costs, personnel 

requirements, and compatibility with City standards and guidelines. 

Set priorities, establish goals and assist in the development and implementation of internal 

policies and procedures to ensure effective and streamlined operations and processes relating to 

mission critical systems.  

 

Supervise and provide overall direction in the planning, installation, testing, configuration, 

documentation and maintenance of information systems hardware and software, and the 

development and implementation of disaster/recovery procedures, to meet both current and 

future user requirements. 

Provide extensive vendor and contract management; assist in the negotiation and coordinationg 

of activities of hardware, software, applications, and support vendors. 

Participate in strategic and tactical planning for information management in supported 

departments. 

 

Establish and maintain compliance with quality assurance and industry standards and guidelines. 

 

Develop, document, and maintain operating policies and procedures; prepare written reports. 

 

Provide training and technical support to designated departments. 

Prepare and present information and/or decision briefings for executive and managerial staff. 

 

Supervise, train, and evaluate assigned staff; schedule and conduct staff training. 

 

Prepare and administer multiple project budgets; make budgetary recommendations to 

management; monitor expenditures against approved budget. 

 
Perform related duties as assigned. 
 
QUALIFICATIONS 
 

Develop and implement policies and procedures related to information systems hardware and 

software acquisition, which includes use, support, security, and backup. 

Assist in the development of long-term strategies for growth and maintenance of department 

technology and staffing resources. 
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Maintain a broad knowledge of current technology, equipment and/or systems.  Keep abreast of 

emerging technologies, including research and evaluation, and recommend ways for the City to 

take advantage of new technology.   

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Principles and Best practices and techniques of  management and administration of 

information managementsystems in an enterprise environment: storage platforms, cloud 

technologies, data center management, and data design, using midrange computers and 

microcomputers.related technologies.  
 

 Principles and practices of business function modeling, business process and data 

modeling, and data modeling, using midrange computers and microcomputerscurrent 

technology standards. 
 

Principles, practices, techniques, and theory of computer programming and system 
design. 

 

 Project management principles, practices, and techniques. 
 

 Appropriate application procedures, requirements, regulations and policies related to 

area(s) of expertise 

 Budget preparation and administration. 
 

 Training principles and practices. 

 
Principles of supervision, training and development, evaluation and selection. 

 

Ability to: 

 Plan, organize, direct and evaluate a data processing serviceinformation technology 

operations and systems. 
 

 Identify and analyze problems using reasoning and analytical skills to arrive at sound 

conclusions; find alternative solutions to complex problems. 

 Create and edit various types of technical and non-technical documentation (i.e. system 

specs, standard operating procedures, budget and management reports, RFPs and RFQs, 

etc.). 

 Adapt behavior and work methods in response to new information, changing conditions, 

or unexpected obstacles; effectively deal with pressure and ambiguity.  

 Determine objectives and strategies; coordinate with other parts of the organization to 

accomplish goals; monitor and evaluate the progress and outcomes of operational plans; 

anticipate potential challenges or opportunities. 

 Provide leadership and team building. 
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 Coordinate functions and activities between departments and among departments. 
 

 Utilize effective oral and written communications skills. 
 

 Prepare and analyze reports of a general or technical nature. 
 

 Supervise, train and evaluate assigned staff. 
 

 Establish and maintain effective work relationships with those contacted in the 

performance of required duties. 

 
EXPERENCE AND EDUCATION 

MINIMUM REQUIREMENTS 

Any combination of education and experience and education that would likely provide the required 

knowledge and abilities is qualifying.  A typical wayequivalent to obtain the knowledge and abilities 

would bethe following minimum qualifications is acceptable: 

Education and Experience: 

A Bachelor's degree from an accredited college or university in computer science, business 

administration, information management, or a related field and five years of hands-on 

professional experience in systems administration including two years of lead or supervisory 

experience. 

OR  

Experience.  Seven years of progressively responsible work experience with information 

systems administration/management including two years of lead or supervisory experience. 

 

LICENSE OR CERTIFICATE 

None required.  Possession of a valid California Driver's License.  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 

None. 

 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 
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MEMORANDUM 
 

DATE: November19, 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 Specifications for Head Start Instructor, Early 

Childhood Center Director, and Family Advocate  

Based upon a classification review at the request of the Human Services Department (HSD), 
staff has proposed the revision of the Early Childhood Instructor, Early Childhood Center 
Director, and Family Advocate classification specifications. Further, Early Childhood 
Instructor will re re-titled to “Head Start Instructor.”  

The Early Childhood Instructor and Family Advocate classification specifications were last 
revised in January 2004 and the Early Childhood Center Director classification specification was 
revised in November 2007.  The Human Services Department has an urgent need to reach and 
maintain full staffing levels during the school year.  Recruitment activities will be initiated 
immediately to ensure the vacancies are filled expeditiously. 

Here is summary information related to each revised classification: 

Head Start Instructor (formerly Early Childhood Instructor) 
The proposed modifications are necessary to: (1) bring the minimum qualifications into 
alignment with Federal requirements of a Bachelor’s degree, (2) broaden the 
classification to encompass Home Base visitor duties, (3) clearly communicate the 
physical components of the classification, and (4) reflect departmental requirements such 
as administering first aid.  The classification will be re-titled to “Head Start Instructor.”         
 
Early Childhood Center Director 
The proposed modifications are necessary to: (1) bring the minimum qualifications into 
alignment with Federal requirements of a Bachelor’s degree, (2) align the classification 
specification template including updates to the Distinguishing Characteristics section, (3) 
clearly communicate the physical components of the classification, and (4) reflect 
departmental requirements such as administering first aid.   
 
Family Advocate  
The proposed modifications are necessary to: (1) ensure that the Examples of Duties 
more accurately reflect the duties as assigned; (2) capture minor changes to the 
Knowledge and Abilities sections and Minimum Qualifications sections; (3) add new 
language to align the description with the current classification specification template, 
including the Distinguishing Characteristics section; (4) clearly communicate the 
physical components of the classification, and (5) reflect departmental requirements such 
as administering first aid. 
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The Service Employees International Union (SEIU, Local 1021) was notified of the proposed 
revisions to the classification specifications.  City staff and union representatives met on  
October 27, 2015, and agreed to minor modifications during that meeting. There are no 
objections to the proposed revisions, which was confirmed by a follow-up email from the Union.     

Additionally, the Port of Oakland does not operate any social service programs such as Head 
Start. Classifications specifically designed for this role have no corresponding classifications at 
the Port. 

Staff recommends that the Civil Service Board approve the classification specification for Head 
Start Instructor, Early Childhood Center Director, and Family Advocate as amended. 
Attachments:  Revised classification specifications for Head Start Instructor, Early Childhood Center Director, 

and Family Advocate   
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FAMILY ADVOCATE 
 

Class Code: PP123 FTE          Civil Service Classified 
 

 

DEFINITION 

Under directiongeneral supervision in the Department of Human Services Department, ensures 

continuous recruitment and full enrollment of assigned site(s) including grantee and/or partner 

site(s);, provides and monitors  direct case management services to parents and for 

childrenfamilies enrolled in the Head Start/State Preschool and Even Early Head Start Programs; 

promotes services including social services, parent involvementfamily and community 

engagement, father engagement, literacy education, and and health tracking and nutrition, mental 

health, and disabilities; serves as a liaison between Head Start/State Preschool or Early Head 

Start center and the home; partners with families to assist in developing and implementing goals 

to address their needs and to support school readiness in their child/children; and performs 

related duties as assigned.   

 

DISTINGUISHING CHARACTERISTICS 

This is a journey-level classification whose incumbents are responsible for performing the full 

range of information assignmentfamily services including information, referrals and health 

tracking., health and referral services.  Incumbents deliver services to parents, recruit parent 

involvement, promote literacy education and provide nutrition assessment and referral.  This 

classification is distinguished from the higher level Early Childhood Center Director in that the 

incumbent of the latter classification perform as a first-level supervisor. 

Family Advocates receive direction from an Early Childhood Center Director.  

 

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

Establish and maintain outreach and recruitment to ensure site enrollment of eligible children; 

recruit and enroll children in Head Start/State Preschool and Early Head Start Programs; ensure 

enrollment timelines are met; recruit parent volunteers.  

Provide case management services for families; assist families in identifying strengths, setting up 

goals, and defining needed services which will support positive growth and development; assist 

families in developing a Family Partnership Agreement.  

Coordinate and make home visits on request to all families; make additional visits as needed.   

Establish and maintain outreach and recruitment to ensure site enrollment of eligible children; 

Rrecruit and enroll children in Head Start and Even Start Programs; recruit parent volunteers.  

Act as liaison and advocate for children and families; Pprovide support for all families and, when 

necessary, make referrals to suitable agencies; follow -up on progress of referrals with both 

client and service agencies. 

Provide all incoming Head Start/State Preschool and Early Headven Start families with a list of 

community resources; provide information and training to help families use the resources 

CITY OF OAKLAND 
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effectively; establish and maintain contacts with community-based service organizations and 

resources. 

Assist Head Start families in dealing with crisis situations. 

Contact families regarding a child's specific needs when a need is referred from education, 

health, disabilities, mental health or nutrition staff; notifycontact  families of when any 

unexplained or frequent absences occur. 

Contact families regarding unexplained or frequent absences. 

Inform staff at the center of any home situation that has bearing on the child's development. 

Act in a support role as advocate for child and family. 

Collaborate with community agencies and staff to provide support services to families. 

Actively participate in staff meetings and in the overall functioning of the Head Start/State 

Preschool and Even Early Head Start teams. 

Keep up-to-date records of pertinent family data via electronic database;; maintain 

confidentiality of information; close and purge files of former Head Start/State Preschool and 

Even Early Head Start families. 

Document all pertinent health data on tracking system; maintain confidential information. 

Coordinate parent, family and community engagement involvement program with parents in 

their center including planning and coordinating parent meetings; and actively support parent 

committee officers., soliciting parent involvement in the classroom, fund raising projects and 

other parent involvement programs. 

Assist in planning and implementing the health program in areas such as physical examinations, 

vision, hearing, dental screening, and growth/nutrition assessment; complete vision, hearing, 

growth, and nutrition assessments as needed; provide all necessary follow-up in these or other 

health needs. 

Assist in planning and implementing the literacy program in areas such as providing literacy 

education to parents and children, testing and administering assessment instruments to children, 

tutoring services, and literacy activities for parents to participate in with their children.; serve as 

liaison to Head Start staff. 

Administer First Aid and Cardiopulmonary Resuscitation (CPR), as needed. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Social and health services agencies, practices and procedures. 

 State and Federal regulations on community action and social services programs. 

 Head Start Performance Standards. 

 Interviewing, evaluation and tutoring techniques. 

 Health assessment procedures. 

 Literacy education including reading, storytelling and writing activities. 

 Child development and education. 

 Childcare, safety and security for pre-school aged children. 
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 Filing procedures. 

 Communication methods and techniques.  

 Local community resources. 

 Modern office equipment. 

 Personal computer and software applications. 

 

Ability to: 

 

 Maintain and update accurate and confidential records.   

 Prepare written materials. 

 Work collaboratively with families, staff, schools, local social service agencies and other 

groups in a multicultural community. 

 Develop partnerships with families. 

 Learn in-service health screening training. 

 Learn State and Federal Head Start regulations and guidelines. 

 Communicate effectively in writing and orally. 

 Facilitate classes and small groups effectively. 

 Use a computer and related software for various functions including iInputting and 

retrievinge data from computer, documenting health information, and generating reports 

and correspondence. 

 Follow and adhere to Head Start Performance Standards. 

 Follow oral and written directions. 

 Stand, walk, squat, kneel, bend, twist, reach above shoulder level and below waist level, 

push and pull, and lift up to 50 lbs. while monitoring children. 

 Grasp and manipulate items such as writing utensils. 

 Sit on the floor while working with infants, toddlers and children. 

 Carry and bottle feed infants/toddlers. 

 Walk from a parked car to a home site and climb up flights of stairs as necessary. 

 Physically lift up to 50 lbs, to move quickly and perform duties requiring squatting and 

kneeling in order to interact with children in a very busy environment. 

 Establish and maintain effective work 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 

qualifications is acceptable. 

Education:  

An Associate's Degree from an accredited college or university in elementary education, 

social work, counseling, nursing or a related field with a minimum of twelve (12) Early 

Childhood Education units.  College level coursework in elementary education, social work, 

counseling or nursing is desirable.  

Experience: 

Two years of experience in coordinating or implementing health, social or education services 

to low income families. 
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LICENSE OR CERTIFICATE  

A Family Development Credential is required. A Baccalaureate Degree in early childhood 

education, elementary education, social work, counseling, nursing or a closely related field can 

be substituted for Credential. 

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. 

 

Must obtain First Aid and CPR certifications within one year of employment and maintain 

throughout tenure of employment. 

 

OTHER REQUIREMENTS  

Depending on nature of assignment, candidates who receive offers of employment will be 

required to submit fingerprints, undergo a criminal record clearance, and have a physical 

examination including a TB screening. 

 

Proficiency in a foreign language may be required. 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 
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EARLY CHILDHOOD  

HEAD START INSTRUCTOR 
 

Class Code: PP114 FTE          Civil Service Classified 
 

 

DEFINITION 

Under direction in the Department of Human Services Department, instructs children enrolled in 

the Head Start Program/State Preschool Program; instructs parents on early childhood 

development concepts; assists in developmental assessments; organizes and sets up education 

and play materials for classroom and/or makes home visits; and performs related duties as 

assigned.   

 

DISTINGUISHING CHARACTERISTICS 

This is an entry-level classification.   The incumbent is responsible for the full range of 

instructional duties associated with teaching the children enrolled in the Head Start 

Program/State Preschool Program.  This is a classification in the Early Childhood Instructor 

series and can be distinguished from Early Childhood Center Director, which is a working 

supervisor position, and Childhood Education Coordinator, which is a full supervisory position. 

The incumbent receives general supervision from the Early Childhood Center Director or the 

Childhood Education Coordinator and may provide lead direction to substitute teachers or other 

assigned staff.  

 

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

Instruct children in basic pre-school education concepts. 

Organize and set up developmentally appropriate education and play materials for the classroom. 

Conduct fire, disaster and safety drills in the classroom; inspect facility for safety standards and 

maintenance needs. 

Assist in planning, organizing and scheduling daily activities at the center/ classroom or in the 

homeactivities. 

Conduct developmental screenings, ongoing child observations, developmental assessments and 

devise Individual Development Plans (IDP) on all children enrolled in program; assist in 

developing Individual Education Plans (IEP) for special needs children. 

Assist in performing screenings, developmental assessments and in devising Individual 

Development Plans (IDP) on all children enrolled in program; assist in developing Individual 

Education Plans (IEP) for special needs children. 

Maintain a clean and organized indoor and outdoor environment, including the food service area. 

Make initial and final home visits; make additional/on-going home visits as needed. 

Prepare snacks and serve meals. 

Conduct outreach and rRecruit children and families for enrollment in the program. 
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Observe and supervise children in activities and ensure their health and safety at all times. 

Schedule, coordinate and supervise children in free play activities, games, and classes. 

Observe children for unusual behavior or illness and notify parents. 

Conduct parent conferences. 

Keep routine records for daily attendance and progress of children in the classroom and/or the 

home. 

Collaborate with parents in providing an individualized educational program for their children. in 

the home. 

Provide parent education, planning, and goal setting for parents. 

May aAssist with the process of parent in planning and implementing the health programs in 

areas such as physical examination, vision, hearing, dental screening, and growth/nutritional 

assessment; complete vision, hearing, growth, and nutrition assessments as needed; provide all 

necessary follow-up in these or other health needs. 

Promote parent/child bonding and nurturing parent/child relationships through modeling 

developmentally and culturally appropriate sensitive interactions and communications. 

Maintain high quality classroom environments that meet or exceed the national average. 

Administer Pediatric First Aid and Cardiopulmonary Resuscitation (CPR), as needed. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Early childhood development, growth and behavior. 

 Motor skills and development. 

 Teaching in an early childhood setting. 

 Classroom management with pre-school children. 

 Report writing. 

 Safe work practices. 

 Modern office equipment. 

 Personal computer and software applications. 

Ability to: 

 Lead learning activities for children and parents. 

 Maintain records and effectively prepare reports. 

 Screen and assess children using developmentally appropriate tools; input data into 

program management tracking software. 

 Plan developmentally appropriate activities for children. 

 Learn and follow Head Start and California Childcare Licensing  program procedures 

rules and regulations.  

 Communicate effectively with children and parents. 

 Follow oral and written directions. 

 WWork as part of a team in a culturally diverse environment. 

 Organize and complete work assignments to meet established deadlines pursuant to 
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performance standards and departmental policies and procedures. 

 Make objective observations of children and communicate the findings in writing. 

 Stand, walk, squat, kneel, bend, twist, reach above shoulder level and below waist level,   

push and pull, and lift up to 50 lbs. while monitoring children. 

 Grasp and manipulate items such as writing utensils. 

 Sit on the floor while working with infants, toddlers and children. 

 Carry toddlers as needed.for short distances and brief periods. 

 Walk from a parked car to a home site and climb up flights of stairs as necessary. 

 Administer Pediatric First Aid and CPR. 

 Establish and maintain effective work 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 

qualifications is acceptable. 

Education:  

A (1) Graduation from high school or legal equivalent, and one of the following: 

A. A State Awarded Certificate for preschool teachers that meets or exceeds the requirements 

for a Child Development Associate credential; 

Associate, Bachelor’s calaureate, or advanced degree in Early Childhood Education or 

related field including Ttwenty-four (24) twelve (12) post-secondary semester units or 

equivalent quarter units in early childhood education or child development, plus three (3) 

units supervised field experience in ECE/CD setting completed at an accredited or approved 

college or university;. Candidates must have units that cover the general areas of child 

growth and development, child family and community, child and family, or 

program/curriculum; 

 . 

AND hold, or qualify for, a Master Teacher Child Development Permit (or higher level 

permit) issued by the State of California.; 

B.  A degree in a field related to Early Childhood Education with experience in teaching 

preschool children and a State Awarded Certificate. 

(2) Twenty-four (24) post-secondary semester units or equivalent quarter units in early 

childhood education or child development completed at an accredited or approved college or 

university. Candidates must have units that cover the general areas of child growth and 

development, child family and community, child and family, or program/curriculum. 

 

Experience: 

Six months of full-time work experience or one year of part-time experience in a licensed 

child care center or comparable group child care program. 

 

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. 
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Must possess and maintain obtain a State of California Child Development Permit at the Master 

Teacher Child Development or higher level within six months and maintain throughout tenure of 

employment. Must demonstrate proof of application for Master Teacher (or higher level) permit 

from the State of California upon hire. Failure to obtain relevant teaching permit within six 

months will be grounds for removal during probation.  

 

 

Must obtain Pediatric First Aid and CPR certifications within one year of employment and 

maintain throughout tenure of employment. 

 

OTHER REQUIREMENTS 

Depending on nature of assignment, candidates who receive offers of employment will be 

required to submit fingerprints, undergo a criminal record clearance, and have a physical 

examination including a TB screening. 

 

Proficiency in a foreign language may be required. 
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DEFINITION 

Under direction in the Department of Human Services Department, is fully responsible for 

overseeings the day-to-day operation of a child development center in compliance with Federal, 

State and local regulations directs and participates in the instructional program for the Head 

Start/State Preschool/Early Head Start Program(s); performs developmental assessments; 

implements, supervises and monitors day to daydaily early education activities; performs as a 

working supervisor to Early Childhood Head Start Instructors, Head Start Instructors, and Family 

Advocates; and performs related duties as assigned.   

 

DISTINGUISHING CHARACTERISTICS 

This is an entry-level classification.  The incumbent is responsible for the full range of 

instructional duties associated with teaching the children enrolled in the Head Start Program.This 

is a first line supervisory classification in the Early Head Start/ Childhood Head Start Instructor 

series.  It is a It is the senior level teaching position in the Head Start Program.  This 

classification is distinguished from the higher level Child Education Coordinator in that the 

incumbent has full supervisory responsibility.  It is further distinguished from the lower level of 

Early Childhood Instructor in that the latter has the full range of instructional duties associated 

with teaching the children enrolled in the Head Start program. 

The incumbent receives general supervision from the Service Area Head Start Supervisor and/or 

Head Start Program Coordinator and exercises supervision over the Early Head Start/ Childhood 

Head Start Instructors, Family Advocates, and Student Trainees Substitute Associate Instructors, 

and other staff at an assigned site.  

EXAMPLES OF DUTIES – duties may include, but are not limited to the following: 

Maintain high quality classroom environments that meet or exceed the national average. 

Plan, organize and schedule daily center/classroom activities based on early childhood education 

principles. 

Ensure that classroom activities and lesson plans reflect and include all Head Start/Early Head 

Start/State Preschool Program services, including education, health, nutrition, mental health, 

social services, parent involvement, disabilities and transition. 

Monitor and supervise all activities in the center and ensure that enrolled children and families 

receive comprehensive Head Start services in accordance with Head Start Performance 

Standards. 

Instruct children in basic pre-school infant/toddler/preschool educational concepts. 

Organize and set up classroom environment designed to meet the developmental needs of the 

children. 

EARLY CHILDHOOD CENTER 

DIRECTOR 

 

 

 

CITY OF OAKLAND 
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Provide site orientation and on-site supervision to staff, volunteers, and substitute instructors; 

Aassign and schedule the work of staff and volunteers; ensure that daily staffing requirements 

and child/staff ratios are met at all times. 

mMonitor and review staff performance; provide guidance, support and counseling staff on 

performance problems issues to staff; ensure ongoing professional development through 

education, mentoring, and providing training and resources. 

Plan and provide for the daily nutrition activities; receive and serve healthy meals; prepare 

snacks. 

Perform Conduct and monitor developmental screenings, developmental and assessments, write 

observations, and devise Individual Development Plans (IDP) or Individual Family Service Plans 

(IFSP) on all children enrolled in the program; assist in developing Individual Education Plans 

(IEP) for special needs children; review IDP's and IEP's or IFSP’s prepared by staff; provide 

written referrals. 

Maintain a clean and organized indoor and outdoor environment, including food service areas; 

maintain safe standards for use and storage of equipment and supplies; maintain inventory of 

center supplies. 

Ensure program compliance with local, State and Federal requirements.Ensure overall program 

compliance with Agency department policies and procedures, Early Head Start (EHS) and/or 

Head Start Program Performance Standards and Regulations, CA Department of Education, 

Child Development Division funding terms and conditions, Title 5 regulations and Title 22 

Community Care Licensing regulations. 

Make initial and final home visits; make additional home visits as needed. 

Provide orientation and on-site supervision to staff, volunteers, and student trainees. 

Conduct outreach and Rrecruit children and families for enrollment in the Early Head Start, 

Head Start, or State Preschool program(s); encourage and involve parents as volunteers in the 

classroom. 

Develop and maintain required reports, records, files and documents as determined by Early 

Head Start/Head Start policies and procedures; ensure all records, including employee, children 

and family records, are accurate, up-to-date, and kept confidential. 

Plan and conduct parent/teacher conferences; review developmental progress of children via staff 

meetings, conferences and consultations. 

Administer Pediatric First Aid and Cardiopulmonary Resuscitation (CPR), as needed. 

Encourage and involve parents as volunteers in the classroom.KNOWLEDGE AND 

ABILITIES 

Knowledge of: 

 Principles, practices, methods and techniques of early childhood development, growth 

and behavior. 

 Curriculum design and development. 

 Writing child observations and completing computerized assessments. 

 Classroom management and coordinating and supervising the work of others. 

 Head Start Program procedures and regulations. 

 Report writing and document and file maintenance. 
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 Teaching varied subjects and experiences with children. 

 Principles and practices of supervision. 

 Safe work practices. 

 Principles and practices of public relations to effectively promote and publicize day care 

Head Start services to the public. 

 Classroom Assessment Scoring System (CLASS) 

 Office equipment and computer software applications. 

Ability to: 

 Work effectively with individuals of diverse educational, socio-economic, and cultural 

backgrounds and those with disabilities and special needs.  

 Apply a wide variety of sound supervisory principles and practices in Aassigning,  

delegateing, monitoring and coordinateing the work of child care staff. 

 Train, mentor staff, and provide side-by-side coaching. 

 Analyze professional reports and data  and for the implementationing  of individualized 

education plans and for evaluating, planning, and improving services.  

 Use a computer and related software for various functions including assessments, data 

collection, analysis and retrieval, and report generation. 

 Teach varied subjects and experiences to children. 

 Communicate clearly orally and in writing. 

 Communicate effectively with public, city departments and state agencies. 

 Follow and adhere to hEarly Head Start/Head sStart performance standards. 

 Establish and mMaintain program and individual records; prepare detailed reports and 

correspondence. 

 Write staff performance appraisals; monitor staff performance. 

 Stand, walk, squat, kneel, bend, twist, reach above shoulder level and below waist level, 

push and pull, and lift up to 50 lbs. while monitoring children. 

 Grasp and manipulate items such as writing utensils. 

 Sit on the floor while working with infants, toddlers and children. 

 Carry and bottle feed infants/toddlers. 

 Establish and maintain effective work 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 

qualifications is acceptable: 

Education: 

An AA degree from an accredited or approved college or university with a major or emphasis 

in early childhood education, child development or related field including the following: 

[A] Six (6) semester units or equivalent quarter units shall be in administration or staff 

relations, and two (2) semester units or equivalent shall be in adult supervision.  

[B] Twenty-four (24) semester units or equivalent quarter units that shall include courses 

which cover the general areas of child growth and development or human growth and 

development; child, family and community or child and family; and program/curriculum.  

A Bachelor’s or advanced degree in Early Childhood Education or related field including 

twenty-four (24) twelve (12) post-secondary semester units or equivalent quarter units in 

early childhood education or child development, plus three (3) units supervised field 
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experience in ECE/CD setting completed at an accredited or approved college or university;. 

Candidates must have units that cover the general areas of child growth and development, 

child family and community, child and family, or program/curriculum; 

ORAND A a Children's Center Supervisory Permit (or higher level permit) issued by the 

California Commission for Teacher Preparation and Licensing. 

Note: A Bachelor’s degree from and accredited or approved college or university with major 

or emphasis in early childhood education or child development is highly desirable and must 

include the following:   

[A] Six (6) semester units or equivalent quarter units shall be in administration or staff 

relations,and two (2) equivalent quarter units shall be in adult supervision. 

 [B] Twenty- four (24) semester units or equivalent quarter units that shall include 

courses which cover the general areas of child growth and development or human growth and 

development; child, family and community or child and family; and program/curriculum 

Experience: 

Two years of teaching in a licensed child care center or comparable group child care 

program.  Previous experience in a Head Start Program is highly desirable. 

 

LICENSE OR CERTIFICATE 

Successful incumbents in this job are expected to operate an automotive vehicle in the 

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

public transportation may not be a cost-effective 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 or transport equipment in a timely manner as required in the 

performance of duties. 

Must obtain Pediatric First Aid and CPR certifications within one year of employment and 

maintain throughout tenure of employment. 

 

Must obtain and maintain CLASS Observer Certification throughout tenure of employment. 

 

OTHER REQUIREMENTS 

Depending on nature of assignment, candidates who receive offers of employment will be 

required to submit fingerprints, undergo a criminal record clearance, and have a physical 

examination including a TB screening. 

Proficiency in a foreign language (Spanish, Mandarin, Cantonese or Mandarin) may be required 

for assignment to particular Head Start Centers. 
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MEMORANDUM 
 

DATE: November 19, 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 Specifications for Planner I, Planner II, Planner III, 

and Planner IV 

Based upon a classification review at the request of the Planning and Building Department, staff 
has proposed revision of the Planner I, Planner II, Planner III, and Planner IV classification 
specifications. All four were originally established in 1995. Once approved, the revised 
classification specifications will be used for recruitment activities in the near future.      

A variety of modifications have been proposed to the four classifications:  
 New language has been added for alignment with the current classification specification 

template.  
 Slight modifications have been made to the Examples of Duties and Knowledge and 

Abilities sections to better characterize the work and required knowledge and skills.  
 Refinements have been made to the Definition and Distinguishing Characteristics 

sections. 
 The Education sections have been broadened to include other applicable fields. 
 The Experience sections have been slightly modified.  

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposed revisions to the classification specifications.  City staff and union 
representatives met on October 22, 2015, and agreed to minor modifications during that meeting. 
There are no objections to the proposed revisions.     

Additionally, no determination has been rendered yet regarding the “common class” status of the 
Planner series. Planning is currently underway for the “Common Class” Project, which will 
begin in early 2016. 

Staff recommends that the Civil Service Board approve the classification specifications for 
Planner I, Planner II, Planner III, and Planner IV as amended. 
Attachments:  Revised classification specifications for Planner I, Planner II, Planner III, and Planner IV   
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DEFINITION 
Under direction in the Planning and Building Department, To provides planning, zoning and 

subdivision information to the public; to gathers planning data through field and library research; 

to processes various permits and applications; to prepares and posts variancepublic notices; and 

to writes approval or denial letters and reports; and performs related duties as assigned.. 

 

DISTINGUISHING CHARACTERISTICS 
This is an entry level classification.  Incumbents receive training in and perform routine duties 

involving planning, zoning, subdivisions and permits.  This classification differs from a Planner 

II in that incumbents in the latter perform more complex work and require less direction. 

 

SUPERVISION RECEIVED AND EXERCISED  
Incumbents rReceives general immediate supervision from a Planner III, or Planner IV, or 

Operations ManagerPlanner V or division manager. 

 

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

 

Provide zoning and subdivision information to the public and other agencies at the counter or 

over the phone. 

 

Process planning permits, environmental review applications, subdivision modifications (parcel 

maps, tract maps, and parcel map waivers), and plan check modifications/additions/alterations to 

structures. 

 

Gather planning data through field investigations and library research; prepare maps, tables, and 

reports. 

 

Write text for variancezoning applications; post notices of Planning Commission hearings; 

record time, date, and location of posters in applicant's area; mail notices to residents in the area. 

 

Conduct research relating to land use regulations, General Plan, design reviews, special zone 

regulations, environmental review exemptions, conditional use permits, variance permits, 

consistencies to the General Plan, and parcel map waivers. 

 

Write decision, acceptance, and denied-use letters; collect, analyze, and interpret information for 

staff reports; make recommendations and assist in writing reports. 

 

Prepare minor variance, use, and design review applications. 

 

Prepare background information for Planning Commission meetings; update cases under review; 

organize files for the agenda; set up charts and plans. 

 

Answer questions and handle complaints from the public regarding planning and zoning. 

 

 

PLANNER I 

Class Code: AP269 FTE          Civil Service Classified 
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Coordinate zoning and land use developments with other agencies. 

 

Drive a vehicle to make site inspections and to post notices of Planning Commission hearings. 

 

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIESQUALIFICATIONS 

 

Knowledge of: 
o Principles, practices, and trends in municipal planning. 

 

o Theories, concepts, and principles of planning, zoning, subdivisions, urban 

design, and land use. 

 

o Research and statistical methodology. 

 

o Computer systems and applications. 

 

o Public contact skills. 

 

Ability to: 
o Interpret federal, state and local regulations pertaining to planning, zoning and 

subdivisions. 

 

o Read blue prints, plans, and drawings. 

 

o Handle stressful and sensitive situations with tact and diplomacy. 

 

o Coordinate functions and activities between the department and the Planning 

Commission. 

 

o Communicate effectively in both oral and written form. 

 

o Prepare reports, proposals, and other written materials.  

 

o Use personal computer and software applications. 

 

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

performance of required duties. 

 

MINIMUM QUALIFICATIONSEXPERIENCE AND EDUCATION 
Any combination of education and experience that is equivalent to the following minimum 

qualifications is acceptable.Any combination of experience and education that would likely 

provide the required knowledge and abilities is qualifying.  A typical way to obtain the 
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knowledge and abilities would be: 

 

Education: 
Bachelor's degree from an accredited college or university in planning, architecture, 

landscape architecture, urban studies, geography or a related field. 

 

Experience: 
One year of urban planning experienceNone required. 

 

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 required in the performance of duties. 

 

FLEXIBLE STAFFING 
Incumbents in the Planner I classification are eligible to promote to the Planner II 
classification in accordance with established City policy related to flexible staffing. 
 
 
 
DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 
      
Established
: 
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DEFINITION 
Under direction in the Planning and Building Department, To performs planning work involving 

current and advanced planning; to reviews and implements zoning and subdivision ordinances; to 

conducts neighborhood and environmental impact studies; and to provides information to home 

owners, developers, and the public; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 
This is a journey level classification.  Incumbents conduct planning research and analysis on 

moderate to difficult projects.  This classification differs from Planner III in that the latter acts in 

a lead or supervisory capacity and performs more complex or difficult tasks. 

 

SUPERVISION RECEIVED AND EXERCISED  
Incumbents, rReceives general supervision from a Planner III, Planner IV, Planner V or a 

division manager and . 

 

Pprovides lead direction over student interns. 

 

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

 

Plan and conduct research studies regarding land use, zoning, subdivisions, environmental 

impact, and urban design. 

 

Gather data for projects and studies, including phases of the General Plan, current plans, and 

special studies. 

 

Process planning permits, environmental review applications, subdivision modifications (parcel 

maps, tract maps, and parcel map waivers), and plan check modifications/additions/alterations to 

structures. 

 

Prepare environmental impact studies; work with consultants in the preparation of 

Environmental Impact Reports. 

 

Analyze issues and write commission case reports for use by the Planning Commission. 

 

Develop studies, designs, and plans of current projects or specific phases of the General Plan. 

 

Conduct rezoning studies, including background research, site visits, review of regulations, 

survey maps, and public meetings. 

 

Participate in all work levels of routine planning studies, including outline of work 

methodologies, conclusions, and recommendations. 

 

Provide information to the public on the General Plan and special studies. 

 

 

PLANNER II 

Class Code: AP272 FTE          Civil Service Classified 
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Participate in the preparation of long-range plans with City departments and public agencies. 

 

Provide information and assistance to property owners, developers, and the public regarding 

laws, regulations, codes, and procedures for the submission of plans and the processing of 

applications. 

 

Drive a vehicle to make site inspections and to make presentations to community groups during 

office hours or in the evening. 

 

Respond to complaints from the public and developers. 

  

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIESQUALIFICATIONS 

 

Knowledge of: 
o Practical planning methodology, urban development, urban design, and land use 

economics. 

 

o Federal, state, and local laws, regulations, and codes governing planning and 

zoning. 

 

o Research and statistical methodology. 

 

o Computer systems and applications. 

 

o Public speaking principles and practices. 

 

o Public contact and community relations. 

 

Ability to: 
o Interpret federal and state regulations pertaining to city planning and land use. 

 

o Handle stressful and sensitive situations with tact and diplomacy. 

 

o Coordinate functions and activities between departments and outside agencies. 

 

o Establish cooperative relationships with developers, architects, and the public. 

 

o Communicate effectively in both oral and written form. 

 

o Prepare reports, proposals, and other written materials. 

 

o Use personal computer and software applications. 

 

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

 

MINIMUM QUALIFICATIONSEXPERIENCE AND EDUCATION 

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

qualifications is acceptable.Any combination of experience and education that would likely 

provide the required knowledge and abilities is qualifying.  A typical way to obtain the 

knowledge and abilities would be: 

 

Education: 
Bachelor's degree from an accredited college or university in planning, architecture, 

landscape architecture, urban studies, geography, or a related field.  

 OR 
A Master's degree from an accredited college or university in city or urban planning may 

be substituted for one year of experience. 

 

Experience: 
Three years of urban planning experience. 

 

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 required in the performance of duties. 

 

FLEXIBLE STAFFING 
Incumbents in the Planner I classification are eligible to promote to the Planner II 
classification in accordance with established City policy related to flexible staffing. 
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DEFINITION 

Under direction in the Planning and Building Department, To plans, organizes, reviews, and 

participates in complex planning and zoning projects; to develops studies, designs and plans of 

current projects or phases of the General Plan; to monitors the preparation of Environmental 

Impact Reports; to makes presentations to community groups; and to provides lead direction or 

supervision of assigned staff.; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This is an advanced journey level classification.  Incumbents perform major projects with little 

supervision.  This classification differs from Planner IV in that Planner III acts in either a lead or 

supervisory capacity and performs less complex or difficult tasks. 

SUPERVISION RECEIVED AND EXERCISED  

Incumbents Rreceives direction from a Planner IV, Planner V or a division manager. and Pprovide 

lead direction or supervision over a Planner I, Planner II, or clerical staff. 

 

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

Plan, conduct, and serve as project leader on research studies; prepare reports and recommendations 

regarding land use, zoning, urban design, environmental impact, and community needs. 

Perform research and analysis pertaining to elements of the General Plan, neighborhood plans, and 

special projects. 

Process planning permits, environmental review applications, subdivision modifications (parcel 

maps, tract maps, and parcel map waivers), and plan check modifications/additions/alterations to 

structures. 

Render decisions on minor zoning and subdivision applications. 

Monitor the preparation of environmental impact studies; work with consultants in the preparation 

of Environmental Impact Reports. 

Provide direction to the zoning staff who advise property owners, developers, and the public about 

zoning and subdivision ordinances. 

Consult with other City departments, community organizations, and public agencies regarding their 

interests in zoning, subdivisions, and general plan development. 

Make presentations to the City staff, neighborhood groups and professional organizations. 

Provide information and assistance on projects to developers, property owners, and the general 

public regarding laws, policies, regulations, standards, and planning procedures. 

PLANNER III 

Class Code:  AP274 FTE,  Civil Service Classified 

                       AP370 PPT    
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Handle complaints and answer questions from the public regarding planning and zoning. 

Prepare or review the preparation of written communications, including analytical reports, 

commentaries, correspondence, and drafts of proposed revisions to ordinances, resolutions, and 

procedures. 

Drive a vehicle to make site inspections and to make presentations to community groups during 

office hours or in the evening. 

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIES 

QUALIFICATIONS 

Knowledge of: 

 Theories, concepts, and principles of urban planning, urban design, and land use. 

 Federal, state, and local laws, regulations, and codes governing planning and zoning. 

 Research and statistical methodology. 

 Computer systems and applications. 

 Public speaking principles and practices. 

 Public contact and community relations. 

 Principles of supervision and development. 

Ability to: 

 Plan, organize, direct and evaluate planning projects. 

 Interpret federal and state regulations pertaining to city planning and land use. 

 Handle stressful and sensitive situations with tact and diplomacy. 

 Coordinate functions and activities between departments and outside agencies. 

 Establish cooperative relationships with developers, architects, and the public. 

 Communicate effectively in both oral and written form. 

 Prepare reports, proposals, and other written materials.  

 Use personal computer and software applications. 

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

of required duties. 

 

MINIMUM QUALIFICATIONSEXPERIENCE AND EDUCATION  

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

qualifications is acceptable. 

Education: 

A Bachelor's degree from an accredited college or university in planning, architecture, 

landscape, urban studies, geography or a related field. 

      OR 

 A Master's degree from an accredited college or university in city or urban planning may be 

substituted for one year of work experience. 
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Experience: 

Four years of progressively responsible urban planning experience. 

 

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 required in the performance of duties. 

Possession of a valid California Driver's License. 

 

OTHER REQUIREMENTS 

ADDITIONAL QUALIFICATION 

None required. 
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DEFINITION 
Under direction in the Planning and Building Department, To plans, supervises, coordinates and 

participates in complex planning and zoning services; to administer the environmental planning 

program; to represents the Department at the City Planning Commission and public agencies; to 

drafts ordinances and resolutions; to makes presentations to various groups; and to trains and 

supervises assigned staff; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 
This is a first level supervisory classification.  Incumbents typically supervise a unit in the 

Developmental Controls or Planning Services DivisionsBureau of Planning.  This classification 

differs from Planner III in that the latter acts in either a lead or supervisory capacity and 

performs less complex tasks. 

 

SUPERVISION RECEIVED AND EXERCISED  
Incumbents rReceives direction from the Developmental Controls Manager or Planning Services 

Managera Planner V or a division manager and e. 

 

Exercises general supervision over professional, technicala Planner I, Planner II, Planner III 

andor clerical staff. 

 

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

 

Develop and implement unit goals, objectives, policies, and priorities.  

 

Plan, coordinate, direct and prepare complex projects and studies, including phases of the 

General Plan, current plans, and special studies. 

 

Process planning permits, environmental review applications, subdivision modifications (parcel 

maps, tract maps, and parcel map waivers), and plan check modifications/additions/alterations to 

structures. 

 

Render decisions on minor zoning and subdivision applications. 

 

Administer the environmental planning program for the CityMonitor the preparation of 

environmental impact studies; secure and analyze Environmental Impact Reports; make 

determinations of environmental impact of projects; present findings to the Planning 

Commission and other agencies. 

 

Establish work programs for assigned staff; outline technical approaches and methodology. 

 

Write and edit reports, agendas, and minutes for the City Planning Commission; provide meeting 

support services to the Commission. 

 

Draft ordinances, resolutions, and reports for presentation to the City Council. 

 

PLANNER IV 

Class Code: AP403 FTE          Civil Service Classified 
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Make presentations to the City Council, City Planning Commission, neighborhood groups and 

professional organizations. 

 

Coordinate and assist in the preparation of long-range plans with City departments and public 

agencies. 

 

Act as technical advisor within a field of specialization to City staff, public agencies and 

members of the public. 

 

Train, supervise, and evaluate subordinate staff. 

 

Handle complaints and answer questions from the public regarding planning and zoning. 

  

Operate a motor vehicle in the performance of assigned duties. 

 

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIESQUALIFICATIONS 

 

Knowledge of: 
o Theories, concepts, and principles of urban planning, urban design, and land use. 

 

o Federal, state, and local laws, regulations, and codes governing planning and 

zoning. 

 

o Research and statistical methodology. 

 

o Computer systems and applications. 

 

o Public speaking principles and practices. 

 

o Public contact skills. 

 

o Principles of supervision and development. 

 

Ability to: 
o Plan, organize, direct and evaluate complex planning projects. 

 

o Interpret federal and state regulations pertaining to city planning and land use. 

 

o Handle stressful and sensitive situations with tact and diplomacy. 

 

o Coordinate functions and activities between departments and outside agencies. 

 

o Establish cooperative relationships with developers, architects, and the public. 
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o Communicate effectively in both oral and written form. 

 

o Prepare reports, proposals, and other written materials. 

 

o Supervise, train and evaluate assigned staff. 

 

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

performance of required duties. 

 

MINIMUM QUALIFICATIONSEXPERIENCE AND EDUCATION 
Any combination of education and experience that is equivalent to the following minimum 

qualifications is acceptable. Any combination of experience and education that would likely 

provide the required knowledge and abilities is qualifying.  A typical way to obtain the 

knowledge and abilities would be: 

 

Education: 
Bachelor's degree from an accredited college or university in planning, architecture, 

landscape architecture, urban studies, geography or a related field.  

 OR 
A Master's degree from an accredited college or university in city or urban planning may 

be substituted for one year of experience. 

 

Experience: 
Five years of progressively responsible urban planning experience including experience 

providing lead direction. 

 

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 required in the performance of duties. 
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                       CIVIL SERVICE BOARD MEETING MINUTES (DRAFT) 
  
  Date October 15, 2015 
 OPEN SESSION 5:30 p.m. 
  City Hall, One Frank H. Ogawa Plaza, Hearing Room 1 

 
BOARD MEMBERS PRESENT: 6 -          Chairperson Andrea Gourdine 
 Vice Chairperson David Jones 

Board Member Lauren Baranco 
Board Member Alex Drexel 
Board Member Christopher Johnson 
Board Member Jeffrey Levin (Arrived at 5:34pm) 

 
BOARD MEMBERS ABSENT: 1 -  Board Member Winnie Anderson 
       
 
STAFF PRESENT:        Jim Hodgkins, Deputy City Attorney 
      Anil Comelo / Secretary to the Board 

Kip Walsh, HR Manager / Staff to the Board 
Cecilia Carey HR Technician / Staff to the Board 

 
OPEN SESSION AGENDA 

 
Chair Gourdine announced Open Session at 5:30 pm 

1) OPEN FORUM  3 Minutes – No Speakers 

2) WELCOME: Newly appointed member, Christopher Johnson 

3) CONSENT CALENDAR:                                       

a) Approval of Employee Requests for Leave of Absence 
• LIB-2015-LA10 
• LIB-2015-LA11 
• OPD-2015-LA04 
• OPD-2015-LA05 
• OPD-2015-LA06 

 
b) Approval of Revised Classification Specification 

• Case Manager II 
• Home Management Counselor II 
• Home Management Counselor III 
• Fire Protection Engineer 
• Manager, Inspection Services 
• Performance Audit Manager 
• Systems Programmer III 

 

 
 
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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44782  A motion was made by Board Member Drexel and seconded by Board Member 

Baranco to approve the items on the Consent Calendar.  
 
Votes:   Board Member Ayes: 5 – Gourdine, Jones, Baranco, Drexel, Johnson 
   Board Member Noes: None 
   Board Member Abstentions: None  

               Board Members Absent: 2  –  Anderson, Levin 
• The motion passes 

 
Note: Board Member Jeffery Levin arrived at 5:34 pm 

4) OLD BUSINESS: 
a) Approval of August 20, 2015 Civil Service Board Meeting Minutes 

 
− Kip Walsh, Recruitment & Classification Manager reported that Anil 

Comelo, Secretary to the Board was present at the August 20, 2015 Civil 
Service Board meeting and asked that the minutes be amended to reflect his 
attendance. 
 

44783 A motion was made by Vice Chair Jones and seconded by Board Member Baranco to 
approve the Minutes of the August 20, 2015 Civil Service Board meeting as amended.  

 
Votes:   Board Member Ayes: 5 – Gourdine, Jones, Baranco, Drexel, Levin 
              Board Member Noes: None 
              Board Member Abstentions: 1 - Johnson 
              Board Members Absent: 1  –  Anderson 

• The motion passes 
 

b) Determination of Schedule of Outstanding Board Items 
 

• No New Items 
 

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   

 
The report is received and filed. 
 

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

 
− Kip Walsh, Recruitment & Classification Manager reported meeting with the 

Port of Oakland’s Personnel Division regarding the implementation of the 
revised Port Personnel Rules. The Port has completed Meet & Confer with 
Port Unions and has submitted a draft of the Port Personnel Rules to the City 
for review. The Port plans to submit a narrative of the draft document as well 
as presenting the document in a track changes version at the November 19, 

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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2015 Civil Service Board meeting for the Board’s review. 
− Anil Comelo, Director, Human Resource Management and Secretary to the 

Board reported meeting with the Port’s Personnel Division regarding the 
conversion of Common Classification Specifications. The Port along with the 
City will present a project overview and timeline to the December 17, 2015 
Civil Service Board meeting as to the completion of the project. 

 
Supplemental Report: 

e) Discussion and Review of Whether the Firefighter Trainee Position Should Remain 
Exempt From Civil Service  

 
One (1) Speaker - Bruce Nielson, Battalion Chief OFD (RET) 
 

− Chair Andrea Gourdine directed Staff to come back with a detailed analysis 
of the City’s Firefighter Trainee examination process and the City’s 
compliance with the Federal 2012 Safer Grant. 

5) NEW BUSINESS:  
a) Quarterly Classification Report 

 
The report is received and filed. 

b) Ratification of “Agreement between the City of Oakland and the International Federation 
of Professional and Technical Engineers, Local 21, Regarding the Treatment of the 
Exempt Classifications of Management Intern and Environmental Services Intern and 
Affected Incumbents” 

− Kip Walsh, Recruitment & Classification Manager reported that although the 
Civil Service Board does not have the authority to ratify an agreement with 
IFPTE, Local 21, this item is presented to the Board for informational and 
transparency purposes only. 

 
c) Approval of New Classification Specification 

• Environmental Services Analyst, Assistant 
• Crime Analyst 

 
44784 A motion was made by Vice Chair Jones and seconded by Board Member Levin to 

approve the new classification specifications for Environmental Services Analyst, 
Assistant and Crime Analyst.  

 
Votes:   Board Member Ayes: 6 – Gourdine, Jones, Baranco, Drexel, Johnson, Levin 
              Board Member Noes: None 
              Board Member Abstentions: None 
              Board Members Absent: 1  –  Anderson 
 
 
 

 
 

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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6) ADJOURNMENT: 6:11 pm 
 
NOTE: The Civil Service Board meets on the 3rd Thursday of each month. The next meeting is scheduled to be 
held on Thursday November 19, 2015. All materials related to agenda items must be submitted by Thursday 
November 12, 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
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APPEALS & HEARINGS CALENDAR 
PENDING LIST – November 19, 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 

November 19, 
2015 

Rescheduled from 
July 2015 at request 
of Appellant 

 
2. REFERRED TO OUTSIDE HEARING OFFICER 

Case Number Classification Dept. Action Pending Referral Date Notes 

CAU-2014-AP01 Performance 
Auditor (Lim) City Auditor 

10.03 - Appeal of 
Disciplinary Action March 20, 2015 

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

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

4.19 Appeal of 
Examination Results 

 
July 16, 2015 

Referred to Hearing 
Officer at July 2015 
CSB 

OPW-2015-AP01 

Heavy 
Equipment 

Service Worker 
(Lemi) 

Public Works 
6.05 Appeal of 
Probationary 

Removal/Demotion 
July 16, 2015 

Referred to Hearing 
Officer at July 2015 
CSB 

OPR-2014-AP01 Gardener Crew 
Leader (Gold) 

Parks & 
Recreation 

6.05 Appeal of 
Probationary 

Removal/Demotion 
Dec 18, 2014 

Referred to Outside 
Hearing Officer at 
December 2014 
CSB 

EWD-2015-AP01 
Urban Economic 

Analyst III 
(Ralston) 

EWD/ONI 
10.03 Appeal of 

Discipline Aug 20,  2015 
Referred to Hearing 
Officer at August 
2015 CSB 

 
3. UNDER REVIEW 

Case Number Classification Dept. Action Pending Action Date Notes 

Port-2015-AP02 
Maritime Service 

Coordinator 
 

Port 10.03 - Appeal of 
Disciplinary Action April 2, 2015 Referred to Port 

OPD-2015-AP03 

Complaint 
Investigator II 

(Uribe) 
 

OPD 
6.05 Appeal of 
Probationary 

Removal/Demotion 
Oct 26, 2015 Referred to City 

Attorney 

 
4. CLOSED 

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 

March 19, 
2015 

Appellant Withdrew 
Appeal Nov 6, 2015 

OFD-2015-AP02 

 
Fire Fighter 

(Pope) 
 

OFD 
Section 6.05 Removal 
or Demotion During 
Probationary Period 

Nov 3, 2015 
Settled (per email 

from City Attorney 
Nov. 6, 2015) 

 



 
 
 

                  STAFF REPORT 
    
 

 
 DATE: November 19, 2015 

 TO: THE HONORABLE CIVIL SERVICE BOARD 

 FROM: Kip Walsh, HR Manager, Recruitment & Classification 

 THROUGH: Anil Comelo, Secretary to the Board 

 SUBJECT: TEMPORARY EMPLOYEES – 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 

 
 
SUMMARY  
Staff has prepared this report to provide the Civil Service Board with an update on 
compliance with the Civil Service Rules related to temporary employees since the last report 
of October 15, 2015. This report focuses on temporary employees in the categories of 
Exempt Limited Duration Employees (ELDEs) and Temporary Contract Service Employees 
(TCSEs), who are currently employed in the City of Oakland but are not in compliance with 
the Civil Service Rules and other City policies.  

As of the pay period that ended November 6, 2015 there are a total of eighty-four (84) 
employees in the TCSE (31), Annuitant (31), and ELDE (22) categories. Four (4) 
assignments were added and five (5) were removed during this reporting period.  

Reports showing all of the temporary assignments discussed in this report are included in a 
list (Attachment A) and a chart of trends (Attachment B) attached to this narrative report to 
provide a snapshot of the overall changes month to month. 

BACKGROUND  
The use of temporary employees is allowed under Civil Service Rule 5 (Certification and 
Appointment) in recognition that standard Civil Service employment practices can be 
cumbersome when a time-sensitive assignment arises or existing resources do not fit a 
specific need. Pursuant to the Civil Service Rules, Section 5.06 governing temporary 
assignments, ELDE assignments may not exceed one year and TCSE assignments may not be 
“ongoing or repetitive.” The limitation for TCSEs is interpreted to mean that assignments in 
that category may not extend across more than one fiscal year and for longer than twelve 
months.   
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STATUS OF CURRENT ASSIGNMENTS 
There are six (6) of the total sixty (60) TCSE or TCSE / Annuitant assignments that are for 
ongoing intermittent or part time work.  Four (4) TCSE assignments are for ongoing part 
time work for which an appropriate part time classification had not existed, but have since 
been created. HRM is coordinating with departments to update the records for these 
employees. For the one Annuitant/TCSE in the Fire Department, HRM staff are working 
with department representatives to either create a new part time classification or treat the 
work as a professional services contract.  

The one ELDE assignment that is showing as non-compliant ended in mid-September, but 
the termination paperwork has not yet been processed in the Payroll system. The report will 
be updated once the records have been completed. 

The following charts show summary data for all TCSE, TCSE/Annuitant, and ELDE 
assignments currently in the City. 
Count of ORG Column Labels 

  
Row Labels COMPLIANT PENDING 

NON-
COMPLIANT 

Grand 
Total 

Annuitant 28 2 1 31 
ELDE 21 

 
1 22 

TCSE 27 4 
 

31 
Grand Total 76 6 2 84 

     
     Count of ORG Column Labels 

  
Row Labels COMPLIANT PENDING 

NON-
COMPLIANT 

Grand 
Total 

CITY ADMINISTRATOR 7 3 
 

10 
ELDE 4 

  
4 

TCSE 3 3 
 

6 
FIRE 

 
1 1 2 

Annuitant 
  

1 1 
TCSE 

 
1 

 
1 

HOUSING 6 
  

6 
ELDE 4 

  
4 

TCSE 2 
  

2 
HUMAN SERVICES 11 2 1 14 

Annuitant 
 

2 
 

2 
ELDE 4 

 
1 5 

TCSE 7 
  

7 
INFORMATION 
TECHNOLOGY 4 

  
4 

ELDE 1 
  

1 
TCSE 3 

  
3 

PLANNING & BUILDING 10 
  

10 
ELDE 4 

  
4 

TCSE 6 
  

6 
POLICE 30 

  
30 

Annuitant 26 
  

26 
TCSE 4 

  
4 
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PUBLIC WORKS 5 
  

5 
Annuitant 2 

  
2 

ELDE 3 
  

3 
WORKFORCE 
DEVELOPMENT 3 

  
3 

ELDE 1 
  

1 
TCSE 2 

  
2 

Grand Total 76 6 2 84 
 

RECOMMENDATION   
Staff recommends that the Civil Service Board accept the monthly report on temporary 
assignments for Temporary Contract Service Employees (TCSEs) and Exempt Limited 
Duration Employees (ELDEs).  
 
For questions regarding this report, please contact Kip Walsh Human Resources Manager, 
Recruitment & Classification at (510) 238-7334. 
 
Attachments: 
A. TCSE/ELDE Report: For Pay Period ending November 13, 2015 
B. TCSE/ELDE Compliance Trend Chart: Pay Period ending November 13, 2015 



CIVIL SERVICE BOARD
NOVEMBER 2015 MONTHLY REPORT OF TCSE/ELDE ASSIGNMENTS

As of:  Pay Period End 11.06.2015

DEPT LAST_NAME FIRST_NAME ORG JOB_DATE TYPE NOTES

FINANCE Lee Jacqueline 08721 - Treasury Operations Unit 27-Oct-2014 ELDE
Temporary assistance with debt 
management program

FIRE Morelli Jeffrey 20711 - Emergency Services Program Unit 04-Apr-2011 TCSE
Part time classification added to salary 
ordinance

PARKS & REC Vargas Melissa 501110 - Directors Unit 03-Jan-2015 ELDE Temporary support of adminstrative projects

PLANNING & BUILDING Taylor Allene 84111 - Admin:Planning, Building & Neighborhood Prese 10-Nov-2014 ELDE
Temporary assigment pending approved 
budget for permanent assignment

PUBLIC WORKS Vaughn Richard 30541 - Equipment Serives Administration 27-Oct-2014 TCSE
Temporary assigment pending approved 
budget for permanent assignment

CITY ADMINISTRATOR Berens Matthew 02611  - Contract Compliance Unit 08-Jun-2015 
Assisting with Measure FF (Mimimum 
Wage) compliance

CITY ADMINISTRATOR Dotson Troy 02621 - Employment Services Unit 17-Aug-2015 ELDE Pending recruitment 

CITY ADMINISTRATOR Geddes Dorothy 02331 - Employee Relations 01-Jul-2015 TCSE
Serving as temporary administrative support 
in Labor Relations

CITY ADMINISTRATOR Hollenbeck Joy 02491 - Oakland Animal Services 14-Sep-2015 TCSE TCSE pending appointment recruitment 

CITY ADMINISTRATOR Kenny Catherine 02111 - City Manager Administrative 26-May-2015 ELDE

     
Manager/Assistant to the City Administrator - 
Backfill.

CITY ADMINISTRATOR Rozycki Ari 2492 - Oakland Animal Services 18-Feb-2015 TCSE Dept will initiate recruitment for FT Vet

CITY ADMINISTRATOR San Miguel Ronald 02611 - Contract Compliance Unit 05-Jan-2015 ELDE
Temporary assignment supporting the 
Disparity Study

HOUSING Conde Ahmed 89919 - Admin: Housing & Community Development 27-Apr-2015 ELDE
Temporary Assignment supporting the  
City's Mandatory Seismic Retrofit Program

HOUSING Dillard Ellen 89979 - Commercial Lending 16-Feb-2015 ELDE
Temporary assignment pending approved 
budget for permanent position.

HOUSING Hall Pamela 89919 - Admin: Housing & Community Development 06-Jun-2015 TCSE
Temporary assignment supporting Housing 
Assistance Center

HOUSING Ma Li (Susan) 89919 - Admin: Housing & Community Development 27-Dec-2014 ELDE
Housing assistance program; recruitment 
pending spec revision.

HOUSING Moeinzadeh Leilah 89919 - Admin: Housing & Community Development 05-Jan-2015 ELDE
Temporary assignment supporting Int'l Blvd 
Transit project.

HOUSING Piper Susan 89919 - Admin: Housing & Community Development 16-Mar-2015 TCSE
Temporary Assignment supporting the  
City's Mandatory Seismic Retrofit Program

HUMAN SERVICES Bryant Shawn 78231 - Head Start Program 24-Oct-2015 TCSE
Temporary role of Program Analyst II until 
list can be generated.

HUMAN SERVICES Chaney-Williamson Sylvia 78241  - Year Round Lunch Program Unit 16-Jun-2014 TCSE

HUMAN SERVICES Clemente Richard 78231 - HS Classroom & Seasonal 28-Sep-2015 TCSE
Assist with transport and delivery of food 
and supplies

HUMAN SERVICES Dupree Kathryn 78235 - HS Central Office Administration 16-Jun-2014 

HUMAN SERVICES Hernandez Daisy 75231 - Multiservice Senior Service Program 29-Jul-2015 ELDE
Dept working with HRM on addition of class 
spec (Case Manager Aide).

HUMAN SERVICES Hoover-Alexander Kathryn 78411 - Community Housing Services 08-Sep-2015 TCSE

       
City of Oakand and Housing Consortium of 
the East Bay

HUMAN SERVICES Norris Tabia 78251 - Youth Services 21-Sep-2015 TCSE Pending approval of PT classification.

HUMAN SERVICES Pragasa Romulo 78241  - Year Round Lunch Program Unit 30-Jun-2015 TCSE
Transport and deliver summer food to 
service sites.

HUMAN SERVICES Ruhland Lisa 78235 - HS Central Office Administration 05-Jan-2015 ELDE
Temporary assignment pending recruitment 
for permanent position.

HUMAN SERVICES Solomon Kennedy 78311 - Policy & Planning 17-Feb-2015 ELDE
Temporary assignment to Blight Abatement 
outreach project.

HUMAN SERVICES Walcott Diana 78231 - HS Classroom & Seasonal 21-Sep-2015 ELDE

      
attendance tracking and monitoring system 
to maintain OHS and CSPP contract 

INFORMATION TECHNOLOGY Astrera Erwin 46261 - Server Maintenance and Support 03-Aug-2015 ELDE
Temporary support for completion of the 
Microsoft 365 Project. 

INFORMATION TECHNOLOGY Garcia Cherelyn 46461 - Project Coordination 29-Jul-2015 TCSE

   
Maintenance / Mobile radio installation 
coordination and inventory control

INFORMATION TECHNOLOGY Moulton Sr. Kofi 46461 - Project Coordination 29-Jul-2015 TCSE Temporary operational support

INFORMATION TECHNOLOGY Saulsbury Janet 46411 - Administration 12-Oct-2015 TCSE
Temporary role as Project Manager II until 
list can be generated.

PLANNING & BUILDING Anderson Elizabeth 84412 - Admin: Building Inspection 05-Jan-2015 TCSE
Temporary assignment supporting City 
Clerk's records management program.

PLANNING & BUILDING Bailey-Curry Azaria 84454 - Inspections: Neighborhood Preservation 05-Jan-2015 ELDE
Temporary assignment pending approved 
budget for permanent position.

PLANNING & BUILDING Block LaVonce 84421 - Engineering: Permit Center 16-Mar-2015 TCSE Serving as temporary administrative support

PLANNING & BUILDING Brown Shaneice 84412 - Admin: Building Inspection 23-Jun-2014 TCSE

       
termination paperwork not yet processed in 
payroll.

PLANNING & BUILDING Dumford Kevin 8454 - Inspections:Commercial Building 17-Aug-2015 ELDE Pending recruitment 

PLANNING & BUILDING Ellsworth Ellen 84421 - Engineering: Permit Center 28-Feb-2015 ELDE
Temporary assignment to Brooklyn Basin 
project.

PLANNING & BUILDING Guy Ethan 84454 - Inspections: Neighborhood Preservation 17-Aug-2015 ELDE
Assist with development of Proactive Rental 
Inspection Policy program

PLANNING & BUILDING Johnson Samuel 84421 - Engineering: Permit Center 23-Nov-2014 TCSE
Temporary assignment supporting City 
Clerk's records management program.

PLANNING & BUILDING Silva Rodriguez Adoracion 84412 - Admin: Building Inspection 27-Apr-2015 TCSE Serving as temporary administrative support

PLANNING & BUILDING Smart Gloria 84421 - Engineering: Permit Center 16-Mar-2015 TCSE Serving as temporary administrative support

POLICE Causapin Nicole 102322 - Targeted Inforcement Task Force 27-Oct-2015 TCSE
Until recruitment to fill two currently vacant 
PET positions is completed

POLICE Chey Tae 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Christmas Ernest 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Denson Benjamin 106610 - Background & Recruiting 17-Mar-2014 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Donovan Daniel 101120 - Internal Affairs 02-Jan-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD Internal Affairs.

POLICE Fisher James 106610 - Background & Recruiting 12-Oct-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Flynn Dana 106610 - Background & Recruiting 12-Oct-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.
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As of:  Pay Period End 11.06.2015

DEPT LAST_NAME FIRST_NAME ORG JOB_DATE TYPE NOTES

POLICE Green Doretha 103310 - Communications Unit 02-Feb-2015 Annuitant
Retired Dispatcher providing coverage 
pending permanent appointments.

POLICE Grieve Irma 103310 - Communications Unit 13-Feb-2015 Annuitant
Retired Dispatcher providing coverage 
pending permanent appointments.

POLICE Hart Rutherford 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Hassna Jeffrey 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Hicks Mark 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Hill Barbara 103310 - Communications Unit 02-Feb-2015 Annuitant
Retired Dispatcher providing coverage 
pending permanent appointments.

POLICE Johnson Carmen 106610 - Background & Recruiting 18-Jan-2014 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Johnson Steven 106610 - Background & Recruiting 18-Jan-2014 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Juarez Edward 106610 - Background & Recruiting 28-Feb-2015 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Knight Drew 103310 - Communications Unit 22-Apr-2015 TCSE
Retired Dispatcher providing coverage 
pending permanent appointments.

POLICE Lau Peter 106610 - Background & Recruiting 10-Oct-2015 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD Internal Affairs.

POLICE Leaks Delores 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Lighten Ronald 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Lloyd Jessica 102322 - Targeted Inforcement Task Force 24-Aug-2015 TCSE
Until recruitment to fill two currently vacant 
PET positions is completed

POLICE Mestas Alfred 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Parker Norma 106610 - Background & Recruiting 17-Mar-2014 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Pressnell Edward 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Quintero Joseph 106610 - Background & Recruiting 12-Oct-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Smith Phyliss 103310 - Communications Unit 20-Jul-2015 TCSE
Retired Dispatcher providing coverage 
pending permanent appointments.

POLICE Taylor Mayumi 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Thomas Mark 106610 - Background & Recruiting 18-Jan-2014 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Valladon Robert 106610 - Background & Recruiting 17-Mar-2014 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

POLICE Vaughn John 106610 - Background & Recruiting 23-Sep-2013 Annuitant
Per MOU Agreement; Annuitant supporting 
OPD backgrounding.

PUBLIC WORKS Barz Sara 30275 - IPPD Plans and Programming 03-Aug-2015 ELDE

      
programs for outreach and evaluation of car 
sharing program

PUBLIC WORKS Blackston Christina 30274 - IPPD Plans and Programming 02-Aug-2015 ELDE

      
programs for outreach and evaluation of car 
sharing program

PUBLIC WORKS Corso Debra 30112 - Human Resources 22-Sep-2014 Annuitant Temporary backfill for LOA.

PUBLIC WORKS Maher Sean 30682 - Env Svcs Recycling & Solid Waste 03-Jan-2015 ELDE
Temporary assistance on communications 
related to Zero Waste initiative.

PUBLIC WORKS Ogbamichael Lettebrhan 30244  - Sanitary Sewer Design 23-Jun-2014 Annuitant
Permanent assignment pending Add/Delete 
following budget action.

WORKFORCE DEVELOPMENT Lang Janice 85221 - Project Implementation:Staffing 30-Aug-2015 TCSE
Temporary assigment to cover incumbent 
who is on FMLA

WORKFORCE DEVELOPMENT Noguera Jacqueline 85311 - Workforce Development 30-Mar-2015 TCSE
Temporary support for the coordination of 
the Summer Youth Program

WORKFORCE DEVELOPMENT Zaremba Kristen 85521 - Cultural Arts/PA 14-Sep-2015 ELDE
ELDE pending recruitment for Manager, 
Cultural Arts and permanent  appointment

FIRE Kelly Michael 20815 - U.S.A.R 24-Jan-2005 Annuitant
USAR Cache Mgr - highly specialized 
intermittent assignment. Per review with 

      
HUMAN SERVICES Ly Ngoc 78235 - HS Central Office Administration 02-Sep-2014 ELDE

       
termination paperwork not yet processed in 
payroll.

CITY ADMINISTRATOR Kisamov Bela 02491 - Oakland Animal Services 27-Aug-2014 TCSE

Part Time classification added to Salary 
Ordinance and department provided 
information to update assignment - pending 
payroll processing.

CITY ADMINISTRATOR Singer Carl 02491 - Oakland Animal Services 03-Feb-2001 TCSE

Part Time classification added to Salary 
Ordinance and department provided 
information to update assignment - pending 
payroll processing.

FIRE Hutchens Gail 20711  - Emergency Services Program Unit 15-Mar-2006 TCSE

Part Time classification added to Salary 
Ordinance and department provided 
information to update assignment - pending 
payroll processing.

CITY ADMINISTRATOR Starling Lane 63221 - KTOP Operations 01-Jul-2003 TCSE

Part Time classification added to Salary 
Ordinance and department provided 
information to update assignment - pending 
payroll processing.
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                  STAFF REPORT 
    
 

 
 DATE: November 19, 2015 

 TO: THE HONORABLE CIVIL SERVICE BOARD 

 FROM: Kip Walsh, Human Resources Manager, Recruitment & Classification 

 THROUGH: Anil Comelo, Director of Human Resources Management 

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

 
UPDATE 
As previously reported, the Port has concluded its meet and confer obligations with the Port 
unions regarding revisions to the Port’s Personnel Manual to bring it in line with the Personnel 
Manual of the Civil Service Board. The Port plans to present its final Personnel Manual 
document to the Civil Service Board at its December 17, 2015 meeting. Also being presented at 
the December meeting is a report from both Port and City staff with an outline of a plan for the 
Common Classification analysis will proceed. As of this writing, City and Port staff have shared 
lists of classifications to each other and are working together to establish the scope of the project.  
Discussions of common classes will also require meeting and conferring with Port and City 
unions as part of the process. 
 
Once the common classifications have been established, the last step will be aligning all 
classifications into one comprehensive plan and Personnel System as contemplated by the 
Charter and Civil Service Rules. Staff will continue to provide the Civil Service Board with 
updates regarding progress on the project.   
 
For questions regarding this report, please contact Kip Walsh, Human Resources Manager – 
Recruitment & Classification at (510) 238-7334. 
 



November 11, 2015 
 
The Honorable Andrea Gourdine Chairperson 
Civil Service Board 
City Hall 
1 Frank H. Ogawa Plaza 
Oakland, CA 94612 
  

Re: Firefighter Trainee and Firefighter-Paramedic Trainee Civil Service Rule 
Conflict 

 
 
Dear Ms. Gourdine: 
 
The Oakland Fire Department is reducing the number of Paramedic Staffed Fire 
Apparatus in the City as a direct result of a shortage of Firefighter-Paramedics. The City 
has chosen to remove Truck 1 and Truck 3 from the ALS call list. This lowers the 
number of ALS companies from 26 to 24. The neighborhood effect for the residents of 
West Oakland and Downtown experience a reduction of ALS companies from 4 to 2 a 
50% reduction. 
 
There is a direct relationship between the undocumented, unregulated, Non-transparent 
hiring process for Firefighter Trainee and Firefighter Paramedic Trainee and 
compromised safety of the residents of Downtown and West Oakland. 
 
In my letter to the Civil Service Board Dated July 24, 2015 I pointed out that the City 
was excluding qualified applicants from participating in the examination for Firefighter-
Paramedic Trainee contrary to the Civil Service Rules which specify that an applicant 
who meets the minimum qualifications for the position shall be allowed to participate in 
the process. 

In a staff report from the Fire Chief to the City Administrator Dated October 1, 2015 
addressing the usage of mandatory overtime in the Fire Department the Fire chief states 
in part “Fire Administration received a new validated entry level Firefighter Trainee list 
and Firefighter Paramedic Trainee list in September 2015. With this eligible list, the Fire 
Department will be prepared to commence another academy within the first quarter of 
FY 2016-17.  

Unfortunately, the turnout of applicants for the position of Firefighter Paramedic 
Trainee was lower than expected for the entry level testing; of the 417 
applications submitted,  

• 211 were invited to the written exam;  
• 129 participated in the written exam;  
• 103 were invited to the orals; and  



• 71 participated in the orals. “ 

The City’s assertion that it receives too many applications to process was not accurate for 
this examination. 

How many more candidates would be available for consideration for the position of 
Firefighter Paramedic Trainee had my suggestion that the Board reinstate qualified 
applicants in the process been acted upon? 
 
The hiring decisions for the Fire Department are now have compromised Public Safety. It 
is time for the Civil Service Board to move beyond informational reports and take action. 
The positions of Firefighter Trainee and Firefighter Paramedic Trainee need to be 
incorporated into the classified service. 
 
Timeline for the 2012 SAFER grant. This provides context for my assertion that the City 
misrepresented its intentions when applying for, accepting, and administering the Grant. 
    
August 9, 2012 the application for the SAFER Grant was submitted. The request details 
section speaks to the City’s intention to recruit and hire post 9/11 veterans utilizing the 
veteran’s preference contained in the Civil Service Rules. 
  
In the assurances section (5) The City agrees to comply with the Intergovernmental 
Personnel act of 1970. Use the Civil Service Rules 
 
November 15,2012 Accepts application for Firefighter-Trainee specifically stating the 
Trainee position is exempt from the Civil Service Rules 
 
December 1, 2012 Oakland is awarded the Safer Grant. The Grantee is required to 
comply with all sections of the Grant application and may not change or deviate from the 
approved scope of work without prior written consent. The City must recruit veterans and 
provide veterans preference. The City must use the Civil Service Rules 
 
January 23, 2013, Fire Chief submits a report to City Administrator recommending 
approval of a resolution accepting SAFER Grant and acknowledging the City’s hiring 
policies must be followed. 
 
March 5, 2013, City council passes resolution 84241 accepting the SAFER Grant and 
directing the City Administrator to hire 24 Firefighters with Grant funding following the 
city’s hiring policies further the City Administrator is directed to complete all required 
assurances.  Hire using the Civil Service Rules. 
 
Clearly the Fire Department knew it had to use the Civil Service Rules when recruiting, 
accepting applications, testing, and selecting. It is equally clear that the Department had 
no intention of doing so. 
 
There is a 7.7 million dollar overhanging liability associated with noncompliance with 
the provisions of the Grant. 



 
Soon the Liability will grow to 12 million dollars when the 2014 SAFER Grant is 
accepted.  
 
  Thank you, 
 
 Bruce Nielsen 
BPN/bpn 
cc: Board members: Vice Chair David Jones 

Winnie Anderson 
Lauren Baranco 
Alex Drexel 
Christopher Johnson 
Jeffrey Levin 
Staff: Anil Comelo HRM Dir.  
Dep. City Attorney Jim Hodgkins 
Kip Walsh 

 Christopher Platten Esq. 
Daniel Robertson, President IAFF 

 



 
 
  

MEMORANDUM 
 

DATE: November 19, 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 Director of Race and Equity 
 

Based upon recent changes in legislation, Human Resources Management collaborated with staff 
in the City Administrator’s Office to develop a new classification specification for the Director 
of Race and Equity. The establishment of the new Department of Race and Equity, along with 
the creation of the new Director position, will ensure that steps are taken to improve equitable 
opportunities for all people and communities and implement the “fair and just” principle to be 
embedded as a core element of the goals, objectives, and strategies of the City of Oakland. 

Section 2.29 of the O.M.C. – “City Departments and Offices,” is periodically amended to reflect 
the organizational structure of the City as approved by the City Council as part of the budget 
process. City Council had approved structure changes in the City organization in the fiscal year 
(FY) 2015-2017 Adopted Policy Budget in Resolution No. 13325 C.M.S. on July 30, 2015. The 
Department of Race and Equity was newly added. 

Director of Race and Equity – The Department of Race and Equity was established to lead the 
effort, providing technical and administrative programs, to achieve the “fair and just” principle 
embedded throughout the delivery of city services. “Fair and just” means that the city serves all 
residents by promoting fairness and equitable opportunities for all people and communities. The 
incumbent is responsible for directing and administering the technical and professional programs 
required to effectively further equity and social justice practices of all branches, departments, 
agencies, and offices of City government. The Director of Race and Equity will collaborate with 
City branches, departments, and offices to facilitate the creation of an organizational culture that 
will guide the City towards policies and programs designed and implemented to achieve 
equitable outcomes while partnering with external stakeholders in the interest of these goals. 

No union involvement was required because the classification is at a department head level and 
the position is unrepresented. As an exempt director level position, it is not governed by the 
provisions of civil service (per Charter section 902b). 

Staff recommends that the Civil Service Board approve the proposed new classification 
specification for Director of Race and Equity.  
 
Attachments:  Proposed new classification specification for Director of Race and Equity   
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DIRECTOR OF RACE AND EQUITY  
 

Class Code: EMXXX FTE          Exempt 

 

 

DEFINITION 

The Department of Race and Equity (DRE) is established to lead the effort, providing technical 

and administrative programs, to achieve the “fair and just” principle embedded throughout the 

delivery of city services. “Fair and just” means that the city serves all residents by promoting 

fairness and equitable opportunities for all people and communities. Under direction of the 

Office of the City Administrator, the incumbent is responsible for directing and administering the 

technical and professional programs required to effectively further equity and social justice 

practices of all branches, departments, agencies and offices of city government. The Director of 

Race and Equity will collaborate with City branches, departments, and offices to facilitate the 

creation of an organizational culture that will guide the city towards policies and programs 

designed and implemented to achieve equitable outcomes.  

 

DISTINGUISHING CHARACTERISTICS 

The Director of Race and Equity is an executive management position. Pursuant to the Oakland 

City Charter Article IX, Section 902(b), this position is at-will and exempt from the regulations 

of the Civil Service Board. The incumbent has responsibility for overall administration of the 

Department of Race and Equity and the department’s relationship with internal and external 

partners.  The duties performed involve the exercise of considerable discretion and latitude of 

judgment in the formulation and development of policies, programs and procedures.  

 

The incumbent receives direction from the Office of the City Administrator and exercises 

direction over management, supervisory, professional, technical and assigned clerical support 

staff.  

 

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

Develop and provide overall management and direction of the Department of Race and Equity’s 

programs; oversee design, coordination and implementation of programs aimed at addressing the 

systematic disparities existing in the delivery of city services; guide the development, training 

and implementation of equity tools throughout the city organization. 

 

Provide guidance and technical support in efforts to improve inter-racial understanding through 

trust-building processes among city staff. 

 

Propose citywide policy and administrative changes that impact equity in city government and 

the delivery of services to the community. 

 

Plan, direct and evaluate the work of the Department of Race and Equity; develop, implement 

and monitor work plans to achieve department mission, goals and performance measures 

consistent with City Administration’s expectations; prepare and monitor annual/biennial budget; 

provide leadership, guidance and support to staff and internal partners in the delivery of equity 
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programs to diverse groups in the community and partner organizations. 

 

Plan, direct and evaluate the performance of staff in the Department of Race and Equity; 

establish performance targets; regularly monitor performance and provide coaching and training 

opportunities for performance improvement and development; take disciplinary action, up to and 

including termination, to address performance deficiencies, in accordance with City Charter, 

human resources policies and labor contract agreements.  

 

Provide leadership and work with staff to develop and retain highly competent, service-oriented 

staff through selection, compensation, training and day-to-day management practices that 

support the City’s and department’s mission, goals, objectives, performance measures and 

service expectations; provide leadership and participate in programs and activities that promote 

workplace diversity and a positive employee relations environment.  

 

Prioritize program objectives and activities for implementation based on existing City policy, 

available funding, federal guidelines, public need, and the direction of the City Administrator.  

 

Provide leadership and oversight of programs and activities that promote workplace diversity; 

serve as an expert advisor on matters of equity and disparities; assist as needed on special 

assignments and projects involving City-wide equity issues. 

 

Partner with and provide technical assistance to City departments to create awareness and 

understanding in the use of equity lens in developing and implementing programs to achieve fair 

and equitable outcomes.  

 

Provide expert technical guidance and leadership to City management and elected officials on 

equity and social justice issues affecting City programs; collaborate with City departments to 

implement new programs and practices and ensure accountability related to DRE’s initiatives.  

 

Provide expert analysis of proposed legislation and regulations related to equity and social 

justice issues; participate in industry and governmental activities to influence legislation and 

regulatory change consistent with the City’s interests and needs.  

 

Develop indicators and progress benchmarks related to addressing systematic disparities in the 

delivery of city services; collect, evaluate, and analyze data in programmatic and operational 

work; develop methods that will determine how impacts will be documented and evaluated. 

 

Direct, evaluate and coordinate analyses and recommendations regarding race and equity policy 

issues and long-range plans to address department needs and services and the needs of the 

community; develop and coordinate reports (including annual reports) and supporting materials 

to be presented to the City Council for information or action; represent the department and 

present staff recommendations at City Council meetings and community meetings and to key 

stakeholders and decision makers.  
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KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Theories, principles and practices of effective management, public administration, and 

strategic planning process and techniques, including budgeting, purchasing, contracting 

and maintenance of public records. 

 Social, political and environmental issues influencing equity program development and 

implementation. 

 Effective institutional change management principles and practices. 

 Effective interpersonal and group communication techniques. 

 Policy analysis and development techniques and methods of formulating and advocating 

for public policies specific to equity issues.  

 Principles and practices of community and public relations. 

 City human resources policies and labor contract provisions.  

 Effective grant-writing techniques and familiarity with grant funding sources available 

for equity projects.  

Ability to:  

 Effectively manage diverse employees and groups and apply effective management skills 

in the areas of planning and project management including organizing, directing, 

motivation, and evaluating both represented and non-represented employees.  

 Communicate effectively to the public, diverse stakeholder groups, the Mayor and City 

Council.  

 Act as a visionary and strategic thinker to identify and define complex equity and human 

rights issues, develop sound conclusions and recommendations and represent 

recommendations in a way that is compelling to a variety of institutional and community 

audiences.  

 Identify strategies and target resources to address root causes of inequities.  

 Plan, organize, manage and direct the implementation of equity programs.  

 Represent the City effectively on a variety of issues in a variety of forums. 

 Prepare clear, concise and comprehensive correspondence, reports, studies and other 

written materials.  

 Exercise sound, expert independent judgment and political acumen within general policy 

guidelines. 

 Exercise tact and diplomacy in dealing with highly sensitive, complex and confidential 

issues and situations with board effects on the City policies and issues. 

 Build effective working relationships and networks with communities of color, 

disabilities community and organizations that serve them. 

 Build and manage an effective multicultural, multiethnic workplace reflective of 

programs and populations served.  

 Establish and maintain effective working relationships with elected official, all levels of 

City management, other governmental officials, community members and community-

based organizations and advocacy agencies, service providers, employees, the public and 

others encountered in the course of work. 
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MINIMUM QUALIFICATIONS 

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

filling positions in this classification. 

Education:  

A Bachelor’s degree from an accredited college or university in sociology, education, public 

administration, ethnic studies, communication or a closely related field. A Master’s degree or 

other advanced degree in a related field is highly desirable. 

Experience: 

At least five years of experience of demonstrated success in the admiration of community, 

educational or social justice programs; and at least three of which were in a managerial, 

supervisory or program administration capacity. Experience in a public agency is strongly 

preferred.  

 

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. 

 

OTHER REQUIREMENTS 

None required. 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 
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MEMORANDUM 
 

DATE: November 19, 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 New Classification Specifications for Early Head Start Instructor and 

Head Start/Early Head Start Associate Substitute Teacher  

Based upon a classification review at the request of the Human Services Department (HSD), 
Human Resources Management staff collaborated with HSD staff to develop two new 
classification specifications: Early Head Start Instructor and Head Start/Early Head Start 
Associate Substitute Teacher. The establishment of these new classifications will help HSD 
with their urgent need to reach full staffing levels during this school year.  Recruitment activities 
are being initiated now to ensure the vacancies are filled expeditiously.  

Here is summary information related to each new classification: 

Early Head Start Instructor 
Historically, the Early Childhood Instructor classification was utilized to fill Early Head 
Start positions. This is no longer possible because the minimum qualifications are no 
longer equivalent; the Head Start Instructor classification now requires a Bachelor’s 
degree while the Early Head Start Instructor classification only requires an Associate’s 
degree.  Further, this classification encompasses both the classroom instructor role and 
the Home Base visitor role. Overall, this new classification mirrors the duties that are 
assigned to the Head Start Instructor but that apply to a younger subset of children – 
infants and toddlers. 
 
Head Start/Early Head Start Substitute Associate Instructor 

This is a proposed new classification that will fulfill the substitute teacher role. It is 
anticipated that the individuals appointed to these positions will be enrolled in college 
and actively seeking their degrees while gaining valuable experience in the field. HSD 
regularly has vacancies in their teaching positions, and these substitute teachers will 
support both the Head Start and Early Head Start programs where staffing voids exist.  

The Service Employees International Union (SEIU, Local 1021) was notified of the proposed 
revisions to the classification specifications.  City staff and union representatives met on  
October 27, 2015, to review the new classifications and agreed to minor modifications during 
that meeting. There are no objections to the proposed revisions, which was confirmed by a 
follow-up email from the Union.  
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Additionally, the Port of Oakland does not operate any social service programs such as Head 
Start. Classifications specifically designed for this role have no corresponding classifications at 
the Port. 

Staff recommends that the Civil Service Board approve the proposed new classification 
specifications for: Early Head Start Instructor and Head Start/Early Head Start Associate 
Substitute Teacher. 
 
Attachments:  Proposed new classification specifications for Early Head Start Instructor and Head Start/Early 

Head Start Associate Substitute Teacher  
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HEAD START/EARLY HEAD START 

SUBSTITUTE ASSOCIATE INSTRUCTOR 
 

Class Code: PPXXX FTE          Civil Service Classified 
Class Code: PPXXX PPT          Civil Service Classified 

Class Code: PPXXX PT          Exempt 
 

 

DEFINITION 

Under direction in the Human Services Department, assists in instructing children enrolled in 

Head Start/State Preschool/Early Head Start Programs; assists in educating parents on early 

childhood development concepts; assists in developmental assessments; assists in organizing and 

setting up education and play materials for classroom and/or supports home visits; and performs 

related duties as assigned.   

 

DISTINGUISHING CHARACTERISTICS 

This is an entry-level classification.  The incumbent assists assigned teacher(s) in planning, 

organizing and conducting developmentally appropriate activities for children in the Head 

Start/State Preschool/Early Head Start Programs.  This is a classification in the Head Start 

Instructor series and can be distinguished from Head Start/Early Head Start Instructor, which 

allows for the supervision of a Head Start Substitute Associate Instructor position, and Early 

Childhood Center Director, which is a full supervisory position. 

The incumbent receives general supervision from the Early Childhood Center Director and may 

receive lead direction from Head Start/Early Head Start Instructor.  

 

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

Instruct children in basic infant/toddler/preschool education concepts. 

Assist in organizing and setting up developmentally appropriate education and play materials for 

the classroom and/or the home. 

Assist in conducting fire, disaster and safety drills in the classroom; inspect facility for safety 

standards and maintenance needs. 

Assist in planning, organizing and scheduling daily activities at the center classroom or in the 

home. 

Assist in conducting developmental screenings, on-going child observations, developmental 

assessments and devise Individual Development Plans (IDP) on all children enrolled in program; 

assist in developing Individual Education Plans (IEP) for special needs children. 

Maintain a clean and organized indoor and outdoor environment, including the food service area. 

Support the initial and final home visits; make additional/on-going home visits as needed. 

Prepare snacks and serve meals. 

Assist with conducting outreach and recruiting children and families for enrollment in the Head 

Start/State Preschool/Early Head Start Program. 

 

DRAFT 
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Observe and supervise children in activities and ensure their health and safety at all times. 

Observe children for unusual behavior or illness and notify parents. 

Support parent conferences. 

Keep routine records for daily attendance and progress of children in the classroom and/or the 

home. 

Collaborate with parents in providing an individualized educational program for their children. 

Support the parent education, planning, and goal setting for parents. 

Promote parent/child bonding and nurturing parent/child relationships through modeling 

developmentally and culturally appropriate interactions and communications. 

Administer Pediatric First Aid and Cardiopulmonary Resuscitation (CPR), as needed. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Infant, toddler, preschool, and early childhood development, growth and behavior. 

 Motor skills and development. 

 Teaching in an early childhood setting. 

 Classroom management with infant/toddler/preschool children. 

 Safe work practices. 

 Modern office equipment. 

 Personal computer and software applications.  

Ability to: 

 Lead learning activities for children and parents. 

 Maintain records. 

 Assist in screening and assessing children using developmentally appropriate tools; assist 

in inputting data into program management tracking software. 

 Plan developmentally appropriate activities for children. 

 Learn and follow Head Start/Early Head Start and California State Licensing rules and 

regulations.  

 Communicate effectively with children and parents. 

 Follow oral and written directions. 

 Work as part of a team in a culturally diverse environment. 

 Organize and complete work assignments to meet established deadlines pursuant to 

performance standards and departmental policies and procedures. 

 Make objective observations of children and communicate the findings in writing. 

 Stand, walk, squat, kneel, bend, twist, reach above shoulder level and below waist level, 

push and pull, and lift up to 50 lbs. while monitoring children. 

 Grasp and manipulate items such as writing utensils. 

 Sit on the floor while working with infants, toddlers and children. 

 Carry and bottle feed infants/toddlers. 

 Walk from a parked car to a home site and climb up flights of stairs as necessary. 

 Administer CPR and Pediatric First Aid. 
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 Establish and maintain effective work 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 

qualifications is acceptable. 

Education:  

Twelve (12) post-secondary semester units or equivalent quarter units in early childhood 

education or child development completed at an accredited or approved college or university. 

Candidates must have units that cover the general areas of child growth and development, 

child family and community, child and family, or program/curriculum; 

 

AND hold, or qualify for, an Associate Teacher Child Development Permit (or higher level 

permit) issued by the State of California. 

 

ADDITIONAL REQUIREMENT FOR EARLY HEAD START PROGRAM 

SUBSTITUTES: Education must include six (6) units of Infant/Toddler coursework.  

Experience: 

Four months of full-time work experience or equivalent part-time experience in a licensed 

child care center or comparable group child care program. 

 

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. 

Must obtain a State of California Child Development Associate Teacher Permit within 6 months 

of employment.  Must demonstrate proof of application for Associate Teacher (or higher level) 

permit from the State of California upon hire. Failure to obtain relevant teaching permit within 

six months will be grounds for removal. 

Must obtain Pediatric First Aid and CPR certifications within one year of employment and 

maintain throughout tenure of employment. 

 

OTHER REQUIREMENTS 

Depending on nature of assignment, candidates who receive offers of employment will be 

required to submit fingerprints, undergo a criminal record clearance, and have a physical 

examination including a TB screening. 

Proficiency in a foreign language may be required. 

  

CIVIL SERVICE BOARD 11/19/2015

4a CLASS SPECS/NEW 10 of 26



PPXXX – HS/EHS SUBSTITUTE ASSOCIATE INSTRUCTOR Page 4 

 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 

      

Established:    /   /       CSB Resolution #:       Salary Ordinance #:       

Exempted: Y  N    Exemption Resolution #:         

      

Revision Date:    /   /       CSB Resolution #:         

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

      

(Previous title(s):  n/a ) 

 

CIVIL SERVICE BOARD 11/19/2015

4a CLASS SPECS/NEW 11 of 26



EARLY HEAD START 

INSTRUCTOR 
 

Class Code: PPXXX FTE          Civil Service Classified 
 

 

DEFINITION 

Under direction in the Human Services Department, instructs children enrolled in Early Head 

Start Programs; instructs parents on early childhood development concepts; assists in 

developmental assessments; organizes and sets up education and play materials for classroom 

and/or makes home visits; and performs related duties as assigned.   

 

DISTINGUISHING CHARACTERISTICS 

This is an entry-level classification.  The incumbent is responsible for the full range of 

instructional duties associated with teaching parents of infants/toddlers in the Early Head Start 

Program.  This is a classification in the Early Childhood Instructor series and can be 

distinguished from Early Childhood Center Director, which is a working supervisor position, and 

Childhood Education Coordinator, which is a full supervisory position. 

The incumbent receives general supervision from the Early Childhood Center Director or the 

Childhood Education Coordinator and may provide lead direction to substitute teachers or other 

assigned staff.  

 

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

Instruct children in basic infant/toddler education concepts. 

Organize and set up developmentally appropriate education and play materials for the classroom 

and/or the home. 

Conduct fire, disaster and safety drills in the classroom; inspect facility for safety standards and 

maintenance needs. 

Assist in planning, organizing and scheduling daily activities at the center classroom or in the 

home. 

Conduct developmental screenings, ongoing child observations, developmental assessments and 

devise Individual Development Plans (IDP) on all children enrolled in program; assist in 

developing Individual Family Service Plans (IFSP) for special needs children. 

Maintain a clean and organized indoor and outdoor environment, including the food service area. 

Make initial and final home visits; make additional/on-going home visits as needed. 

Prepare snacks and serve meals. 

Conduct outreach and recruit children and families for enrollment in the program. 

Observe and supervise children in activities and ensure their health and safety at all times. 

Observe children for unusual behavior or illness and notify parents. 

 

DRAFT 
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Conduct parent conferences. 

Keep routine records for daily attendance and progress of children in the classroom and/or the 

home. 

Conduct weekly home visits for 1.5 hours per session. 

Collaborate with parents in providing an individualized educational program for their children in 

the home. 

Provide parent education, planning, and goal setting for parents. 

May assist with the process of planning and implementing the health programs in areas such as 

physical examination, vision, hearing, dental screening, and growth/nutritional assessment; 

complete vision, hearing, growth, and nutrition assessments as needed; provide all necessary 

follow-up in these or other health needs. 

Implement and plan socializations twice a month for three-hour sessions. 

Promote parent/child bonding and nurturing parent/child relationships through modeling 

developmentally and culturally sensitive interactions and communications. 

Administer Pediatric First Aid and Cardiopulmonary Resuscitation (CPR), as needed. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Infant, toddler, and early childhood development, growth and behavior. 

 Motor skills and development. 

 Teaching in an early childhood setting. 

 Classroom management with Infant-Toddler children. 

 Report writing. 

 Safe work practices. 

 Modern office equipment 

 Personal computer and software applications. 

 

Ability to: 

 Maintain high quality classroom environments that meet or exceed the national average. 

 Lead learning activities for children and parents. 

 Maintain records and effectively prepare reports. 

 Screen and assess children using developmentally appropriate tools; input data into 

program management tracking software. 

 Plan developmentally appropriate activities for children. 

 Learn and follow Early Head Start program procedures and regulations.  

 Communicate effectively with children and parents. 

 Follow oral and written directions. 

 Work as part of a team in a culturally diverse environment. 

 Organize and complete work assignments to meet established deadlines pursuant to 

performance standards and departmental policies and procedures. 

 Make objective observations of children and communicate the findings in writing. 
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 Stand, walk, squat, kneel, bend, twist, reach above shoulder level and below waist level, 

push and pull, and lift up to 30 lbs. while monitoring children. 

 Grasp and manipulate items such as writing utensils. 

 Sit on the floor while working with infants, toddlers and children. 

 Carry and bottle feed infants/toddlers. 

 Walk from a parked car to a home site and climb up flights of stairs as necessary. 

 Administer CPR and Pediatric First Aid. 

 Establish and maintain effective work 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 

qualifications is acceptable. 

Education:  

An Associate, Bachelor’s or advanced degree in Early Childhood Education/Child 

Development (ECE/CD) or related field including three (3) units supervised field experience 

in early childhood education/child development (ECE/CD) completed at an accredited or 

approved college or university, six (6) units of which must be in infant/toddler coursework 

OR 

Twenty-four (24) units in ECE/CD including core courses plus sixteen (16) General 

Education (GE) units completed at an accredited or approved college or university, six (6) 

units of which must be in infant/toddler coursework. 

 

AND hold, or qualify for, a Teacher Permit (or higher level permit) issued by the State of 

California;  

Experience: 

Six months of full-time work experience or one year of part-time experience in a licensed 

child care center or comparable group child care program. 

 

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. 

Must obtain a State of California Child Development Permit at the Teacher level within six 

months of employment and maintain throughout tenure of employment. Must demonstrate proof 

of application for Teacher (or higher level) permit from the State of California upon hire. Failure 

to obtain relevant teaching permit within six months will be grounds for removal during 

probation.  

Must obtain Pediatric First Aid and CPR certifications within one year of employment and 

maintain throughout tenure of employment. 
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OTHER REQUIREMENTS 

Depending on nature of assignment, candidates who receive offers of employment will be 

required to submit fingerprints, undergo a criminal record clearance, and have a physical 

examination including a TB screening. 

Proficiency in a foreign language may be required. 
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MEMORANDUM 
 

DATE: November 19, 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 New Classification Specifications for Housing Development 

Coordinator I and Housing Development Coordinator II 
 

Based upon a classification review at the request of the Housing and Community Development 
(HCD) Department, Human Resources Management staff collaborated with HCD staff to 
develop two new classification specifications: Housing Development Coordinator I and 
Housing Development Coordinator II. The establishment of these new classifications will 
round out the Housing Development Coordinator series by adding entry-level and journey-level 
positions that have been missing from the City’s Classification Plan; they will supplement the 
already existing Housing Development Coordinator III (advanced journey-level) and Housing 
Development Coordinator IV (supervisory level). Once the new classifications have been 
established, the new classification specifications will be used to fill vacancies in the near future. 

Here is summary information related to each new classification: 

Housing Development Coordinator I – This is an entry-level classification. Incumbents perform 
routine coordination of assignments related to the development and implementation of housing 
development and emergency housing projects and programs, assist with negotiation of legal 
documents, and draft ordinances and resolutions for the City Council.  
 
Housing Development Coordinator II – This is a journey-level classification. Incumbents 
assist with the coordination of the development and implementation of housing development 
and emergency housing projects and programs,  prepare preliminary drafts and assist with 
negotiating legal documents, and draft ordinances and resolutions for the City Council.  

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposed new classifications.  City staff and union representatives met on  
October 22, 2015. There are no objections to the proposed new classifications.     

Additionally, the Port of Oakland does not operate any housing programs. Classifications 
specifically designed for this role have no corresponding classifications at the Port. 

Staff recommends that the Civil Service Board approve the proposed new classification 
specifications for: Housing Development Coordinator I and Housing Development  
Coordinator II.  
 
Attachments:  Proposed new classification specifications for Housing Development Coordinator I and Housing 

Development Coordinator II  
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DEFINITION 

Under general direction in the Housing & Community Development Department, performs 

routine coordination of assignments related to the development and implementation of housing 

development and emergency housing projects and programs; assists with negotiations of legal 

documents and drafting of ordinances and resolutions for the City Council; and performs related 

duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

Housing Development Coordinator I is an entry level classification in the Housing Development 

Coordinator series.  Incumbents perform a variety of duties involving housing development 

projects. This classification is distinguished from the higher level Housing Development 

Coordinator II in that the incumbent of the latter performs moderate to difficult work with less 

supervision.   

The incumbent receives supervision from the Development/Redevelopment Program Manager 

and may receive lead direction from a Housing Development Coordinator Ill or Housing 

Development Coordinator IV. 

 

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

Perform routine tasks related to housing development and emergency housing programs and 

projects from the initial proposal through construction, marketing, and initial occupancy or 

sale; assist with monitoring of projects for compliance with budget, schedule, and standards. 

Support development and administration of loan programs to fund affordable housing. 

Assist with implementation of loan programs to fund affordable housing development. 

Prepare preliminary drafts of legal documents governing financing and implementation 

of housing development projects, including Requests for Proposal. 

Provide basic information and referrals to developers of affordable housing and providers of 

emergency and transitional housing. 

Assemble data for draft resolutions, ordinances, and project reports for the City Council. 

Prepare preliminary drafts of Requests for Proposal. 

Research and compile data for preparation of long range plans and special studies to meet 

program goals and objectives. 

Respond to public inquiries regarding housing development programs. 

Attend site and project meetings, City Department meetings, and community meetings. 

 

DRAFT 

Class Code: XXXXX FTE Civil Service Classified  

HOUSING DEVELOPMENT 

COORDINATOR I 
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Prepare and maintain records and reports. 

Assist in the preparation of state and federal grant and loan proposals. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of:  

 Theories, concepts, principles and practices of the housing development process, 

housing and real estate finance, or services for homeless persons. 

 Research and statistical methodology. 

 Public speaking principles and practices. 

 Budget development and administration, and/or basic principles of accounting. 

 Computer systems and applications. 

 Report writing and record keeping. 

 Public contact and community relations. 

Ability to:  

 Organize and compile data to evaluate housing development projects. 

 Research and interpret federal, state, and local regulations, guidelines and 

requirements pertaining to housing development, emergency and transitional 

housing, and finance. 

 Communicate effectively in both oral and written form. 

 Maintain accurate records; prepare clear, concise reports. 

 Manage workloads by setting priorities and meeting critical deadlines for 

completion of assignments. 

 Utilize computers and software applications 

 Establish and maintain effective work 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 

qualifications is acceptable. 

Education:  

A Bachelor's degree from an accredited college or university in urban planning, public 

policy, public administration, business administration, economics, accounting or closely 

related field. 

Experience: 

None required.  One year of work experience in public or private housing development, city 

planning or a related field is highly desirable. 

 

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. 
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OTHER REQUIREMENTS 

None required. 

 

FLEXIBLE STAFFING 

Incumbents in the Housing Development Coordinator I classification are eligible to promote to 

the Housing Development Coordinator II classification in accordance with established City 

policy related to flexible staffing.    
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DEFINITION 

Under general direction in the Housing & Community Development Department, assists with the 

coordination of the development and implementation of housing development and emergency 

housing projects and programs prepares preliminary drafts and assists with negotiating legal 

documents and drafting ordinances and resolutions for the City Council; and performs related 

duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

Housing Development Coordinator II is a journey level classification in the Housing Development 

Coordinator series.  Incumbents plan and implement moderate to difficult housing development 

projects. This classification is distinguished from the higher level Housing Development Coordinator 

III in that the incumbent of the latter provides lead direction and handles small, less 

complex projects.   

The incumbent receives supervision from the Development/Redevelopment Program Manager and 

may receive supervision from a Housing Development Coordinator IV or lead direction from a 

Housing Development Coordinator Ill. 

 

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

Assist with the planning and coordination of housing development and emergency housing 

programs and projects from the initial proposal through construction, marketing, and initial 

occupancy or sale; monitor projects for compliance with budget, schedule, and standards. 

Assist with the development and administration of loan programs to fund affordable housing. 

Assist with the implementation of loan programs to fund affordable housing development. 

Draft, review and negotiate a variety of complex legal agreements with developers, 

governing financing and implementation of housing development projects. 

Review and analyze the feasibility of funding proposals for housing projects. 

Provide basic information and referrals to developers of affordable housing and providers of 

emergency and transitional housing. 

Provide technical assistance to developers of affordable housing and to providers of emergency 

and transitional housing. 

Assist with the drafting of resolutions, ordinances, and project reports for the City Council. 

Prepare preliminary drafts of Requests for Proposal and bid evaluations. 

Research data and compile information for long range plans and special studies to meet program 

goals and objectives. 

Respond to public inquiries regarding housing development programs.

 

DRAFT 

Class Code: XXXXX FTE Civil Service Classified  

HOUSING DEVELOPMENT 

COORDINATOR II 
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Attend site and project meetings, City Department meetings, and community meetings. 

Assist in the preparation of state and federal grant and loan proposals. 

Prepare and maintain records and reports. 
 

KNOWLEDGE AND ABILITIES 

Knowledge of:  

 Theories, concepts, principles and practices of the housing development process, 

housing and real estate finance, or services for homeless persons. 

 Federal, state, and local housing programs and resources. 

 Federal, state, and local laws, regulations, and ordinances pertaining to housing 

development and finance. 

 Research and statistical methodology. 

 Public speaking principles and practices. 

 Budget development and administration, and/or basic principles of accounting. 

 Computer systems and applications. 

 Report writing and record keeping 

 Public contact and community relations. 

Ability to:  

 Plan, organize, evaluate and implement housing development projects. 

 Interpret federal, state, and local regulations, guidelines and requirements pertaining to 

housing development, emergency and transitional housing, and finance. 

 Assist with negotiations and administration of a variety of complex legal documents, 

including .financial development, and administrative contracts and agreements. 

 Plan, organize, prepare and evaluate studies, reports, proposals and other written 

materials. 

 Assist with evaluation, administration, and monitoring of budgets. 

 Interpret and explain housing programs and policies to diverse public and private 

agencies, developers and members of the public. 

 Communicate effectively in both oral and written form. 

 Maintain accurate records; prepare clear, concise reports. 

 Manage workloads by setting priorities and meeting critical deadlines for completion of 

assignments. 

 Utilize computers and software applications. 

 Establish and maintain effective work 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 

qualifications is acceptable. 

Education:  

A Bachelor's degree from an accredited college or university in urban planning, public 

policy, public administration, business administration, economics, accounting or closely 
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related field. 

Experience: 

Two years of progressively responsible work experience in public or private housing 

development, city planning or a related field. 

 

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. 

 

OTHER REQUIREMENTS 

None required. 

 

FLEXIBLE STAFFING 

Incumbents in the Housing Development Coordinator I classification are eligible to promote to 

the Housing Development Coordinator II classification in accordance with established City 

policy related to flexible staffing.    
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MEMORANDUM 
 

DATE: November 19, 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 Planner III – Historic 

Preservation 
 
Based upon a classification review at the request of the Planning and Building Department, staff 
has modified the working draft of the Planner III – Historic Preservation classification. The 
classification has been in existence for several years but an official classification specification 
was never approved.  
 
The working draft was used as the basis for this review, and subject matter experts found that the 
existing document was mostly still current. However, a variety of modifications have been 
proposed to the working draft:  
 New language has been added to align it with the current classification specification 

template.  
 Slight modifications have been made to the Examples of Duties and Knowledge and 

Abilities sections to better characterize the work and required knowledge and skills.  
 Refinements have been made to the Definition and Distinguishing Characteristics 

sections. 
 The Experience section has been slightly modified.  
 The License or Certificate section has been revised. 

    

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposed new classification specification.  City staff and union representatives 
met on October 22, 2015. There are no objections to the proposed new classification 
specification.     

Additionally, the Port of Oakland does not have any positions involving Historic Preservation. 
Classifications specifically designed for this role have no corresponding classifications at the 
Port. 

Staff recommends that the Civil Service Board approve the proposed new classification 
specification for the existing Planner III – Historic Preservation classification. 
Attachments:  Proposed new classification specification for Planner III – Historic Preservation   
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DEFINITION 

Under direction in the Planning and Building Department, serves as staff to the Landmarks 

Preservation Advisory Board; conducts technical analyses of historic buildings for proposed 

demolition or alteration; prepares mandated documents for landmark designation; prepares federal 

and state grant applications for historical and architectural surveys; conducts field surveys and 

historical research; makes presentations to various groups; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This is an advanced journey level classification. Incumbents perform major projects with little 

supervision.  This classification differs from the higher level Planner IV in that the former acts in 

either a lead or supervisory capacity and performs less complex or difficult tasks.  

Incumbents receive direction from a Planner IV, Planner V or a division manager and provide lead 

direction over interns, volunteer staff, consultants and assigned clerical staff. 

 

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

Serve as staff to the Landmarks Preservation Advisory Board; prepare the agenda and attachments; 

present issues and, as appropriate, advise the Board; record decisions taken by the Board. 

Conduct design reviews of historic buildings; prepare reports. 

Undertake a technical analysis of any proposed demolition of historic structures; investigate the 

merit and validity of applicant's reasons for demolition; develop strategies to preserve the structure. 

Make a technical analysis of proposed alterations to historic structures for compliance with zoning 

regulations and standard historic criteria; work with the applicant and the applicant's architect to 

arrive at an acceptable design solution. 

Prepare mandated documents for landmark designation; advise property owners regarding the 

provisions of landmark designation and the designation process; assemble and condense public 

comment on proposed nominations. 

Prepare an annual grant application for funds to conduct historical and architectural surveys of 

designated areas for historical preservation. 

Conduct intensive surveys in selected areas of the City; make visual inspections of surveyed 

properties; photograph properties in survey areas. 

Prepare regulations and policies related to historic preservation.  

Analyze public records for historical information; research and evaluate information gathered for 

each surveyed property; prepare State Historical Resource forms. 

PLANNER III,  

HISTORIC PRESERVATION 

Class Code:  AP380 FTE  Civil Service Classified 

                      AP276 PPT    
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Prepare service contracts; select consultants and interns; approve payment requests. 

Provide liaison and information on surveyed properties to City departments and the public. 

Make presentations to department staff, the City Council, neighborhood groups, and professional 

organizations. 

Provide information and assistance to property owners and the general public regarding landmark 

designation and application. 

Research and write reports, correspondence, and reference books. 

 

KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Theories, concepts, and principles of architecture and design review. 

 Historical and architectural documentation, architectural preservation. 

 Building construction methods and materials. 

 Federal, state, and local laws, regulations, and codes governing the preservation of historical 

landmarks. 

 Computer systems and applications. 

 Public contact and community relations. 

Ability to: 

 Plan, organize, and evaluate urban design or historical preservation projects. 

 Find creative solutions for the preservation of historical structures. 

 Interpret federal and state regulations pertaining to city historical landmarks and 

preservation. 

 Write grant applications. 

 Negotiate and administer service contracts; provide direction to consultants and interns. 

 Coordinate functions and activities between the department and  independent agencies. 

 Establish cooperative relationships with property owners, architects, and the public. 

 Communicate effectively in both oral and written form. 

 Prepare reports, proposals, and written materials of an analytical, financial, technical or 

evaluative nature. 

 Use personal computer and software applications. 

 Establish and maintain effective work 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 

qualifications is acceptable. 

Education: 

A Bachelor's degree from an accredited college or university in planning, architecture, 

architectural history, urban design or a related field. A Master's degree from an accredited 

college or university in city planning, urban design or preservation may be substituted for one 
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year of work experience. 

Experience: 

Three years of progressively responsible experience in urban design, architectural preservation, 

preservation planning, historical research, or a related field. 

 

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 required in the performance of duties. 

 

OTHER REQUIREMENTS 

Certain positions may require qualification under 36 Code of Federal Regulation Part 61. 
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4b – Appeal of Classification Study Results for: 
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Contracts Compliance Officer, Assistant 
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	00 CSB Agenda November 19 2015 revised
	OPEN SESSION AGENDA
	ROLL CALL
	5) ADJOURNMENT:
	NOTE: The Civil Service Board meets on the 3rd Thursday of each month. The next meeting is scheduled to be held on Thursday December 17, 2015. All materials related to agenda items must be submitted by Thursday December 10, 2015. For any materials ove...
	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 workin...

	02a Consent LOAs
	LOA Cover Memo November 19, 2015 FINAL
	LIB-2015-LA12 Pedraza Redacted
	LIB-2015-LA12 Lara Redacted
	ATTY-2015-LA01 Wiseman
	OFD-2015-LA03 Prieto Redacted

	02b Consent Provisionals
	CAO-1 Animal Care Attendant
	Approval Memo - Animal Care Attendant (Zuercher)
	TO:          Alex Orologas, Assistant to the City Administrator   FROM:     Cynthia Ng (CN)
	City Administrator’s Office                Human Resource Analyst
	SUBJECT:   Animal Care Attendant Provisional Appointment

	Provisional_Director Memo - Animal Care Attendant (Zuercher)
	TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN)
	Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Animal Care Attendant to be ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID)

	Provisional Form - Animal Care Attendant (Zuercher)
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	This position is essential to assist with the immediate critical capacity issues at the Oakland Animal Shelter.  This provisional appointment is necessary to assist with shift coverage and the immense workload.
	Attachments:



	CAO-2 Animal Care Attendant
	Provisional_Director Memo - Animal Care Attendant (Feldman)
	TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN)
	Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Animal Care Attendant to be ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID)

	Approval Memo - Animal Care Attendant (Feldman)
	TO:          Alex Orologas, Assistant to the City Administrator   FROM:     Cynthia Ng (CN)
	City Administrator’s Office                Human Resource Analyst
	SUBJECT:   Animal Care Attendant Provisional Appointment

	Provisional Form - Animal Care Attendant (Feldman)
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	This position is essential to assist with the immediate critical capacity issues at the Oakland Animal Shelter.  This provisional appointment is necessary to assist with shift coverage and the immense workload.
	Attachments:



	FIN-1 Asst Controller
	Provisional_Director Memo - Asst Controller
	TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria
	Assistant Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Assistant Controller to be ratified at Civil Service Board Meeting of November 19, 2015 (FMA-2015-PA--)

	Approval Memo - Asst Controller (D. Jones)
	TO:             Katano Kasaine, City Treasurer/Interim CIO      FROM:   Angelina DeMaria
	City Administrator’s Office                                                      Asst Human Resource Analyst
	SUBJECT:   Assistant Controller Provisional Appointment

	Provisonal Appointment Request Form - Asst Controller
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	A provisional appointment is needed to assume the current vacant position which is responsible for all the day-to-day operations of the Bureau which include cash and investment management, debt management, and all banking activites.
	Attachments:



	EWD-1 Program Analyst I
	Provisional_Director Memo
	human resources Management department
	TO:         The Honorable Civil Service Board
	ATTN:         Anil Comelo, Director
	THROUGH:         Kip Walsh, Human Resources Manager
	FROM:         Preston Treichel, Assistant Human Resource Analyst

	SUBJECT: Request for Provisional Appointment in Classification of Program Analyst II (Selective Certification in Workforce Development) to be ratified at Civil Service Board Meeting of November 19, 2015 (EWD-2015-PAXX)


	Provisional_Notice Dept Memo
	human RESOURCEs MANAGEMENT department
	TO:   Economic & Workforce Development Department
	ATTN:  Donna Howell
	FROM:  Human Resources Management Department

	SUBJECT:  Program Analyst II (Selective Certification in Workforce Development) Provisional Appointment


	Provisonal_Appointment Request Form
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	Attachments:



	FIN-2 Financial Analyst
	Provisional_Director Memo - Financial Analyst
	TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria
	Assistant Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Financial Analyst to be ratified at Civil Service Board Meeting of November 19, 2015 (FMA-2015-PA--)

	Approval Memo - Financial Analyst (J. Lee)
	TO:             Katano Kasaine, City Treasurer/Interim CIO      FROM:   Angelina DeMaria
	City Administrator’s Office                                                      Asst Human Resource Analyst
	SUBJECT:   Finance Analyst Provisional Appointment

	Provisonal Appointment Request Form - Financial Analyst
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	A provisional appointment at this time will allow for continuous seamless operations to assist in debt management for the City.
	Attachments:



	FIN-3 Financial Analyst, Prin
	Provisional_Director Memo - Principal Financial Analyst
	TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria
	Assistant Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Principal Financial Analyst to be ratified at Civil Service Board Meeting of November 19, 2015 (FMA-2015-PA--)

	Approval Memo - Principal Financial Analyst (D. Hort)
	TO:             Katano Kasaine, City Treasurer/Interim CIO      FROM:   Angelina DeMaria
	City Administrator’s Office                                                      Asst Human Resource Analyst
	SUBJECT:   Principal Finance Analyst Provisional Appointment

	Provisonal Appointment Request Form - Principal Financial Analyst
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	A provisional appointment at this time will allow for continuous seamless operation of the Treasury Bureau and insure the maintenance of the City’s financial stability as viewed by capital markets.
	Attachments:



	OPD Forensic Tech
	Provisional_Director Memo
	Deparment of human resources Management
	TO:        The Honorable Civil Service Board
	ATTN:                Anil Comelo, Director
	THROUGH:         Kip Walsh, Human Resources Manager
	FROM:         Montrice Goodman, Senior Human Resource Analyst

	SUBJECT: Request for Provisional Appointment in Classification of Forensic Technician to be ratified at Civil Service Board Meeting of 11/19/15


	Provisional_Notice Dept Memo Final
	department of human RESOURCEs MANAGEMENT
	TO: Oakland Police Department, Criminalistics’ Division
	ATTN: Apryl Belland-Smith, Administrative Analyst II
	FROM: Department of Human Resources Management

	SUBJECT: Forensic Technician Provisional Appointment


	Provisonal_Appointment Request Form Final
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	Attachments:



	ITD Project Mgr II
	Provisional_Director Memo
	human resources Management department
	TO:         The Honorable Civil Service Board
	ATTN:         Anil Comelo, Director
	THROUGH:         Kip Walsh, Human Resources Manager
	FROM:         Preston Treichel, Assistant Human Resource Analyst

	SUBJECT: Request for Provisional Appointment in Classification of Project Manager II (Selective Certification in Information Technology) to be ratified at Civil Service Board Meeting of November 19, 2015 (ITD-2015-PAXX)


	Provisional_Notice Dept Memo
	human RESOURCEs MANAGEMENT department
	TO:   Information Technology Department
	ATTN:  Cynthia Perkins
	FROM:  Human Resources Management Department

	SUBJECT:  Project Manager II (Selective Certification in Information Technology) Provisional Appointment


	Provisonal_Appointment Request Form
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	Attachments:



	EWD-2 Program Analyst II
	Provisional_Director Memo
	human resources Management department
	TO:         The Honorable Civil Service Board
	ATTN:         Anil Comelo, Director
	THROUGH:         Kip Walsh, Human Resources Manager
	FROM:         Preston Treichel, Assistant Human Resource Analyst

	SUBJECT: Request for Provisional Appointment in Classification of Program Analyst II (Selective Certification in Workforce Development) to be ratified at Civil Service Board Meeting of November 19, 2015 (EWD-2015-PAXX)


	Provisional_Notice Dept Memo
	human RESOURCEs MANAGEMENT department
	TO:   Economic & Workforce Development Department
	ATTN:  Donna Howell
	FROM:  Human Resources Management Department

	SUBJECT:  Program Analyst II (Selective Certification in Workforce Development) Provisional Appointment


	Provisonal_Appointment Request Form
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	Attachments:



	EWD-3 Program Analyst III
	Provisional_Director Memo
	human resources Management department
	TO:         The Honorable Civil Service Board
	ATTN:         Anil Comelo, Director
	THROUGH:         Kip Walsh, Human Resources Manager
	FROM:         Preston Treichel, Assistant Human Resource Analyst

	SUBJECT: Request for Provisional Appointment in Classification of Program Analyst III (Selective Certification in Workforce Development) to be ratified at Civil Service Board Meeting of November 19, 2015 (EWD-2015-PAXX)


	Provisional_Notice Dept Memo
	human RESOURCEs MANAGEMENT department
	TO:   Economic & Workforce Development Department
	ATTN:  Donna Howell
	FROM:  Human Resources Management Department

	SUBJECT:  Program Analyst III (Selective Certification in Workforce Development) Provisional Appointment


	Provisonal_Appointment Request Form
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	Attachments:



	PBD Inspection Svcs Mgr
	Provisional_Director Memo - Manager, Inspection Services
	TO:          The Honorable Civil Service Board   FROM:     Angelina De Maria
	Assistant Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Manager, Inspection Services to be ratified at Civil Service Board Meeting of November 19, 2015 (PBD-2015-PA01)

	Approval Memo - Manager, Inspection Services
	TO:          Melanie Cockerham, Administrative Analyst II     FROM:     Angelina DeMaria
	Planning & Building Department                                             Asst Human Resource Analyst
	SUBJECT:   Manager, Inspection Services Provisional Appointment

	Provisonal Appointment Request Form - Manager, Inspection Services
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	A provisional appointment at this time will prevent an interruption of service delivery and maintain critical oversight of daily operations within the Permit Service Center.
	Attachments:



	OPR-1 Rec Program Director
	Provisional_Director Memo - Recreation Program Director
	TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN)
	Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Recreation Program Director to be ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID)

	Approval Memo - Recreation Program Director
	TO:          Robert Davila, Administrative Services Manager II   FROM:     Cynthia Ng (CN)
	Oakland Parks & Recreation                Human Resource Analyst
	SUBJECT:   Recreation Program Director Provisional Appointment

	Provisional Form - Recreation Program Director
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	This position is essential for OPR to generate revenue and provide staff oversight.
	Attachments:



	OPR-2 Rec Specialist II PPT
	Provisional_Director Memo - Recreation Specialist II PPT
	TO:          The Honorable Civil Service Board   FROM:     Cynthia Ng (CN)
	Human Resource Analyst
	THROUGH: Anil Comelo, DHRM Director
	THROUGH: Kip Walsh, Recruitment & Classification Manager
	SUBJECT:   Request for Provisional Appointment in Classification of Recreation Specialist II, PPT (Community Gardens) to be ratified at Civil Service Board Meeting of November 19, 2015 (Civil Service ID)

	Approval Memo - Recreation Specialist II PPT
	TO:          Robert Davila, Administrative Services Manager II   FROM:     Cynthia Ng (CN)
	Oakland Parks & Recreation                Human Resource Analyst
	SUBJECT:   Recreation Specialist II, PPT Provisional Appointment

	Provisional Form - Recreation Specialist II PPT
	PROVISIONAL APPOINTMENT REQUEST
	AREA REQUESTED
	STATUS OF RECRUITMENT AND EXAMINATION PROCESS
	This position is essential for OPR to provide oversight of OPR’s community gardens.
	Attachments:




	02c Consent Specs
	01 ITD Consent Specs
	Info Sys Spec I to III and Info Sys Sup CSB Memo 2015-11-19
	Microcomputer Systems Specialist I 2015-10-22
	Microcomputer Systems Specialist II 2015-10-22
	Microcomputer Systems Specialist III 2015-10-21
	Information Systems Supervisor 2015-10-22

	02 Human Svcs Consent Specs
	ECI, ECCD, and FA CSB Memo 2015-11-19
	Family Advocate Draft 2015-10-27
	Head Start Instructor Draft- ECI 2015-10-27
	Early Childhood Center Director Draft 2015-10-27

	03 PBD Consent Specs
	Planner I to IV CSB Memo 2015-11-19
	Planner I 2015-10-19
	Planner II 2015-10-19
	Planner III 2015-10-22
	Planner IV 2015-10-22


	03a CSB Minutes October 15, 2015
	Kip Walsh, HR Manager / Staff to the Board
	Cecilia Carey HR Technician / Staff to the Board
	OPEN SESSION AGENDA
	Chair Gourdine announced Open Session at 5:30 pm
	6) ADJOURNMENT: 6:11 pm
	NOTE: The Civil Service Board meets on the 3PrdP Thursday of each month. The next meeting is scheduled to be held on Thursday November 19, 2015. All materials related to agenda items must be submitted by Thursday November 12, 2015. For any materials o...
	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, 2PndP floor
	Oakland, CA 94612
	17TUcivilservice@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 workin...

	03b CSB Pending List November 19, 2015
	03c TCSE-ELDE Report
	TCSE-ELDE Report November 19, 2015 CSB
	Staff Report

	TCSE-ELDE Attachment A November 19, 2015 CSB
	TCSE-ELDE

	TCSE-ELDE Attachment B November 19, 2015 CSB 2015
	Report Attachment B


	03d CSB Port Item 11-19-15
	Staff Report

	03e letter to civil service board november 2015
	04a New Specs
	04 Dir of Race & Equity spec
	Director of Race and Equity CSB Memo 2015-11-19
	Director of Race and Equity 2015-10-13 FINAL

	05 Head Start specs
	Early Head Start Instructor and Sub Assoc Teacher CSB Memo 2015-11-19
	Head Start - Early Head Start Substitute Associate Instructor Draft 2015-10-27 FINAL
	Early Head Start Instructor Draft 2015-10-27 FINAL

	06 Housing specs
	Housing Dev Coord I and II CSB Memo 2015-11-19
	HDC I Draft 2015-10-22
	HDC II Draft 2015-10-22

	07 PBD Planner III Historic spec
	CSB memo Planner III, Hist Pres 2015-11-19
	Planner III, Historic Preservation 2015-10-19 FINAL


	04b Appeal of Class Study_Redacted
	APPELLANT SUBMISSION COVER
	Certification Officer E. Nettles (CAO-2015-A01) - Appellant Submission
	4c - Appeal of Classification Study Findings - Appeallant Submission
	CITY SUBMISSION COVER
	4c - Appeal of Classification Study Findings - Staff Report




