
           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:  https://www.oaklandca.gov/departments/department-of-human-resources-management  

 
Date: April 15, 2021 
Open Session: 5:30 p.m.  
Location: Via Zoom 

 
BOARD MEMBERS:   Chair, Andrea Gourdine; Vice Chair, Christopher Johnson; Lauren 

Baranco; Yvonne Hudson-Harmon; Brooke Levin; Carmen Martinez; 
Beverly A. Williams 

   
STAFF TO THE BOARD: Ian Appleyard, HRM Director/Secretary to the Board 
                                                    Greg Preece, HR Manager/Staff to the Board 

Sally Nguyen, Counsel to the Board 
Jessica Rutland, Human Resource Technician 

 
 
 
Pursuant to the Governor's Executive Order N-29-20, members of the Civil Service Board as 
well as the Director of Human Resources and the Counsel to the Board will join the meeting via 
phone/video conference and no teleconference locations are required. 
 

PUBLIC PARTICIPATION 
The public may observe and/or participate in this meeting many ways. 

 
OBSERVE: 
• To observe the meeting by video conference, please click on this link: 
https://us02web.zoom.us/j/81102613674?pwd=TzEyR0xCT0xuUk04TzJBcFpiRzh4dz09 at the 
noticed meeting time. Instructions on how to join a meeting by video conference is available at: 
https://support.zoom.us/hc/en-us/articles/201362193 - Joining-a-Meeting 
Webinar ID: 811 0261 3674 (Note: Password “CSB415” may be required to connect.) 
• To listen to the meeting by phone, please call the numbers below at the noticed meeting time: 
Dial (for higher quality, dial a number based on your current location): 
        US: +1 669 900 6833  or +1 253 215 8782  or +1 346 248 7799  or +1 301 715 8592  or +1 
312 626 6799  or +1 929 205 6099 
Webinar ID: 811 0261 3674 Passcode: 375280 
If asked for a participant ID or code, press #. Instructions on how to join a meeting by phone are 
available at: https://support.zoom.us/hc/en-us/articles/201362663 - Joining-a-meeting-by-phone. 
 
COMMENT: 
DUE TO THE SUSPENSION OF THE SUNSHINE ORDINANCE AND COUNCIL'S RULES 
OF PROCEDURES, ALL PUBLIC COMMENT ON ACTION ITEMS WILL BE TAKEN AT 
THE BEGINNING OF THE MEETING UNDER ITEM 1. COMMENT FOR ITEMS NOT ON 
THE AGENDA WILL BE TAKEN UNDER OPEN FORUM AT THE END OF THE 
MEETING. 
 

https://www.oaklandca.gov/departments/department-of-human-resources-management
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There are two ways to make public comment within the time allotted for public comment on an 
eligible Agenda item. 
• To comment by Zoom video conference, click the “Raise Your Hand” button to request to 
speak when Public Comment is being taken on an eligible agenda item at the beginning of the 
meeting. You will then be unmuted, during your turn, and allowed to participate in public 
comment. After the allotted time, you will then be re-muted. Instructions on how to “Raise Your 
Hand” is available at: https://support.zoom.us/hc/en-us/articles/205566129 - Raise-Hand-In-
Webinar. 
• To comment by phone, please call on one of the above listed phone numbers.  You will be 
prompted to “Raise Your Hand” by pressing “*9” to request to speak when Public Comment is 
being taken on an eligible agenda Item at the beginning of the meeting.  You will then be 
unmuted, during your turn, and allowed to make public comments. After the allotted time, you 
will then be re-muted. Instructions of how to raise your hand by phone are available at: 
https://support.zoom.us/hc/en-us/articles/201362663 - Joining-a-meeting-by-phone. 

 
If you have any questions, please email Greg Preece, Human Resources Manager at 
GPreece@oaklandca.gov. – Human Resources Management Department. 

 
 

 OPEN SESSION AGENDA 
 

ROLL CALL 
 

1) PUBLIC COMMENT: 
 
COMMENT ON ALL ACTION ITEMS WILL BE TAKEN AT THIS TIME. 
COMMENTS FOR ITEMS NOT ON THE AGENDA WILL BE TAKEN DURING 
OPEN FORUM. 

 
2) APPROVAL OF THE APRIL 15, 2021 CIVIL SERVICE BOARD 

MEETING AGENDA  
 

ACTION 

 
3) UPDATES, SECRETARY TO THE BOARD INFORMATION 

4) CONSENT CALENDAR: 
 

a) Approval of Provisional Appointments (0) 
 

• There are no provisionals this month. 
 

b) Approval of Employee Requests for Leave of Absence (1) 
 

• Oakland Public Library (1) 
 
 
 
 

ACTION 
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c) Approval of Revised Classification Specifications (1) 
 

• Tree Worker (formerly titled Tree Worker Driver)  
 

5)  OLD BUSINESS: 
 

a) Approval of March 18, 2021 Civil Service Board Meeting Minutes 
 

ACTION 

  

b) Determination of Schedule of Outstanding Board Items INFORMATION 

c) City Council Zero Tolerance Policy Legislation                                          INFORMATION 

  

d) 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 ELDE’s and TCSEs in 
Accordance with the Memorandum of Understanding Between the 
City and Local 21 

 
 

INFORMATION  

e) Update on Common Class Study INFORMATION 

f) Approval of New Classification Specification for Manager, Capital 
Contracts (formerly Manager, Contract & Employment Services) 

ACTION 

 
6)  NEW BUSINESS: 
 

a) Update regarding Measure Q Hiring Efforts INFORMATION 

  
b) Approval of New Classification Specification for Street and Sidewalk 

Construction and Maintenance Planner  
 

 
ACTION 

c) Quarterly Update per Section 3.04 (f) of the Personnel Manual of the 
Civil Service Board (“Civil Service Rules”) Providing Status of all 
Classification Specifications Revisions Currently Under Review 
 

INFORMATION 

d) 3.04 (e) Appeal to the Board of Classification Study Results for 
Benefits Representative (HRM-2021-AP01, L. Lavatai)  
 

 
ACTION 

 
7) OPEN FORUM   
 
8) ADJOURNMENT 
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NOTE: The Civil Service Board meets on the 3rd Thursday of each month. The next meeting is scheduled to be held 
on Thursday, May 20, 2021. All materials related to agenda items must be submitted by Thursday,  
May 6, 2021. 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   
150 Frank H. Ogawa Plaza, 2nd floor 
Oakland, CA 94612 
civilservice@oaklandca.gov   
 

 
Do you need an ASL, Cantonese, Mandarin or Spanish interpreter or other assistance to participate? 
Please email civilservice@oaklandca.gov  or call (510) 238-3112 or (510) 238-3254 for TDD/TTY 
five days in advance.  

¿Necesita un intérprete en español, cantonés o mandarín, u otra ayuda para participar? Por favor envíe un correo 
electrónico civilservice@oaklandca.gov  o llame al (510) 238-3112 o al (510) 238-3254 Para TDD/TTY por lo 
menos cinco días antes de la reunión. Gracias. 

你需要手語, 西班牙語, 粵語或國語翻譯服務嗎？請在會議前五個工作天電郵 civilservice@oaklandca.gov   

 或致電 (510) 238-3112 或 (510) 238-3254 TDD/TTY 

https://www.oaklandca.gov/departments/department-of-human-resources-management
mailto:civilservice@oaklandca.gov
mailto:civilservice@oaklandca.gov
mailto:civilservice@oaklandca.gov
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MEMORANDUM 

DATE: April 15, 2021 

TO: The Honorable Civil Service Board 

FROM: Greg Preece, HRM Manager / Staff to the Board 

THROUGH: Ian Appleyard, HRM Director / Secretary to the Board   

SUBJECT: Request Authorization for Employee Requests for Leave of Absence 

HRM is in receipt of one (1) Unpaid Leave of Absence request pursuant to Personnel Manual 

Section 8.07 Miscellaneous Leaves of Absence. 

Employee Name Classification Department Leave Duration Category 

Ortiz, 

Ana 

Library Aide Library  April 5, 2021-April 

13, 2021 

CSR 8.07 (c) 

RECOMMENDATION:  

Staff recommends that the Civil Service Board approve the requested Leave of Absence form. 





 

 

  

MEMORANDUM 
 

DATE: April 15, 2021 

 

TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 

  Principal Human Resource Analyst 

 

THROUGH: Greg Preece, Human Resources Manager, Recruitment & Classification 

 

THROUGH: Ian Appleyard, Director of Human Resources Management 

 Secretary to the Board 

 

SUBJECT: Approval of Revised Classification Specification for Tree Worker (formerly titled 

Tree Worker Driver) 

Based upon a classification review at the request of the Oakland Public Works (OPW) 

Department, staff has proposed revision of the Tree Worker (formerly titled Tree Worker 

Driver) classification. The classification specification was approved in October 1993 and revised 

in July 2007.  

A variety of revisions are proposed to ensure that the use and description are consistent with 

operational needs:  

 Correct the reference to the department in the Definition. 

 Replace references to “heavy” work with a term such as non-commercial.  

 Make minor changes to the Examples of Duties and Knowledge & Abilities sections. 

 Adjust the timing to obtain the Cardiopulmonary Resuscitation (CPR) Certification from 

upon application to by the end of the probationary period; this training is offered 

regularly through the Citywide Training program. 

 Reduce the required commercial driver’s license from Class B to Class C since the types 

of vehicles driven by Tree Workers do not meet commercial criteria.  

Further, the title of the classification is proposed to change from Tree Worker Driver to Tree 

Worker (delete Driver). This revised title is more representative of the work outlined in the 

description given that a Class B commercial driver’s license is no longer required.  

There is one vacant position. The approved classification specification revision will be used to 

initiate the next recruitment and selection process. 

The Service Employees International Union (SEIU, Local 1021) was notified of the proposal to 

revise and re-title this classification. City and union representatives discussed the items at 

monthly meetings between November 2020 and March 2021. In a collaborative process, 

representatives explored various concerns and discussed explanations and potential solutions. 

Minor amendments were made to the classification specification and mutually agreed to by the 

City and Local 1021. On March 15, 2021, Local 1021 representatives verbally agreed to the final 

revised classification. On April 8, 2021, the union confirmed via email that there are no 

remaining objections to the proposed revisions.  
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The salary ordinance amendment to change the classification title in the City’s Salary Schedule 

is being drafted. The item is tentatively scheduled for May 2021 City Council meetings 

Additionally, the “common class” status of this classification has not been determined. The 

"Common Class" Project is currently underway, and more information regarding this classification 

will be available at a later date.  

Staff recommends that the Civil Service Board approve the revised and re-titled classification 

specification of Tree Worker (formerly titled Tree Worker Driver) as proposed. 

 

Attachments:  Proposed revised Tree Worker (formerly titled Tree Worker Driver) classification specification  

   

 

 

 



Draft for Local 1021 2021-03-15 Final Edits to CSB  

TREE WORKER DRIVER 
 

Class Code: TR190 FTE          Civil Service Classified 
 

 

DEFINITION 

Under immediate supervision in the Oakland Public Works DepartmentOffice of Parks and 

Recreation, performs a variety of tree maintenance duties in the Parks and Trees Division 

including loading tree debris, cutting roots, and operating tree cutting machines; drives and 

operates heavy work trucks and other specialized equipment; and performs related duties as 

assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This entry-level classification performs basic tree maintenance and debris removal in support of 

a Tree Trimmer and/or Tree High Climber.  Incumbents in this classification routinely drive 

heavy non-commercial trucks, operate a wide variety of tree maintenance equipment and are 

required to perform heavy manual labor.  It is distinguished from a Tree Trimmer, which is a 

journey-level classification responsible for performing a variety of tree maintenance duties 

which involve climbing trees up to a height of fifty-five (55) feet and working from a variety of 

lift.  Incumbents receive immediate supervision from the Tree Supervisor I, and may receive 

technical direction from the Tree Trimmer or Tree High Climber. 

 

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

Perform a variety of tree maintenance work in support of tree trimmers and tree high climbers in 

tree trimming, root pruning, reshaping, planting and removal work; assist from the ground in the 

rigging of ropes to facilitate tree maintenance. 

Operate brush/, tower aerial lift/crane/chipper trucks in accordance with departmental training 

standards and safety protocols. exceeding 26,000 lbs. gross vehicle weight rating;  

Ddrive trucks vehicles that are less than 26,000 lbs. gross vehicle weight rating to and from 

sites;.  

Ttow tree maintenance equipment not exceeding 10,000 lbs. gross vehicle weight rating.;  

Ooperate stump grinder, chain saws, aerial lift, crane and other power equipment.;  

Lload debris and other tree related equipment.;  

Ttransport personnel and equipment.;  

Mmaintain mileage and service pre and post inspection records. 

Inspect tools and equipment for safety and mechanical defects. 

Perform ground level tree trimming; stake and strap trees; install tree guards; sweep, rake and 

clear ground; remove stumps and tree hazards; cut limbs and trunks into pieces. 

Identify and report hazardous tree conditions; make emergency arrangements for traffic 

diversions. 
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KNOWLEDGE AND ABILITIES 

Knowledge of: 

 Knowledge of mMethods and techniques for operation of a variety of trucks, cranes and 

other tree maintenance equipment.;  

 Sservice requirements for trucks and other equipment. 

 Knowledge of bBasic tree maintenance, including pruning, planting, and tree 

identification. 

 Knowledge of mMethods, techniques, and equipment used in heavy labor.  

 Knowledge of aApplicable vehicle codes governing the operation of trucks and 

equipment. 

 Knowledge of Ssafe work procedures. 

 Basic computer systems and software applications. 

Ability to:  

 Ability to pPerform heavy manual labor. 

 Ability to sSafely operate hand and power tools, and chain saws used in tree trimming, 

pruning, and removal. 

 Ability to lLift up to fifty (50) pounds. 

 Ability to fFollow oral and written directions.;  

 Rrespond to emergency work requests. 

 Ability to rRead and interpret maps. 

 Ability to oLearn to oOperate chainsaws, stump grinder, cranes, tower truck, and chipper. 

 Read and comprehend printed materials related to equipment manuals. 

 Utilize basic computer systems and software applications. 

 Ability to eEstablish and maintain effective working relationships with those contacted in 

the performance of required duties. 

 Ability to read and comprehend printed materials related to equipment manuals. 

 

MINIMUM QUALIFICATIONS 

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

qualifications may be acceptable. 

Education:  

Successful completion of the eighth grade. 

Experience: 

One (1) year of work experience including heavy manual labor. Experience in a tree 

maintenance related field is desirable. 
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LICENSE OR CERTIFICATE  

Possession of a Cardiopulmonary Resuscitation Certificate (CPR) by the end of the probationary 

period. 

Possession of and maintain a valid California Driver's License, Class CB, with the ability to 

drive vehicles with air brakes and a tank endorsement included must be obtained by the end of 

the probationary period and maintained throughout the tenure of employment with the City of 

Oakland.  License requirements are subject to changes in State and Federal law, and the City of 

Oakland must comply with mandated changes at all times. 

 

OTHER REQUIREMENTS  

None required. 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 

      
Established: 10/14/1993 CSB Resolution #: 44294 Salary Ordinance #:       
Exempted: Y  N    Exemption Resolution #:         
      
Revision Date: 07/16/2007 CSB Resolution #: 44494   
Re-titled Date: n/a CSB Resolution #:       Salary Ordinance #:       
      
(Previous title(s):  Tree Worker Drivern/a )  

 



           CIVIL SERVICE BOARD MEETING MINUTES (DRAFT) 

 

 

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

available on the City’s website at:  https://www.oaklandca.gov/departments/department-of-human-resources-management  

 

Date: March 18, 2021 

Open Session: 5:30 p.m.  

Location: Via Zoom 

 

BOARD MEMBERS:   Chair, Andrea Gourdine; Vice Chair, Christopher Johnson; Lauren 

Baranco; Yvonne Hudson-Harmon; Brooke Levin; Carmen Martinez; 

Beverly A. Williams 

   

STAFF TO THE BOARD: Ian Appleyard, HRM Director/Secretary to the Board 

                                                    Greg Preece, HR Manager/Staff to the Board 

Sally Nguyen, Counsel to the Board 

Jessica Rutland, Human Resource Technician 

 

 

 

Pursuant to the Governor's Executive Order N-29-20, members of the Civil Service Board as 

well as the Director of Human Resources and the Counsel to the Board will join the meeting via 

phone/video conference and no teleconference locations are required. 

 

PUBLIC PARTICIPATION 

The public may observe and/or participate in this meeting many ways. 

 

OBSERVE: 

• To observe the meeting by video conference, please click on this link: 

https://us02web.zoom.us/j/86350241398?pwd=Tk5IVHRuUUpSTEFueHVKRjNZWk5GQT09 

at the noticed meeting time. Instructions on how to join a meeting by video conference is 

available at: https://support.zoom.us/hc/en-us/articles/201362193 - Joining-a-Meeting 

Webinar ID: 863 5024 1398 (Note: Password “CSB318” may be required to connect.) 

• To listen to the meeting by phone, please call the numbers below at the noticed meeting time: 

Dial (for higher quality, dial a number based on your current location): 

        US: +1 669 900 6833  or +1 346 248 7799  or +1 253 215 8782  or +1 929 205 6099  or +1 

301 715 8592  or +1 312 626 6799 

Webinar ID: 863 5024 1398   Passcode: 325020 
If asked for a participant ID or code, press #. Instructions on how to join a meeting by phone are 

available at: https://support.zoom.us/hc/en-us/articles/201362663 - Joining-a-meeting-by-phone. 

 

COMMENT: 

DUE TO THE SUSPENSION OF THE SUNSHINE ORDINANCE AND COUNCIL'S RULES 

OF PROCEDURES, ALL PUBLIC COMMENT ON ACTION ITEMS WILL BE TAKEN AT 

THE BEGINNING OF THE MEETING UNDER ITEM 1. COMMENT FOR ITEMS NOT ON 

THE AGENDA WILL BE TAKEN UNDER OPEN FORUM AT THE END OF THE 

MEETING. 

 

https://www.oaklandca.gov/departments/department-of-human-resources-management
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There are two ways to make public comment within the time allotted for public comment on an 

eligible Agenda item. 

• To comment by Zoom video conference, click the “Raise Your Hand” button to request to 

speak when Public Comment is being taken on an eligible agenda item at the beginning of the 

meeting. You will then be unmuted, during your turn, and allowed to participate in public 

comment. After the allotted time, you will then be re-muted. Instructions on how to “Raise Your 

Hand” is available at: https://support.zoom.us/hc/en-us/articles/205566129 - Raise-Hand-In-

Webinar. 

• To comment by phone, please call on one of the above listed phone numbers.  You will be 

prompted to “Raise Your Hand” by pressing “*9” to request to speak when Public Comment is 

being taken on an eligible agenda Item at the beginning of the meeting.  You will then be 

unmuted, during your turn, and allowed to make public comments. After the allotted time, you 

will then be re-muted. Instructions of how to raise your hand by phone are available at: 

https://support.zoom.us/hc/en-us/articles/201362663 - Joining-a-meeting-by-phone. 

 

If you have any questions, please email Greg Preece, Human Resources Manager at 

GPreece@oaklandca.gov. – Human Resources Management Department. 

 

 

 OPEN SESSION AGENDA 

 

ROLL CALL 

 

1) PUBLIC COMMENT: 

 

COMMENT ON ALL ACTION ITEMS WILL BE TAKEN AT THIS TIME. 

COMMENTS FOR ITEMS NOT ON THE AGENDA WILL BE TAKEN DURING 

OPEN FORUM. 

 

2) APPROVAL OF THE MARCH 18, 2021 CIVIL SERVICE BOARD 

MEETING AGENDA  

 

45036 A motion was made by Vice Chair Johnson and seconded by Member 

Williams to approve March 18, 2021 Civil Service Board Meeting Agenda as 

presented. The motion passed. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin,  

            Baranco, Martinez, Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

                         Board Members Absent: None 

ACTION 

 

3) UPDATES, SECRETARY TO THE BOARD INFORMATION 

4) CONSENT CALENDAR: 

 

a) Approval of Provisional Appointments (2) 

 

  Department of Transportation (2) 

ACTION 
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b) Approval of Employee Requests for Leave of Absence (2) 

 

 Oakland Police Department (2) 

 

c) Approval of Revised Classification Specifications (0) 

 

 There are no classification specifications on consent this 

month. 

 

45037 A motion was made by Board Member Levin and seconded by Board 

Member Hudson-Harmon to approve March 18, 2021 Civil Service Board 

Meeting Consent Calendar with the addition of item 6d related to an appeal 

being heard by an outside Hearing Officer. This item is permitted to be 

added to the agenda pursuant to Government Code Section 54954.2 (b)(2).  

The motion passed. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin,  

            Baranco, Martinez, Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

                         Board Members Absent: None 

 

5)  OLD BUSINESS: 

 

a) Approval of February 18, 2021 Civil Service Board Meeting Minutes 

 

ACTION 

45038 A motion was made by Vice Chair Johnson and seconded by Board 

Member Williams to approve February 18, 2021 Civil Service Board 

Meeting Consent Calendar as presented. The motion passed. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin,  

            Baranco, Martinez, Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

                         Board Members Absent: None 

 

 

b) Determination of Schedule of Outstanding Board Items INFORMATION 

  

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 ELDE’s and TCSEs in 

Accordance with the Memorandum of Understanding Between the 

City and Local 21 

 

There is no report available this month. 

 

INFORMATION  

d) Update on Common Class Study INFORMATION 
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e) Deputy Director of Workplace and Employment Standards – 

Approval of Amended Classification Specification 

 

 

ACTION 

45039 A motion was made by Vice Chair Johnson and seconded by Board 

Member Hudson-Harmon to approve the Amended Deputy Director of 

Workplace and Employment Standards Classification Specification as 

presented.  The motion passed. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin,  

             Baranco, Martinez, Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

                         Board Members Absent: None 

 

 

 

6)  NEW BUSINESS: 

 

a) City Council Zero Tolerance Policy Legislation ACTION 

45040 A motion was made by Vice Chair Johnson and seconded by Board 

Member Hudson-Harmon to amend the March 18, 2021 agenda to make 

Item 6a an Action Item and to approve submitting the letter presented 

during the meeting from The Board to the City Council to propose changes 

to the Civil Service Rules to encompass Zero Tolerance language.  The 

motion passed. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin,  

             Baranco, Martinez, Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

                         Board Members Absent: None 

 

 

  

b) Update regarding Measure Q Hiring Efforts                                    

 

INFORMATION 

  

c) Approval of New Classification Specification for Manager, Capital 

Contracts (formerly Manager, Contract & Employment Services) 

 

      ACTION 

 

Item 6c moved to April 15, 2021 Civil Service Board Meeting Agenda.  The Board has 

requested a department representative be present to answer questions. 

 

d) OPD-2020-AP01 Appeal/Hearing Officer Requests                                          ACTION                                       

 

45041 A motion was made by Board Member Levin and seconded by Board Member 

Williams stating the Board has a need to take immediate action and that the need  

for action came to the attention of the Board subsequent to the agenda being posted as 

specified in the Brown Act. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin,  

             Baranco, Martinez, Hudson-Harmon 

                         Board Member Noes: None 
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                         Board Member Abstentions: None 

                         Board Members Absent: None 

 

 

45042 A motion was made by Vice Chair Johnson and seconded by Board Member Williams 

to grant the timeline extensions requested by both parties of the Appeal and to waive the 

requirements that the Hearing be tape recorded.  The Board also moved to have the Hearing 

Officer’s Report presented at the June 17, 2021 CSB Meeting. This motion passed. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin, Baranco, Martinez,  

            Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

                         Board Members Absent: None 

 

7) OPEN FORUM 

   

8) ADJOURNMENT 

 

45043 A motion was made Vice Chair Johnson and seconded by Board Member Williams 

to adjourn the meeting.  This motion passed and the meeting was adjourned at 6:45pm. 

            Votes: Board Member Ayes: 7- Gourdine, Johnson, Williams, Levin, Baranco, Martinez,  

            Hudson-Harmon 

                         Board Member Noes: None 

                         Board Member Abstentions: None 

             Board Members Absent: None 

 

 
NOTE: The Civil Service Board meets on the 3rd Thursday of each month. The next meeting is scheduled to be held 

on Thursday, April 15, 2021. All materials related to agenda items must be submitted by Thursday,  

April 1, 2021. 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   

150 Frank H. Ogawa Plaza, 2nd floor 

Oakland, CA 94612 

civilservice@oaklandca.gov   

 

 
Do you need an ASL, Cantonese, Mandarin or Spanish interpreter or other assistance to participate? 

Please email civilservice@oaklandca.gov  or call (510) 238-3112 or (510) 238-3254 for TDD/TTY 

five days in advance.  

¿Necesita un intérprete en español, cantonés o mandarín, u otra ayuda para participar? Por favor envíe un correo 

electrónico civilservice@oaklandca.gov  o llame al (510) 238-3112 o al (510) 238-3254 Para TDD/TTY por lo 

menos cinco días antes de la reunión. Gracias. 

你需要手語, 西班牙語, 粵語或國語翻譯服務嗎？請在會議前五個工作天電郵 civilservice@oaklandca.gov   

 或致電 (510) 238-3112 或 (510) 238-3254 TDD/TTY 

https://www.oaklandca.gov/departments/department-of-human-resources-management
mailto:civilservice@oaklandca.gov
mailto:civilservice@oaklandca.gov
mailto:civilservice@oaklandca.gov
mailto:civilservice@oaklandca.gov
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APPEALS & HEARINGS CALENDAR 

PENDING LIST –APRIL 15, 2021 
 

1. OPEN 

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

Steps 

OPD-2020-AP01 Police Officer 
Oakland Police 

Department 

10.03 – Appeal 

of Disciplinary 

Action 

N/A 
Outside hearing 

officer assigned 

HRM-2021-AP01 
Benefits 

Representative 

Human 

Resources 

Management 

3.04(e)- Appeal 

to Board 

regarding 

Changes in 

Classification 

April 15, 2021  

2. OTHER PENDING ITEMS 

 

Date Requested 
 

                         Subject 
Report 

From 

 

Date Due 

    
 

 

3. CLOSED 

Case Number Classification Dept. Action Pending 
Date 

Received 
Notes 

      

      

      

 

4. UNDER REVIEW 

Case Number Classification Dept. Action Pending Action Date Notes 

      

 

 



 

 

 

                  STAFF REPORT 
    

 

 

 DATE: April 15, 2021 

 TO: THE HONORABLE CIVIL SERVICE BOARD 

 FROM: Greg Preece, Assistant Human Resources Director & Staff to the Board 

 THROUGH: Ian Appleyard, Human Resources Director & 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 

at the February 18, 2021 meeting. 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.  

A total of thirty-seven (37) employees were in the TCSE (7), TCSE/Annuitant (22), and 

ELDE (8) categories as of pay period ending April 2, 2021. Of the those, zero (0) 

assignments are reported as non-compliant with Rule 5.06.  

Reports showing all 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.” 

STATUS OF NON-COMPLIANT ASSIGNMENTS 

Of the thirty-seven (37) temporary assignments, there are zero (0) reported as out of 

compliance with Rule 5.06. 
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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 Assistant Human Resources Director Greg 

Preece at (510) 238-7334. 

 

Attachments: 

A. TCSE/ELDE Report: For Payroll Period Ending April 2, 2021. 

B. TCSE/ELDE Compliance Trend Chart.  
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April 2021 MONTHLY REPORT OF TCSE/ELDE ASSIGNMENTS

DEPT LAST_NAME FIRST_NAME ORG JOB_DATE TYPE HOURS NOTES STATUS

CLOSED THIS PERIOD (9)

CITY ADMINISTRATOR Neditch Nicole 02112 - Communications & Media 3/21/2020 ELDE Support in Citywide Communications Unit COMPLIANT

DEPT. OF TRANSPORTATION De La Torre Juan 35224 - Great Streets Maintenance 2/22/2020 ELDE
Project Assistance in Street Maintenance 

Unit COMPLIANT

DEPT. OF TRANSPORTATION Martinez Victorino 35224 - Great Streets Maintenance 2/22/2020 ELDE
Project Assistance in Street Maintenance 

Unit COMPLIANT

FIRE Gloria Myra Eya 20110 - Fire Chief Unit 8/24/2020 ELDE
Temporary Assistance to cover for employee 

vacancy COMPLIANT

HUMAN SERVICES Miller Tamika 78411 - Community Housing Services 3/7/2020 ELDE Temporary project planning - Homelessness
COMPLIANT

HUMAN SERVICES Williams Patanisha 78311 - Policy & Planning 4/6/2020 TCSE 0
Temporary Assistance to cover for employee 

on approved leave. COMPLIANT

POLICE Birch Tim 103110 - Bureau of Services - Admin Unit 10/31/2020 ELDE
Working with external vendors to bring OPD 

policies up to date. COMPLIANT

POLICE Manheimer Susan 101110 - Office of Chief - Administration 4/4/2020

TCSE/

Annuitant 992

Interim Police Chief placement while 

recruitment is underway COMPLIANT

PUBLIC WORKS Lai Jimmy 30541 - Equipment Services 7/25/2020 TCSE 1493

Temporary assistance to repair essential 

vehicles utilized for emergency services by 

the Police, Fire and Public Works depts. 

NON-COMPLIANT

NEW THIS PERIOD (2)

HUMAN SERVICES Cutter-Kim Jessica 75631 - Senior Center unit 4/5/2021 ELDE

Assistance within Senior Centers and Service 

Deliveries while planning recruitments for 

permanent positions. COMPLIANT

VIOLENCE PREVENTION Upshaw Shawn 70211 - Oakland Unite 4/5/2021 ELDE

Working with Case Managers within DVP's 

triangle response strategy for 24/7 gun 

violence response. COMPLIANT

COMPLIANT (35)

CITY ADMINISTRATOR Park Lauren 02491- Oakland Animal Services 7/25/2020 TCSE 584.00
Additional Veterinarian Assistance

COMPLIANT

CITY AUDITOR Edmonds Michael 07111 - City Auditor Unit 1/12/2019

TCSE/       

Annuitant 1205.5

Assistant City Auditor; temporary assistance 

in peer review preparation and training staff

COMPLIANT

CITY ATTORNEY Ericsson Kristin 04111 - City Attorney Administration 1/14/2019

TCSE/       

Annuitant 0

Temporary Support for Legal Administrative 

Assistant out on leave

COMPLIANT

CITY ATTORNEY Rossi Daniel 04311 - Advisory Unit 9/9/2020

TCSE/       

Annuitant 378
Providing advising support for real estate 

loan projects COMPLIANT

CITY CLERK Mekki Ihsan 03121 - City Clerk Unit 8/10/2020 TCSE 732.00
Temporary Reception Coverage/Assistance

COMPLIANT

CITY COUNCIL Lopes Joyce 00011  - Council Administration Unit 10/4/2016

TCSE/       

Annuitant 0

Filling in for Council staff out on leave

COMPLIANT

CPRA Wechter Jason 66211 - Community Police Review Agency 9/19/2020 TCSE 777.00 Assistance in unit with increase in workload. COMPLIANT

DEPT. OF TRANSPORTATION Calabrese Christine 35232 - Street Lighting Engineer 2/9/2019

TCSE/       

Annuitant 638.00

Temporary assistance to complete AC 

Transit Bus Rapid Transit project. COMPLIANT

DEPT. OF TRANSPORTATION Kelley Fred 35213 - Complete Streets Pavement & 1/10/2021 ELDE
Transition from retiring Assistant Director to 

new Assistant Director COMPLIANT

DEPT. OF TRANSPORTATION Neary Michael 35211 - Department of Transportation 5/21/2018

TCSE/       

Annuitant 213.25

Temporary assistance to develop, manage 

and implement the GoPort Program 

(transportation improvement) COMPLIANT

ECONOMIC & WORKFORCE 

DEVELOPMENT Lane Patrick 85221 - Project Implementation: Staffing 11/2/2019

TCSE/       

Annuitant 540.5 Assist with EWD Project Implementation COMPLIANT

FINANCE Bhatnagar Amit 08211 - Accounting Administration Unit 1/8/2018 TCSE 759.00

Temporary project to develop Oracle 

Business Intelligence Enterprise Edition and 

Oracle Business Intelligence Applications. COMPLIANT

FINANCE Hatcher, Jr. Lucius 08222  - General Ledger 12/14/2019

TCSE/       

Annuitant 52.5

Temporary assistance with special projects 

and essential functions in Finance 

Department. COMPLIANT

Information as of PPE April 2, 2021



CIVIL SERVICE BOARD

April 2021 MONTHLY REPORT OF TCSE/ELDE ASSIGNMENTS

DEPT LAST_NAME FIRST_NAME ORG JOB_DATE TYPE HOURS NOTES STATUS

FINANCE Treglown Donna 08111 - Finance/Controller 6/18/2018

TCSE/       

Annuitant 722.00

Temporary assistance to complete Capital 

projects and end of year fiscal 

reconciliations. COMPLIANT

FINANCE Woodard Phyllis 08741 - Treasury/Payroll Unit 9/6/2019

TCSE/       

Annuitant 802.50

Temporary project to help train new Senior 

HR Operations Technicians and assist with 

advanced level projects COMPLIANT

FIRE Hellige Scott 20813 - Fire Boat 8/12/2019

TCSE/       

Annuitant 159.00

Temporary project to train current staff and 

possible expand the limited use of the Sea 

Wolf fire vessel to respond to emergency 

situations COMPLIANT

FIRE Santos Grace 20110  - Fire Chief Unit 1/25/2021 ELDE
Temporary Admin Support to Fire Chief to 

cover LOA COMPLIANT

HUMAN SERVICES Decuir Roslynn 78241  - Year Round Lunch Program Unit 5/23/2016 TCSE 0
PT Food Program Coordinator; intermittent, 

pending creation of PT class; HRM staff 

preparing salary ordinance amendment to 

COMPLIANT

HUMAN SERVICES Ho Kathy 78231 - HS Classroom & Seasonal 1/13/2018

TCSE/

Annuitant 0

Temporary Assistance as Head Start 

Substitute Teacher

COMPLIANT

HUMAN SERVICES Poston Dorothy 75631 - Senior Center Unit 2/8/2020

TCSE/       

Annuitant 888
Project Assistance in the Senior Services 

Section COMPLIANT

HUMAN SERVICES Shelton Susan 78411 - Community Housing Services 9/11/2017

TCSE/       

Annuitant 0
Temporary project: plan, facilitate and update 

Oakland Homeless Strategy COMPLIANT

HUMAN SERVICES Taylor Shelley 78235 - HS Central Office Administration 11/28/2020 ELDE

Manage Head Start Hiring processes and 

ensuring all staff are in compliance with HS 

regs COMPLIANT

HUMAN SERVICES Zarate Laura 78231 - HS Classroom & Seasonal 7/11/2020 ELDE
Temporary Assistance in Head Start Program

COMPLIANT

INFORMATION TECHNOLOGY Fong Kevin 46531 - Public Safety Applications 10/31/2020 TCSE 682.5
Temporary assistance supervising public 

safety and GIS applications. COMPLIANT

POLICE Covington Donald 106610 - Background & Recruiting 4/23/2018

TCSE/       

Annuitant 90

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

POLICE Gray Steve 106610 - Background & Recruiting 7/17/2017

TCSE/       

Annuitant 0

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

POLICE Johnson Carmen 106610 - Background & Recruiting 1/18/2014

TCSE/       

Annuitant 599.5

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

POLICE Lighten Ronald 106610 - Background & Recruiting 9/23/2013

TCSE/       

Annuitant 676

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

POLICE Mestas Alfred 100610 - Background & Recruiting 1/27/2018

TCSE/       

Annuitant 0

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

POLICE Pressnell Edward 100610 - Background & Recruiting 9/23/2013

TCSE/       

Annuitant 308.5

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

POLICE Quintero Joseph 106610 - Background & Recruiting 10/12/2013

TCSE/       

Annuitant 0

Per MOU Agreement; TCSE/  Annuitant 

supporting OPD backgrounding. COMPLIANT

PUBLIC ETHICS Ma Vickie 65111 - Public Ethics Commission 11/30/2020 TCSE 542.25
Temporary Office Assistance with complaint 

handling. COMPLIANT

PUBLIC WORKS Makous Danielle 30689 - Env Svcs Energy Group 8/22/2020 ELDE Assistance in the Climate Group COMPLIANT

PUBLIC WORKS Sanchez Roto Victor 30551 - Facilities Administration 3/7/2020 ELDE
Temporary Assistance in Facilities 

Administration COMPLIANT

PUBLIC WORKS Vargas Abel 30542 - Equipment Services 7/1/2019

TCSE/       

Annuitant 648

Temporary assistance to repair essential 

vehicles utilized for emergency services by 

the Police, Fire and Public Works depts. 

COMPLIANT

NON-COMPLIANT (0)

Information as of PPE April 2, 2021



TCSE-ELDE Report

April 15, 2021  Civil Service Board Meeting
ATTACHMENT B

 **There were no reports at the August 2020 or March 2021 meetings

* The April 2020 meetings was canceled due to COVID-19 shelter orders and no report was prepared. 
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MEMORANDUM 
 

DATE: March 18, 2021 

 

TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 

  Principal Human Resource Analyst 

 

THROUGH: Greg Preece, Human Resources Manager, Recruitment & Classification 

 

THROUGH: Ian Appleyard, Director of Human Resources Management 

 Secretary to the Board 

 

SUBJECT: Approval of Revised Classification Specification Manager, Capital Contracts 

(formerly Manager, Contract & Employment Services) 

 

Based upon a classification review at the request of the Oakland Public Works (OPW) 

Department, staff has finalized the working draft of the Manager, Capital Contracts (formerly 

Manager, Contract & Employment Services) classification. The classification has been inactive 

for several years, and the draft has never been formally approved. 

The classification was approved for exemption from civil service at the October 11, 2012 Civil 

Service Board meeting, and the resolution (83024 CMS) recommending exemption was 

approved by the City Council on October 19, 2010. The working draft of the classification 

specification was not included in the batch of manager classifications that were approved by the 

Civil Service Board in February 10, 2011. There were no incumbents in 2011, and it was 

determined that it should be routed to the Civil Service Board at a later date if the department 

elected to begin utilizing the classification again. 

The Manager, Capital Contracts classification specification requires a full range of technical and 

managerial skills that are relevant to the administrative and compliance duties required to 

manage and administer contracts in the Capital Contracts Division. This position will support the 

delivery of the Capital Improvement Program for all City departments with a primary focus on 

OPW and the Department of Transportation. In this current budget cycle, the Division has 

processed approximately 275 unique contracts and task orders equating to $122M in contracting 

costs. This Division partners with the Department of Workplace & Employment Standards to 

ensure Federal, State, and Local requirements are being met for capital contracting.  

The position is responsible for: planning, organizing, managing, and directing the work of the 

Capital Contracts Division; preparing and administering the division budget; training and 

supervising assigned staff; and performing related duties as assigned. The incumbent will report 

to the Assistant Director of Public Works. 

Further, the City is proposing a title change from Manager, Contract & Employment Services to 

Manager, Capital Contracts. Specifying “Capital Contracts” in the title is more reflective of 

industry standards, which is intended to attract the most appropriate applicants for this vacancy. 

This function is classified in a variety of ways across external organizations, and individuals who 
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perform this highly responsible, technical, and managerial role are heavily sought-after to fill 

such vacancies. 

The budget does not presently include this position but a position will be added in the coming 

months. The new classification specification will be used to initiate a recruitment and selection 

process once the position has been added. 

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 

notified of the proposal to begin utilizing this classification again. City and union representatives 

met in early February 2021 to discuss the draft. In an email dated February 10, 2021, the union 

conveyed that there were no objections to the proposed draft or title change. 

A salary ordinance amendment is currently being drafted to formally address the proposed title 

change. The legislation will be routed to City Council for approval at two readings in April and 

May 2021. 

Additionally, the “Common Class” project is currently underway. This classification was not 

considered as part of the review and analysis.  

Staff recommends that the Civil Service Board approve the classification specification of 

Manager, Capital Contracts as proposed. 

 

Attachment:  Proposed Manager, Capital Contracts classification specification.   

 

 

 



__________________________________________________________ 

 
DEFINITION 

Under administrative direction in the Oakland Public Works (OPW) Department, plans, 

organizes, manages, and directs the work of the Capital Contracts Division; prepares and 

administers the division budget; trains and supervises assigned staff; and performs related duties 

as assigned. 

 

DISTINGUISING CHARACTERISTICS 

This is a management position with responsibility for oversight of capital improvement projects 

contract administration for the OPW and the Oakland Department of Transportation. In addition, 

the incumbent is responsible for providing input and information to the City Council and the 

Mayor regarding equitable City policies and programs concerning capital contracting issues as 

well as establishing and maintaining relations with contractor organizations unions, the chamber 

of commerce, major employers and community groups regarding contracting issues.  Pursuant to 

the Oakland Charter 902(f) and Oakland Municipal Code, this position is exempt from the 

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

discretion and latitude of judgment in the formulation and development of policies and 

procedures.  This classification is distinguished from the higher level Assistant Director, which is 

responsible for overseeing multiple divisions and assisting the Director with oversight of the 

department. 

 

The incumbent receives administrative direction from the Assistant Director of Public Works and 

exercises direction over assigned supervisory, professional and administrative support staff. 

 

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

Plan, organize, manage and direct, through subordinates, the work of the Capital Contracts 

Division; develop and direct the implementation of short-term and long-term goals, objectives, 

policies, procedures, and work standards for the divisions.  

Perform a centralized function for coordinating and maintaining capital contract administrative 

activities across City departments.  

Establish, monitor, and evaluate performance objectives and resources for the division.  

Identify and implement best management practices in contracting to improve operations.  

Implement, enforce, and maintain the Capital Contracts Procedures Manual as needed to ensure 

compliance with all federal, state, and local laws, rules, regulations, policies, procedures, and 

City guidelines.  

Administer, oversee, and coordinate the development, preparation, solicitation, and evaluation of 

public works construction contract bids and request for proposals/qualifications of professional 

services and related capital contract activities; interpret and apply provisions of federal and state 

CAPITAL CONTRACTS & EMPLOYMENT 

SERVICES MANAGER  

 Class Code: EM177 FTE        Exempt 
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regulations that are pertinent to capital contracting.  

Provide capital contract administration guidance to resolve or settle contract disputes with City 

staff and make recommendations to management for resolution of capital contract issues; 

coordinate and consult with staff, legal counsel, Risk Management, and the Department of 

Workforce and Employment Standards (DWES) to resolve complex capital contract issues.  

Provide guidance in determining which general and special provisions are to be included in 

capital contract depending on the funding agency and individual project needs; identify/develop 

alternative capital contracting methods as permissible by City Ordinance for Capital 

Improvement Projects; oversee and ensure the preparation of cost/price analyses and validation 

of “sole source” justifications are completed as required.  

Oversee the authorization of award of capital contracts and amendments for consistency with 

federal, state, local capital contracting policies and procedures, including the bid protests 

processes for public works construction contract bids.  

Maintain auditable contract records, reviews, change orders, and amendments for all capital 

contracts; archive and purge records as needed; lead OPW’s response to various funding and 

regulatory agency audits for capital contracting; address requests and findings; conduct training 

as needed.  

Prepare, research, summarize, review, and communicate a variety of complex correspondence 

and reports for the City Administrator, City Council, and OPW management regarding capital 

contracts and equitable capital contracting processes; respond to their concerns.  

Represent the OPW and the City of Oakland in meetings; foster transparency in capital 

contracting with public officials, the business community, members of policy and advisory 

boards, major employers, contractors, unions, community groups, the Chamber of Commerce 

and other internal and external stakeholders; explain equitable capital contracting procedures to 

the public.  

Direct the preparation and administration of the division budget.  

Supervise, assign, train, and evaluate assigned staff; conduct performance evaluations and 

recommend disciplinary action as necessary; participate in the selection of new employees. 

Serve as the City's liaison in capital contracting with contractors, subcontractors, consultants, 

business community groups, chamber of commerce and employees regarding the City policy as it 

relates to labor standards, equitable and social justice initiatives, and local business participation; 

partner with the DWES to ensure equitable and compliant capital contracting through the City’s 

Local and Small Local Business Enterprise (L/SLBE) Program along with all other federal, state, 

local laws, and regulations. 

 

KNOWLEDGE AND ABILITIES 

 

Knowledge of: 

 Federal, state, and local laws, regulations, and codes pertaining to contract law, labor law, 

employment practices and regulations governing public agency contracting, capital 

projects, and contract administration principles, practices, and terminology. 
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 Principles and practices of effective management and supervision including long and 

short-range planning. 

 Principles and practices of project management. 

 Principles and practices of contract negotiation. 

 Exercise sound independent judgment within general policy guidelines  

 Principles and practices of community engagement and customer service. 

 English punctuation, syntax, language mechanics and spelling. 

 Computer systems and software applications. 

 Budget development and administration. 

 Principles and practices of supervision and training. 

 

Ability to: 

 Develop and implement goals, objectives, policies, procedures, work standards and 

internal controls.  

 Plan, organize, manage, and coordinate multiple concurrent projects, programs or 

activities related to a variety of contracting activities to meet the City’s capital project 

needs. 

 Interpret and apply federal, state, and local laws, policy, codes, and procedures as they 

pertain to contracting. 

 Analyze complex technical and administrative problems; evaluate alternative solutions; 

recommend or adopt effective courses of action. 

 Supervise, select, train, motivate, and evaluate assigned staff. 

 Prepare clear and concise reports on topics of a complex or technical nature, 

correspondence and other written materials;  

 Negotiate and manage contracts;  

 Prepare and administer a division budget. 

 Communicate effectively orally and in writing; make presentations to diverse audiences 

of various sizes. 

 Foster collaborative relationships and interface effectively with consultants, contractors, 

business organization representatives, policy makers, elected officials, and other 

stakeholders to execute City contracting goals and strategies.  

 Utilize computer systems and software applications. 

 Establish and maintain effective working relationships in the performance of assigned 

duties. 
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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: 
Bachelor's degree from an accredited college or university in public administration, business 

administration, economics, pre-law, engineering, architecture or a related field. A Master's 

degree is desirable. 

 

Experience: 

Five (5) years of managerial or progressively responsible supervisory experience in capital 

projects administration, contract administration, contract compliance, contracting law and/or 

procurement programs. Previous experience in a public sector environment is highly desirable. 

 

LICENSE OR CERTIFICATE 

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

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

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

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

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

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

OTHER REQUIREMENTS 

None required.  
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Mi Kyung Lew

Vacant

Vacant

Watershed Manager
(Project Manager II)

Kristin Hathaway

Capital Contracts 
Manager

Vacant

Administrative 
Analyst II

Tamala Barnes

Angelina DeMaria

PSE 14

Al Lujan
Watershed 
Supervisor

Terri Fashing

Civil Engineer

Jeff Roubos

Assistant 
Engineer I

Vacant

Watershed 
Specialist

Ben Livsey

Jennifer Stern

Kara Kelly

Michael 
Perlmutter

Watershed 
Intern, PT

Vacant

Construction 
Management

Administrative 
Assistant II

LaShun Moore

Watershed 
Management

Stormwater 
Engineering 
Management

Vacant

Vacant

Vacant

Xiao Zhong

Susan Wong

Assistant 
Engineer II

Project 
Management

Professional 
Services Construction

Wei Xie, PE

Wezlon Myles

Assistant 
Engineer II

Assistant 
Engineer I

Biniam Tesfazghi

Ishrat Jahan, PE

Assistant 
Engineer II

Cody Meshberger

Sophea Sem

Luis Camacho

Assistant 
Engineer I

Jacqueline 
Buenrostro

Civil Engineer

Vacant

Vacant

Civil Engineer

Vacant

Vacant

Vacant

Vacant

Vacant

Administrative 
Assistant II

Vacant





Measure Q Hiring Progress Tracker

April 15, 2021  Civil Service Board Meeting

DEPT CLASSIFICATION

FTE 

POSITIONS FILLED

ELIGIBLE LIST 

AVAILABLE  

(R/O)
DETAILS

HSD Budget & Grants Administrator 1 0
Yes/Exempt - 

28 Candidates
Referrals sent to department to review and schedule interviews.

HSD Administrative Assistant II 1 1
Yes

0/29
Filled (8.22.2020)

HSD Case Manager I 1 1
Yes

0/35
Filled (March 2021)

OPW Custodian 2 0 No
Thirty-four Restricted candidates moved to Performance Exam. Working 

with dept. to confirm date; tentatively looking at week of April 26th.

OPW Assistant Engineer I 1 0 No
Requisition Pending Spec Revision.  Anticipating spec will be finalized 

after April 16, 2021 meeting with Union

OPW Administrative Assistant II 1 1
Yes

0/29
Filled (2.26.2021)

OPW
Construction & Maintenance 

Mechanic
2 0

Yes

1/5

One candidate in hiring process, interviews being scheduled for other 

vacancy.

OPW Business Analyst II 1 1

No (BA III list 

available for 

Near List)

Filled (11.14.2020)

OPW Gardener Crew Leader 7 0
Yes

0/7

Eligible List promulgated April 7, 2021; however, additional recruitment 

will be needed due to ten vacancies.

OPW Gardener II 15 0
Yes

7/27
Eligible List promulgated April 7, 2021.

OPW Painter 2 0 No
Twenty-two applicants invited to the performance exam being held on 

April 29 & 30, 2021.  

OPW Park Equipment Operator 2 0 No Existing list exhausted, new recruitment being planned.

OPW Park Supervisor I 2 0 No
Existing list exhausted, new recruitment being planned after completion 

of Park Supervisor II recruitment

OPW Park Supervisor II 1 0 No Six candidates advancing to exam.  Awaiting assessors from department.

OPW
Tree Worker (formerly Tree 

Worker Driver)
1 0 No

Revised spec on April 15th CSB Agenda.  Exam planning will follow 

requisition approval.

OPW Tree Trimmer 1 0 No Recruitment open; scheduled to close April 25, 2021

UPDATED: 4.9.2021



 

 

  

MEMORANDUM 
 

DATE: April 15, 2021 

 

TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 

  Principal Human Resource Analyst 

 

THROUGH: Greg Preece, Human Resources Manager, Recruitment & Classification 

 

THROUGH: Ian Appleyard, Director of Human Resources Management 

 Secretary to the Board 

 

SUBJECT: Approval of New Classification Specification for Street and Sidewalk 

Construction and Maintenance Planner 

Based upon a classification review at the request of the Oakland Department of Transportation 

(DOT), Human Resources Management has proposed the creation of a new classification 

specification for Street and Sidewalk Construction and Maintenance Planner.  

The department is taking a proactive approach to provide more comprehensive construction and 

maintenance planning efforts and asset management. Due to this need, a new construction and 

maintenance planner classification will be established. The position will report to a Public Works 

Supervisor II in the Great Streets division.  

A summary of the duties expected to be performed by the new classification is provided below: 

Coordinate and plan resources for street and sidewalk construction and maintenance 

services including materials, staffing, and equipment; input data and monitor and generate 

reports using the work management system; and perform related duties as assigned. 

No position has been allocated in the budget yet but discussions about future funding have begun. 

With City Council approval, it could be added as early as July 2021 as part of the two-year budget 

cycle. The new job description will be used for the future recruitment process once a vacant 

position is established. 

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 

notified of the proposed new classification specification in November 2020.  Representatives met 

in December 2020 and February 2021. The union confirmed in an email dated March 17, 2021 that 

they have no objections to the creation of the proposed new classification specification.     

The salary ordinance amendment to formally add the classification to the City’s Salary Schedule 

is being drafted. The item is tentatively scheduled for May 2021 City Council meetings. 

Additionally, the “common class” status of this classification has not been determined. The 

"Common Class" Project is currently underway, and more information regarding this classification 

will be available at a later date.  

Staff recommends that the Civil Service Board approve the proposed new Street and Sidewalk 

Construction and Maintenance Planner classification specification. 

 

Attachments:  Proposed new Street and Sidewalk Construction and Maintenance Planner classification 

specification. 
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SUPERVISOR 

 

Class Code: XXXXX FTE Civil Service Classified 
 

 

DEFINITION 

Under general direction in the Oakland Department of Transportation (OakDOT), coordinates and 

plans resources for street and sidewalk construction and maintenance services including materials, 

staffing, and equipment; inputs data and monitors and generates reports using the work 

management system; and performs related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

This is a journey level classification that has major responsibility for planning and coordinating a 

broad range of projects and street and sidewalk programs.  This classification is distinguished from 

the higher level Public Works Supervisor II in that it does not have supervisory responsibility over 

staff but is accountable for accomplishment of all needed work. 

The incumbent receives general supervision from the Public Works Supervisor II. 

 

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

Assist with the preparation of long-range and special maintenance plans. 

Prepare and monitor purchase orders and contracts for materials and contractors. 

Assist with coordination of street and sidewalk concrete, paving, and general construction 

projects with City departments and other public agencies. 

Review stock levels of materials, update inventory, and make recommendations about orders. 

Develop forms, procedures, and documents for recording materials and work. 

Prepare reports on scheduling and completion of projects, labor hours and how staff hours are 

utilized, work accomplished, maintenance and work backlog; establish and maintain labor time 

standards; prepare weekly schedules for approval; assess urgency of work and recommend 

priorities. 

Research information; input data; operate a personal computer and analyze information. 

Establish and maintain a variety of records related to concrete, paving, and general construction, 

maintenance, and repair processes and activities. 

KNOWLEDGE AND ABILITIES 

Knowledge of: 
 

 Principles and practices of asphalt, concrete, and general construction. 

 Safety principles, practices, and procedures related to construction and paving 

equipment and materials. 

 Work analysis; cost estimating; inventory control. 

 Drawings, plans, and specifications. 

 Computer systems and software applications. 

DRAFT 

STREET AND SIDEWALK CONSTRUCTION 

AND MAINTENANCE PLANNER 
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Ability to: 

 Prepare labor and materials estimates. 

 Promote safe work practices. 

 Assess and replenish inventory of supplies and equipment. 

 Assist with purchase orders, contracts, and specification documents. 

 Monitor project budgets. 

 Communicate effectively in both oral and written form. 

 Prepare and analyze reports of a general or technical nature. 

 Utilize computer systems and software applications including work management 

systems. 

 Establish and maintain effective working relationships with those contacted in the 

performance of required duties. 

 

MINIMUM QUALIFICATIONS 

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

qualifications may be acceptable: 

Education: 

Equivalent to the completion of a high school diploma. A Bachelor's degree in construction 

management or a related field is desirable. 

Experience: 

Five (5) years of experience in the construction and paving of concrete infrastructural 

assets and the maintenance and repair of a variety of construction equipment and 

systems. Prior experience with project planning and resource utilization is desirable. 

 

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 

None required. 

 

 

DEPT. OF HUMAN RESOURCES MANAGEMENT USE ONLY 

      

Established: __/__/____ CSB Resolution #: 44365 Salary Ordinance #:       
Exempted: Y  N    Exemption Resolution #:         
      
Revision Date:   /  /     CSB Resolution #:         

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



   

 

 

                  STAFF REPORT 
    

 

 

 DATE: April 15, 2021 

 TO: THE HONORABLE CIVIL SERVICE BOARD 

 FROM: Jaime Pritchett, Principal Human Resource Analyst 

  THROUGH: Greg Preece, Human Resources Manager 

  THROUGH: Ian Appleyard, Director of Human Resources Management  

 SUBJECT: Quarterly Update Regarding Pending Classification Studies Pursuant to Rule 

3.04(f) of the Personnel Manual (Civil Service Rules) 

 

The Personnel Manual (Civil Service Rules) section 3.04 (f) “Quarterly Updates” requires that 

the Personnel Director provide quarterly updates regarding outstanding Classification Studies to 

the Board and include an explanation of the delay for all studies that have been in progress for 

more than one year. The Board was last provided with a report in January 2021 (for quarter end 

December 31, 2020). This report also provides an update on classification specifications that are 

currently under review. 

 

Classification Studies 

Attachment A is a report of all outstanding classification studies for the quarter ending on  

March 31, 2021.  During this reporting period, two (2) studies were completed, one (1) study was 

canceled, and three (3) new studies were received. There are currently seventeen (17) active 

classification studies.  

 

EXPLANATION OF DELAYS 

Eight (8) studies have passed the one-year mark: 

 Police Services Technician – Anticipated completion by 4/30/2021 

 Information Specialist II – Anticipated completion by 4/16/2021 

 Police Records Specialist - Completed 2/17/2021 

 Administrative Assistant I – Anticipated completion by 2/26/2021 

 Treasury Analyst III  

 Police Records Supervisor 

 Police Records Specialist 

 Program Analyst II 

 

The delays are largely attributed to competing demands among staff and complex studies that 

require more research and examination than usual. Layers of analysis and meetings with 

additional parties add to the complexities and time involved as do changes in incumbents’ 

supervisors. Competing priorities make it difficult to dedicate significant blocks of time to 

evaluating the many factors in each study. While abiding by the Shelter-in-place order from 

Alameda County in response to the Coronavirus pandemic, the City organization has adapted 

several of its business practices during the pandemic; many staff are fully telecommuting and the 
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department is striving to become more agile in dealing with emerging challenges during this 

unprecedented time. Further, we experienced some attrition among the Human Resource Analyst 

staff in September and have had to reassess priorities and workload during the last quarter. The 

vacancies are currently affected by the hiring freeze. 

 

Despite these considerations, HRM remains focused on addressing overdue studies. Of the eight 

(8) studies that exceeded the one-year mark, staff completed a single study and expect to 

conclude several more within the next one-to-three months. Completing the oldest studies 

remains the highest priority, and HRM is still working to eliminate the backlog completely. Staff 

expects to continue enlisting assistance from an external consultant to help with addressing the 

queue as well.  

 

The Human Resource Analysts have been trained on how to conduct classification studies, and 

all continue to carry at least one classification study each. Progress remains slow but steady, and 

staff are demonstrating gains as their knowledge of classification studies grows. Building 

capacity among staff remains the most strategic approach to ensure skilled staff are available and 

that incoming classification study requests can be addressed as quickly as possible in the near 

future. 

 

Classification Specification Review 

Attachment B is a report of outstanding requests for classification specification reviews for the 

quarter ending March 31, 2021 showing a total of ninety-six (96) classifications: during this 

reporting period there were five (5) classification revisions or creations completed and approved 

by the Civil Service Board and six (6) classification specification reviews were canceled; three 

(3) classifications are being advanced by HRM to the Board for the April 15, 2021 meeting; an 

additional thirteen (13) are in the queue for discussion with the representative union and 

advancement to the Board in the near future; there are sixty (60) classification specification 

reviews assigned and under review by analysts; and there are an additional nine (9) for which 

HRM has received requests that have not yet been assigned. Classification creation and revision 

work will be distributed among all analysts as part of the overall efforts to increase their 

flexibility and our responsiveness to organizational needs. 

 

 
Status Qty 

Approved by CSB or Closed During Quarter 11 

Scheduled to CSB for Approval 3 

Under Review for Scheduling of Meet & Confer with 

Representative Union 

13 

Assigned to Analyst for Review 60 

Pending for Assignment 9 

TOTAL 96 

 

For questions regarding this report, please contact Jaime Pritchett, Principal Human Resource 

Analyst, at (510) 238-4735. 

 
Attachment A – Classification Studies (Desk Audits) January 1, 2021 – March 31, 2021 

Attachment B – Classification Specifications under review January 1, 2021 – March 31, 2021  



City of Oakland - Human Resources Management 

Classification Studies

ATTACHMENT A

Department Classification Date Received Date Complete Days Elapsed

Pending

1+ yr? Status

1 OPD Police Services Technician II 10/24/2018 Yes Anticipated completion by 4/30/2021.

2 ITD Information Systems Specialist II 8/14/2019 Yes Anticipated completion by 4/16/2021.

3 OPD Police Records Specialist 10/3/2019 2/17/2021 503 Yes Completed. 

4 HSD Administrative Assistant I 10/24/2019 Yes Anticipated completion by 5/21/2021.

5 FINANCE Treasury Analyst III 11/19/2019 Yes Assigned, in initial stages.

6 OPD Police Records Supervisor 3/4/2020 Yes In progress.

7 OPD Police Records Specialist 3/9/2020 Yes In progress.

8 EWD Program Analyst II 3/11/2020 Yes In progress.

9 FINANCE Tax Auditor III 6/5/2020 No Assigned, in initial stages.

10 PBD Planner IV 8/4/2020 No In progress.

11 EWD Project Manager 8/12/2020 No In progress.

12 OPW Custodial Services Supervisor I 8/26/2020 3/19/2021 N/A No Canceled (employee retired).

13 OPW Administrative Assistant II 9/23/2020 No Pending assignment.

14 HSD Data Entry Operator, Senior 10/27/2020 No Pending assignment.

15 OPW Administrative Assistant II 10/30/2020 1/20/2021 82 No Completed (by consultant).

16 HCD Mortgage Advisor 11/4/2020 No Assigned, in initial stages.

17 OFD Fire Personnel Operations Specialist 12/29/2020 No Pending assignment.

18 OPW Parking Meter Repair Worker 2/18/2021 No New assignment.

19 LIBRARY Library Assistant, Senior 2/19/2021 No New assignment.

20 HRM Benefits Coordinator 3/5/2021 No New assignment.

As of 3/31/2021 1



City of Oakland - Human Resources Management

Status of Classification Specification Reviews

ATTACHMENT B

CLASS DEPT TITLE REP TYPE NOTES

CLOSED THIS QUARTER (11)

PP143 HSD Senior Center Director UH1 SPEC REVISION Approved at 1/21/2021 CSB Meeting

EM270 CPRA Inspector General U31 SPEC REVISION Approved at 1/21/2021 CSB Meeting

SC190 CAO Neighborhood Services Coordinator TW1 SPEC REVISION Approved at 2/18/2021 CSB Meeting

ET131 PBD Permit Technician II SD1 SPEC REVISION Approved at 2/18/2021 CSB Meeting

TBD DWES Deputy Director of Workplace & Employment Standards UK2 NEW SPEC Approved at 3/18/2021 CSB Meeting

TR203 CAO Animal Care Attendant SC1 SPEC REVISION Canceled per department

MA109 CAO City Administrator Analyst U31 NEW SPEC Canceled per department

SS121 CAO Executive Asst to the Assistant City Administrator U31 SPEC REVISION Canceled per department

SS126 CAO Executive Asst to the City Administrator U31 SPEC REVISION Canceled per department

AP340 ITD Telephone Services Specialist IE1 SPEC REVISION Canceled per department

TR187 DOT Transportation Planner, Senior UM2 SPEC REVISION Canceled per department

SCHEDULED (3)

EM177 OPW Manager, Capital Contracts UM1 SPEC REVISION Scheduled for 4/15/2021 CSB Meeting

TBD DOT Streets & Sidewalk Construction and Maintenance Planner TF1 NEW SPEC Scheduled for 4/15/2021 CSB Meeting

TR190 OPW Tree Worker SC1 SPEC REVISION Scheduled for 4/15/2021 CSB Meeting

PENDING MEET & CONFER (13) 

TBD ITD Application Developer III TBD SPEC REVISION Met with Local 21 on 10/15; in progress

ET111 CITYWIDE Engineer, Assistant I TF1 SPEC REVISION Met with Local 21 on 11/19; in progress

ET112 CITYWIDE Engineer, Assistant II TF1 SPEC REVISION Met with Local 21 on 11/19; in progress

TR146 DOT/OPW Heavy Equipment Operator SB1 SPEC REVISION Met with Local 1021 on 2/22; in progress

TC115 FINANCE Human Resource Operations Technician TW1 SPEC REVISION Met with Local 21 on 2/18; in progress

AP221 LIBRARY Library Aide SD1 SPEC REVISION Met with Local 1021 on 3/15; in progress

AP223 LIBRARY Library Assistant SD1 SPEC REVISION Met with Local 1021 on 3/15; in progress

AP224 LIBRARY Library Assistant, Senior SD1 SPEC REVISION Met with Local 1021 on 3/15; in progress

ET130 PBD Permit Technician I SD1 SPEC REVISION For 4/19 meeting with Local 1021

PS162 OPD Police Communications Dispatcher SC1 SPEC REVISION Urgent assignment to revise spec and add lateral path

AP290 PBD Process Coordinator II SD1 SPEC REVISION For 4/19 meeting with Local 1021

PP133 OPRYD Recreation Leader II, PPT SC1 SPEC REVISION

Met with Local 1021 on 11/23; pending City 

response/research

TBD OPW Tree Crew Leader TBD NEW SPEC For 4/19 meeting with Local 1021

IN PROGRESS (60)

AF031 CITYWIDE Accountant III UH1 SPEC REVISION Finalizing proposed spec revisions with departments

TBD ITD Application Developer IV TBD NEW SPEC Finalizing proposed draft for department review

PS104 OFD Captain of Fire FQ1 SPEC REVISION Preparing proposed spec revisions for department

As of 3/31/2021 Page 1 of 4



City of Oakland - Human Resources Management

Status of Classification Specification Reviews

ATTACHMENT B

CLASS DEPT TITLE REP TYPE NOTES

PS107 OPD Captain of Police UN2 NEW SPEC Collecting job analysis information for draft class spec

EM131 LIBRARY Chief Curator of AAMLO UM1 SPEC REVISION Preparing proposed spec revisions for department

AP146 POLICE COMM Complaint Investigator II TW1 SPEC REVISION Awaiting proposed spec revisions from department

TBD OFD CORE Instructor, PT TBD NEW SPEC Department reviewing proposed draft

TBD CAO CPRA Attorney TBD NEW SPEC Drafting new class spec

AP400 CAO CPRA Policy Analyst UM2 SPEC REVISION

Finalizing proposed spec revisions and title change with 

department

SC130 OPW Custodial Services Supervisor I UH1 SPEC REVISION Finalizing proposed spec revisions with department

EM135 OPD Deputy Chief of Police UN2 NEW SPEC Drafting new class spec

AP252 CITYWIDE Development Specialist III TW1 SPEC REVISION Preparing proposed spec revisions for department

EM103 FINANCE Director of Finance UK1 NEW SPEC Drafting new class spec

EM264 DOT Director of Transportation UK1 NEW SPEC Drafting new class spec

TBD DOT Director of Transportation, Assistant TBD NEW SPEC Drafting new class spec per dept August 2020

ET114 CITYWIDE Engineer, Assistant I SPEC REVISION Finalizing proposed spec revisions with department

PS119 OFD Engineer of Fire FQ1 SPEC REVISION Finalizing proposed spec revisions with department

SS119 OPW Engineering Intern UG1 SPEC REVISION Evaluation project is underway

PP121 OPW Environmental Services Intern TW1 NEW SPEC Evaluation project is underway

SS126 CAO Executive Assistant to the City Administrator U31 SPEC REVISION Finalizing proposed spec revisions with department

EM224 OFD Fire Division Chief UU1 SPEC REVISION

Preparing proposed spec revisions for department 

review

PS129 OFD Fire Fighter FQ1 SPEC REVISION Finalizing proposed spec revisions with department

PS139 OFD Fire Investigator FQ1 SPEC REVISION

Preparing proposed spec revisions for department 

review

EM168 OFD Fire Marshal (Sworn) UU1 SPEC REVISION Finalizing proposed spec revisions with department

SC160 HSD Head Start Supervisor UH1 SPEC REVISION Finalizing proposed spec revisions with department

TBD HSD Home Base Visitor TBD NEW SPEC In the queue for future meeting with Local 1021

TBD HSD Home Base Visitor, Supervising TBD NEW SPEC In the queue for future meeting with Local 21

AP214 LIBRARY Librarian I SD1 SPEC REVISION Preparing proposed spec revisions for department

AP217 LIBRARY Librarian II SD1 SPEC REVISION Preparing proposed spec revisions for department

AP220 LIBRARY Librarian, Senior SD1 SPEC REVISION Preparing proposed spec revisions for department

PS194 OPD Lieutenant of Police PP1 NEW SPEC Collecting job analysis information for draft class spec

SS140 LIBRARY Literacy Assistant SD1 SPEC REVISION Preparing proposed spec revisions for department

SS141 LIBRARY Literacy Assistant, Senior SD1 SPEC REVISION Preparing proposed spec revisions for department

SS142 CITYWIDE Management Intern TA1 NEW SPEC Evaluation project is underway

SS153 CITYWIDE Office Assistant II SD1 SPEC REVISION Integrating feedback from departments 

As of 3/31/2021 Page 2 of 4



City of Oakland - Human Resources Management

Status of Classification Specification Reviews

ATTACHMENT B

CLASS DEPT TITLE REP TYPE NOTES

TR164 OPD Parking Control Technician SC1 SPEC REVISION In the queue for meeting with Local 1021

AF025 FINANCE Parking Meter Collector SD1 SPEC REVISION Preparing proposed spec revisions for department

TBD FINANCE Parking Meter Collector, Senior TBD NEW SPEC Drafting new class spec; need union meeting date

TR168 OPW Parking Meter Repair Worker SB1 SPEC REVISION

Held one meeting with Local 1021; collecting additional 

information; will schedule a follow-up meeting when 

research has concluded.

TBD FINANCE Payroll Manager TBD NEW SPEC Initiated survey work; will begin drafting class spec

SS164 CITYWIDE Planning Intern/Housing Intern UG1 SPEC REVISION Evaluation project is underway

PS161 OPD Police Cadet UG1 NEW SPEC

Draft developed; pending supervisor review & 

department feedback

PS163 OPD Police Communications Operator SC1 SPEC REVISION Meetings will resume with Local 1021

PS164 OPD Police Communications Supervisor UH1 SPEC REVISION Finalizing proposed spec revisions with department

EM200 FINANCE Purchasing Manager UM1 NEW SPEC Drafting new class spec

TBD HCDD Rent Adjustment Program Assistant/Coordinator TBD NEW SPEC Drafting new class spec

AF059 FINANCE Revenue Analyst, Principal UM2 SPEC REVISION Finalizing proposed spec revisions with department

PS179 OPD Sergeant of Police PP1 NEW SPEC Collecting job analysis information for draft class spec

TR175 OPW Sewer Maintenance Leader SC1 SPEC REVISION Future Local 1021 meeting date to be determined

TR176 OPW Sewer Maintenance Worker SC1 SPEC REVISION Future Local 1021 meeting date to be determined

TR186 OPW Sign Technician I (Traffic Sign Maker) SC1 SPEC REVISION Finalizing proposed spec revisions with department

IS119 PBD Specialty Combination Inspector SD1 SPEC REVISION Preparing proposed spec revisions for department

IS120 PBD Specialty Combination Inspector, Senior SD1 SPEC REVISION Preparing proposed spec revisions for department

SS195 CITYWIDE Student Trainee UG1 SPEC REVISION Evaluation project is underway

AF004 FINANCE Tax Auditor I SD1 SPEC REVISION Preparing proposed spec revisions for department

AF022 FINANCE Tax Auditor II SD1 SPEC REVISION Preparing proposed spec revisions for department

TR185 OPW Traffic Painter SB1 SPEC REVISION Preparing proposed spec revisions for department 

TR188 OPW Tree High Climber SC1 SPEC REVISION

Received proposed spec revisions from department; 

under review prior to submission to union

AP348 EWD Urban Economic Analyst III TW1 SPEC REVISION Preparing proposed spec revisions for department

TBD OFD US&R Instructor, PT TBD NEW SPEC Department reviewing proposed draft.

PENDING ASSIGNMENT (9)

EM118 CITYWIDE Assistant to the Director UM1 SPEC REVISION UM1/UM2 follow up; update draft spec

EM127 CLERK City Clerk, Assistant UM1 SPEC REVISION UM1/UM2 follow up; update draft spec

MA113 CAO Controller UK2 DRAFT/REVISE Pending analyst assignment

TR120 OPW Custodian SC1 SPEC REVISION Discussion about revising MQs

As of 3/31/2021 Page 3 of 4



City of Oakland - Human Resources Management

Status of Classification Specification Reviews

ATTACHMENT B

CLASS DEPT TITLE REP TYPE NOTES

EM220 PBD Director of Building & Planning UK1 NEW SPEC Pending analyst assignment

EM230 EWD Director of Economic & Workforce Development UK1 NEW SPEC Draft pending CAO approval 

EM154 HCDD Director of Housing & Community Development UK1 NEW SPEC Draft pending CAO approval 

SS120 ATTY Exec Asst to Asst City Attorney UM1 SPEC REVISION UM1/UM2 follow up; update draft spec

NEW CAO Neighborhood Services Program Manager TBD NEW SPEC Pending analyst assignment

As of 3/31/2021 Page 4 of 4
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I. Background/Introduction 
 

Under contract with the City of Oakland, CPS HR Consulting (CPS HR) was tasked with analyzing 
classification data to evaluate whether the position duties for an incumbent were assigned to the 
proper classification. 

CPS HR relied primarily upon the information provided in the City’s Position Description 
Questionnaire (PDQ) completed and signed by the incumbent. The City’s classification 
specifications for Benefits Analyst, Benefits Representative, and Benefit Technician were 
reviewed for comparison with the job duties. Additionally, the incumbent forwarded Alameda 
County’s classification specifications related to Deferred Compensation. Those were also 
reviewed for comparison as part of this study. The PDQ was reviewed by the incumbent’s 
supervisor, who added comments regarding the incumbent’s duties. A job evaluation (desk audit) 
interview with the incumbent, Lisa Lavatai, was conducted via Microsoft Teams on December 23, 
2020. The supervisor, Tami Honda was interviewed via conference call on December 22, 2020, 
with a follow up email sent on December 24, 2020. During these interviews, the rationale behind 
the classification study request, the department’s organizational structure, as well as the nature 
and scope of the duties performed were discussed. 

II. Overview/Classification Study Tasks 
 

In conducting the classification study, CPS HR: 

1. Reviewed the PDQ completed by the incumbent, Lisa Lavatai. 

2. Reviewed the comments submitted by the incumbent’s supervisor, Tami Honda. 

3. Reviewed the City’s classification specifications for the Benefits Analyst, Benefits 
Representative, and Benefit Technician to compare the duties on each classification 
specification with the duties performed by the incumbent.  The incumbent also provided 
classification specifications from Alameda County for consideration. 

4. Interviews occurred with the incumbent and with the incumbent’s supervisor on 
December 23, 2020 and December 22, 2020, respectively. 

5. Information was reviewed and analyzed to evaluate the proper classification for the duties 
performed by the incumbent. 

6. A draft Classification Study Report was developed and submitted via email to the City on 
January 8, 2021. 

7. A final Classification Study Report was submitted dated January 20, 2021.  

III. Analysis – Current Class Concepts 
An accurate and up-to-date classification system provides an organization with the necessary 
tools for successfully administering recruitment, performance management, compensation, and 
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succession planning programs. In addition to providing the basis for these types of human 
resources management and process decisions, position classification can also effectively support 
systems of administrative and fiscal control.  This classification study request was for a single 
position in the City of Oakland, Department of Human Resources Management. 

CPS HR conducted an analysis of the position using an individual PDQ, interview with the 
incumbent, and interview with the assigned supervisor. The incumbent, Lisa Lavatai has been 
performing these duties for six years.  She has been in the Benefits Representative classification 
since January 2017. She initially performed duties for deferred compensation as a Benefits 
Technician. 

Ms. Lavatai indicated that the purpose of her job is to provide administrative support to the City 
of Oakland’s Deferred Compensation Committee, the Plan, active participants, and retirees.  Ms. 
Lavatai works closely with the ICMA-RC who is the Third Party Administrator (TPA).  As noted on 
the PDQ completed by the incumbent, the duties listed are summarized as follows: 

• Reconcile five bi-weekly deferred compensation loan reports. After reconciliation, 
review loan reports, provide notes and additional information, and determine next 
steps with TPA– 35% 

• Respond to questions and assists employees related to Deferred Compensation– 20% 

• Process new enrollment, maintenance, and termination interfaces in Oracle; save and 
upload information to TPA; process wire interfaces and save them on shared drive 
before uploading to TPA; communicate with TPA staff multiple times daily – 15% 

• Prepare for Deferred Compensation Committee meetings, including coordinating with 
TPA on various reports and with the investment consultant on agenda items, capital 
market snapshots, budget reports, legal or regulator updates, fund searches, and other 
items to be distributed to the committee members prior to the meeting; preparing 
minutes for the meeting, requesting the WebEx call in number, and preparing the sign-
in sheet.– 10% 

• Process deferred compensation distributions and Coronavirus related distributions for 
full-time and part-time employees– 10% 

• Respond to emails and voicemails, verify employees in Oracle, follow up with 
employees, process rollovers for separating employees, qualified domestic relations 
orders, hardship request approvals, and death claims, etc. – 10% 

During the desk audit interview, Ms. Lavatai indicated that she also performs duties assisting 
employees with benefits including enrollment, changes, questions, and other issues related to 
medical, dental, and life insurance.  She indicated she did not include these duties in the position 
description questionnaire because she thought this study was just about her deferred 
compensation duties. She indicated that she spends approximately 30% of her time performing 
duties related to employee benefits and 70% of her time performing duties related to deferred 
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compensation.  

The data submitted by the incumbent on the PDQ and in the interview provided information 
regarding the nature of the work associated with this classification and how it has changed, the 
tasks currently performed, the knowledge and abilities needed to perform those tasks, as well as 
other relevant classification information, including the following factors: 

Decision Making – This factor consists of the decision-making responsibility and degree of 
independence or latitude that is inherent in the position and the impact of the decisions. Ms. 
Lavatai indicated the type of decisions that she makes independently include processing plan-to-
plan transfers, purchase of service credit, rollover out of the plan, rollovers, contribution refunds, 
loan refunds, and loan suspensions.  

Scope and Complexity – This factor defines the breadth and difficulty of the assigned function or 
program responsibility inherent in the classification. Ms. Lavatai identified typical issues as 
responding to questions about contributions, because people do not always know how to read 
their paychecks. The most complex part of her job is performing research regarding loan 
reconciliations. She will receive a report from the TPA that lists everyone who missed a loan 
payment, whereby the incumbent will then check their employment status to see if they are on an 
approved leave.  If they are on approved leave, she informs the TPA to suspend the loan payment, 
which can be suspended for up to one year. Once the employee returns to work, the TPA will re-
amortize the loan and the incumbent has to enter the new balance, payment amount, and payoff 
date in the payroll system. 

Contact with Others Required by the Job – This factor measures the types of contacts and the 
purpose of the contacts. Ms. Lavatai has a variety of contacts within the city departments, vendors, 
Deferred Compensation Committee, and employees to provide information and process 
transactions.     

Supervision Received and Exercised – This factor describes the level of supervision received from 
others and the nature of supervision provided to other workers. It relates to the independence of 
action inherent in a position. Ms. Lavatai receives supervision from a Benefits Coordinator. The 
incumbent does not provide any supervision or lead work to others. 

Knowledge, Skills, and Abilities – This factor defines the knowledge, skills, and abilities necessary 
to perform assigned responsibilities. The knowledge identified by the incumbent on the PDQ was 
knowledge of guidelines and laws related to the deferred compensation plan and the ability to be 
a good communicator, detailed oriented, and a convergent thinker. During the interview with the 
incumbent, the following additional knowledge, skills, and abilities were identified: knowledge of  
deferred compensation and related investment programs, retirement laws and provisions,  
computers and software, grammar and spelling, basic arithmetic; and ability and skills to interpret 
and explain legislation and guidelines related to deferred comp, meet critical deadline, calculate 
payment or contribution amounts, gather data and research and resolve questions, maintain 
confidentiality, prepare reports and other correspondence, and establish and maintain effective 
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working relationships.  

Other information relevant to classification studies: 

Point in Time Analysis – A classification study primarily captures the essential nature of positions 
that are expected to continue at a single point in time. Therefore, recommendations cannot be 
based upon all possible future changes, particularly in a rapidly changing environment where 
organizational needs, technologies, and skill requirements are continuously evolving. 

Preponderant Duties – Classification studies often find that positions are assigned a wide range of 
duties and that incumbents have various levels of responsibility at any one time; therefore, the 
positions must be analyzed based on their preponderant duties. Preponderance is a measure of 
importance, and the most preponderant duties of a position are those that support the primary 
purpose of the position. Sometimes the most time-consuming duties of a position are 
preponderant; however, consideration must sometimes be given to the responsibility and 
complexity of certain duties that do not occupy most of the incumbent’s time. Overall, the 
determination of preponderance is a judgment call based on a consistent set of factors. 

Level and Not Volume of Work – Position classification reflects the level of work performed by an 
employee and is generally independent of volume. For example, if one employee processes double 
the work of another, yet the percentages of time spent on those tasks and other duties are 
comparable, a single classification should be appropriate for both positions. In fact, study 
questionnaires do not ask for, and the consultants do not consider, the relative productivity of 
employees when evaluating positions. Likewise, classifications are not distinguished by the 
amount of time spent by incumbents on tasks or the volume of work assigned to positions since 
problems of excessive workload are properly solved by redistributing work or adding employees, 
not by creating new classifications.    

Classification of the Position, Not the Employee – Position classifications should be consistent 
regardless of who holds the position. As such, a classification study process classifies positions, not 
individual employees. Furthermore, classification does not consider the capabilities of individual 
employees or the efficiency and effectiveness of an incumbent. It is not a measure of how well an 
individual employee performs, but of the actual duties assigned to the employee. Thus, 
classification is not a tool to reward individual achievement, nor should classifications be created 
simply to reward length of service. Employees, supervisors, and managers often view job content 
through employee performance characteristics which are unrelated to the classification concept 
of evaluating the work which the organization has determined should be assigned to a specific 
position, irrespective of how well an employee performs that work. 

Position Versus Classification – Position and classification are two words that are often thought 
of as interchangeable, but in fact, have very different meanings. In a position plan, a position is an 
assigned group of duties and responsibilities performed by one person. Sometimes the word “job” 
is appropriately used in the place of position. In contrast, a classification may contain only one 
position, or may consist of several positions. When there are several positions assigned to one 
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classification, it means that the same title is appropriate for each position because the scope, level, 
duties, and responsibilities of each position assigned to the classification are sufficiently similar 
(but not necessarily identical); the same core knowledge, skills, and other requirements are 
appropriate for all positions, and the same salary range is equitable for all positions. 

Classification Versus Allocation – Classification is the process of identifying and describing the 
various kinds of work in an organization and grouping similar positions together based on job 
family, classification series, and classification distinctions. Allocation is more specifically tied to the 
placement and/or budgeting of positions within an organization. Thus, agencies may allocate a 
position within an organization based on the results of the classification analysis for that position. 

Classification Specification review: 

In determining the appropriate City of Oakland classification for the incumbent, CPS HR considered 
the incumbent’s current Benefits Representative classification, as well as the Benefits Analyst and 
Benefits Technician classifications.  

The Benefits Analyst is the journey level administrative classification in the Benefits series, it 
performs a variety of professional administrative assignments including responsibility to 
investigate, analyze, and study procedures, policies, and content of the employee benefits 
program; advise and counsel employees, surviving spouses, or domestic partners on available 
benefit plans and programs; and research and resolve individual employee problems and complex 
administrative issues concerning benefits. Duties listed on the classification specification include 
the following: analyze, research, and resolve routine and complex problems involving benefit 
accounts, eligibility, enrollment, premiums, data, and system issues; analyze and assess new 
programs and packages to determine the feasibility and implications of introduction and 
implementation; analyze and assess current programs; recommend improvements and 
modifications to the current benefits options offered; compile and analyze data and financial 
records in conformance with, or in response to reporting, and auditing requirements; and prepare 
and update Administrative Instructions and bulletins for staff and employees regarding benefit 
programs.  The Benefit Analyst is distinguished from the Benefits Representative by the 
requirement to perform analysis and make recommendations that require synthesizing a variety 
of sources of information that regularly do not have a binary outcome, whereas the Benefits 
Representative is more transactional in nature and performs routine technical duties within 
established guidelines and procedures. 

The Benefits Representative is the journey level class in the Benefits series, it performs a variety 
of technical duties within established guidelines and procedures.  The position performs technical 
and para-professional administrative procedures and tasks related to the City’s employee benefits 
program; to facilitate enrollment and maintenance of employees, retirees, and dependents in 
benefit programs and plans including health, dental, vision, disability, COBRA, deferred 
compensation, unemployment, and life insurance. Typical duties include: advise and inform 
employees, retirees, and dependents regarding available benefits; counsel employees regarding 
COBRA disability insurance programs; process applications and enrollment forms for various 
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benefit programs by checking for accuracy and completeness, verifying eligibility and transmitting 
forms to appropriate departments, agencies, or plan administrators; process changes in employee 
status, personal information, plan selection, or other benefit related options; perform calculations 
related to benefit data, premium rates, allowances, refunds, and related matters; research and 
resolve problems related to employee benefit coverage, discuss and resolve problems with 
employees, benefit carriers, and program administrators;  and input, verify, and retrieve benefits 
data from the HRIS computer system. 

The Benefits Technician is the entry-level technical class in the Benefits Series. The position 
performs technical and clerical tasks, and typical duties include: counsel employees, retirees, and 
eligible dependents regarding health benefits, deferred compensation programs, retirement 
benefits, life insurance, worker’s compensation, and disability coverage; compute pension plan 
benefits, retirement allowances, health plan premiums, refunds, and transfer of members 
contribution; research account problems with members, intervene with benefits carriers to resolve 
problems and answer questions; review and authorize  payment of retirement an death benefits, 
initiate emergency retirement procedures; prepare statistical reports, reconcile financial records, 
review and correct employee status change reports; post entries in financial records, process 
invoices for payment.   

Additionally, the incumbent requested CPS HR to review the classification specifications for the 
Deferred Compensation related classifications within Alameda County.  These classifications below  
were reviewed for structure and level of duties only, as they are outside the City’s classification 
system. 

The Deferred Compensation Program Manager in Alameda County, per the classification 
specification is delegated the responsibility for the general administration of the Countywide 
Deferred Compensation Program and is responsible for overall plan administration oversight and 
is a first line supervisor for the program staff. This position develops and monitors policies and 
procedures; develops and monitors plan statistics and plan performance evaluation reports; 
provides technical expertise involving issues related to plan operation and the application of laws, 
rules, and contract provision. 

The Deferred Compensation Specialist in Alameda County, per the classification specification 
provides professional level plan administration of the county-wide defined contribution plans, the 
457 (b) Deferred Compensation Plan, and the 401 (a) Employee Retirement Plan; provides 
knowledgeable guidance, plan information, and ongoing assistance to the plan participants, 
eligible employees, beneficiaries, alternate payees, and sub plan organization’s operation staff.  
This position acts as the lead to technical and clerical staff, which involves assigning and scheduling 
work. 

The Deferred Compensation Technician in Alameda County, per the classification specification 
provides specialized plan administration and participant support duties to the County’s Deferred 
Compensation Plan participants; responds to deferred compensation administration inquiries; 
assists participants with the accurate completion of various forms; process deferred compensation 
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payroll modifications and catch-up calculations; monitors the Third Party Plan Administrator 
website for reports requiring action and perform the necessary tasks to update the information 
where appropriate. 

Employee Interview: 

During the desk audit interview, Ms. Lavatai identifies herself as the Deferred Compensation Plan 
Administrator. Ms. Lavatai indicated that her duties do not match the classification specification 
because the classification specification is focused on benefits and her job is very specialized to 
deferred compensation. The tasks described by the incumbent include providing administrative 
and clerical support for the Deferred Compensation Committee and the plan participants; 
preparing material for the meeting packets prior to the meetings for review by committee 
members;  researching the status of employees who missed loan payments in the payroll system 
to see if they are on an approved leave, updating the loan balance, payment amount, and loan 
payoff date in the payroll system after the TPA provides the recalculation; processing forms for 
enrollment and contribution changes by entering or updating the amount in Oracle; and 
responding to questions regarding contributions, loan payoff, contribution changes, 50+ catch-up, 
roll overs, and transfers.  The incumbent uses Oracle, which is the City’s HRIS system, and accesses 
the TPA’s automated system (EZLink) to provide information to be processed. Items to be 
processed include distribution, refunds, death claims, membership renewal, and conference 
reimbursement. The incumbent is also responsible for verifying the employee contributions before 
uploading the interface for the wire transfer in the shared drive with the TPA. The incumbent works 
closely with the TPA staff to provide information regarding participant data. The incumbent also 
works closely with the Financial Consultant who prepares capital market snapshots, budget 
reports, legal or regulator updates, fund searches, and other items that the incumbent distributes 
to the Deferred Compensation Committee members prior to meetings.   

Ms. Lavatai works with the TPA’s Retirement Specialist who works onsite at the City. The 
Retirement Specialist will meet with employees to help them maximize their investments. This will 
generate forms that the incumbent will enter into Oracle. She also works closely with the TPA Plan 
Coordinator on a day-to-day basis. These interactions are usually related to suspending loans, 
asking to expedite payments, etc. Ms. Lavatai responds to questions from employees who have 
difficulty understanding their contributions. She will explain the process to them and if they have 
entered the wrong amount, she will assist employees in resolving the issue.   

Supervisor interview: 

Ms. Lavatai’s supervisor, Tami Honda, was also interviewed. Ms. Honda indicated that Ms. Lavatai 
used to be in the Benefits Technician classification where she performed the Deferred 
Compensation related duties. After Ms. Lavatai was promoted to the Benefits Representative, the 
City was unable to fill the Benefits Technician position, so Ms. Lavatai continued to perform those 
duties. While automation efforts have reduced some of the manual data entry workload, Ms. 
Honda indicated that she still had to move most of the Benefits Representative assignment duties 
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to another employee because Ms. Lavatai continued to perform the Deferred Compensation 
duties. Ms. Honda indicated that Ms. Lavatai does not perform typical Benefit Representative 
duties such as for COBRA or disability programs; she does not handle the calculation of benefit 
rates or data; does not conduct new employee orientation or Benefits 101; and does not process 
monthly bills related to the dental, vision, health care, or other benefits. Ms. Lavatai only handles 
bills specific to deferred comp – which is what she handled as the Benefits Technician.  While there 
has been an increase in the benefits enrollment workload volume, Ms. Lavatai is only processing 
enrollment forms for changes for employees in her assigned departments. She also does some 
research and resolves coverage issues for her assigned departments. While these are typical 
Benefit Representative duties, Ms. Honda indicated that Ms. Lavatai is only performing Benefits 
Representative duties about 25% of the time. Ms. Honda stated the majority of the work Ms. 
Lavatai is performing is at the Benefits Technician level, not at the Benefit Representative level.  

The following recommendation is made based on our assessment of each of the allocation factors 
and occupational concepts described above. 

IV.Recommended Position Allocation and Analysis 
■ Incumbent: Lisa Lavatai 

■ Current Classification: Benefits Representative 

■ Recommended Classification: Benefit Technician 

 
After meeting with both Ms. Lavatai and her supervisor, it is apparent that she is not performing 
the essential duties of her Benefits Representative classification a preponderance of the time 
because she has continued to perform the duties of her previous Benefits Technician classification, 
even after being promoted, due to staffing vacancies with the Department of Human Resources 
Management.  

Ms. Lavatai considers herself a Benefits Analyst because she feels the duties associated with 
deferred compensation, including the autonomy to move money, are more complex than working 
with other benefits and she is working out of class. She said that if you replace the work “benefits” 
with “deferred compensation” on the Benefits Analyst classification specification, it will describe 
her duties. However, a review of the Benefits Analyst classification shows with the exception of 
one or two tasks, the duties are not similar to those performed by the incumbent. The incumbent’s 
ability to move funds from one plan to another is limited to verifying the employee’s eligibility and 
faxing the verification to ICMA-RC following prescribed guidelines. 

The incumbent indicates that she manages over 1300 loans, but the TPA actually manages the 
loans and instructs the incumbent when there are issues that require research in the City’s 
systems. The TPA reconciles loan information and sends the incumbent a report identifying 
exceptions that she is responsible for resolving and providing information back to the TPA.  
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Even though Ms. Lavatai identifies herself as the Plan Administrator, ICMA-RC as the TPA, is 
responsible for running the plan, making loans and distributions, and monitoring compliance with 
plan rules and federal regulations.  Ms. Lavatai’s role is to be the conduit of information between 
ICMA-RC and the City’s payroll system. Ms. Lavatai performs duties that require technical 
knowledge about the deferred compensation process and access to the City’s HRIS. These duties 
are very deadline driven based on the payroll schedule.  

The incumbent provides support to the Deferred Compensation Committee, but these duties 
appear to be clerical in nature. The incumbent did not describe performing analytical duties or 
duties that require making independent decisions without specific guidelines. 

Both the Benefits Representative and the Benefits Technician classification specifications are 
broad and meant to encompass a variety of benefit related duties. Both of these classification 
specifications include a reference to deferred compensation, so either classification may be 
appropriate, depending on duties and various classification factors.  Because these are two distinct 
classifications that perform technical duties within established guidelines and procedures, it is the 
expectation that the level of work performed at each level would be different, with the Benefits 
Representative performing journey level work and the Benefits Technician performing more entry 
level support functions. 

The duties performed by the incumbent are clerical and technical support functions, consistent 
with the Benefits Technician classification for the City of Oakland. This is supported by the 
incumbent continuing to perform the same duties that she performed as a Benefits Technician 
after she was promoted to the Benefits Representative due to staffing issues. This conclusion is 
further supported by looking at the level of duties performed by the Deferred Compensation 
Technician and the structure of the Deferred Compensation positions within the County of 
Alameda, although these classifications are outside the City’s classification structure.   

V.Next Steps 
 

This report outlines the classification study of one Benefits Representative position assigned to the 
City of Oakland’s Department of Human Resources Management. It is recommended that the 
Human Resources Management Department take the necessary steps to reclassify the incumbent 
or fill the vacant Benefits Technician position so the incumbent can be relieved of the duties related 
to deferred compensation and begin to perform the full range of the duties appropriate for her 
classification. 

Should you have questions or concerns, please feel free to contact Karen Rodriguez at (916) 471-
3348 or email krodriguez@cpshr.us at any time.  
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VII. Appendix B – Classification Specifications





• Compile and analyze data and financial records in conformance with, or in response to, reporting 
and auditing requirements.

• Gather and analyze benefit data for labor negotiations, contract renewal, and budgeting purposes.
• Assist in the planning, development, coordination, and maintenance of various benefit programs 

and system changes/implementation, including development of technical procedures and 
requirements relating to benefit programs and systems.

• Assist in reviewing, developing, modifying, and implementing procedures to improve service 
delivery.

• Prepare responses to benefit surveys; develop and produce employee benefit information reports.
• Prepare and update Administrative Instructions (AI's) and bulletins for staff and employees 

regarding benefit programs.
• Reconcile monthly benefit premium statements to ensure coverage and premium amounts are 

accurate.
• Track, monitor, and maintain ongoing coverage for city employees and eligible dependents in city-

sponsored plans; verify and approve coverage changes for enrollees.; and
• Process and submit enrollment and eligibility files to benefit vendors to ensure appropriate 

coverage is in place.
• Provide information and advice to employees, surviving spouses, and domestic partners on 

available benefit plans/programs and enrollment procedures.
• Develop training programs for technical and non-technical personnel; conduct training sessions; 

prepare materials including presentations, handouts, and technical manuals.

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 business administration, public 
administration, or closely related field.

Experience:
Two years of progressively responsible experience in employee benefits administration which includes 
researching and resolving complex employee benefit issues; compiling and analyzing benefit data; and 
assisting with the planning and coordination of benefit programs and systems.

KNOWLEDGE AND ABILITIES:

Knowledge of: 

• Federal, state, and local laws and regulations which govern the provision of employee benefits, 
such as COBRA, HIPAA, ACA and relevant IRS codes.

• Principles and practices of employee benefits administration applicable to a public agency in 
California.

• Employee benefit programs including retirement, health and dental, vision, disability, deferred 
compensation, life insurance and worker compensation.

• Benefit contract administration.
• Benefit claims investigation procedures; data collection and analysis; report preparation.
• English language syntax, spelling and grammar.
• Report format, content, and preparation.
• Training principles and techniques.
• Personal computer operations, financial/payroll software applications, and human resources 

information systems.

Ability to: 
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Benefits Technician
 

Bargaining Unit: TW1 - Local 21 Admin, Prof,
Technical & Other

Class Code:
AP115

CITY OF OAKLAND

SALARY RANGE

$28.00 - $34.38 Hourly
$4,549.30 - $5,586.32 Monthly

$54,591.60 - $67,035.84 Annually

DEFINITION:

Under supervision in the Office of Personnel, provides benefits assistance to City employees,
retirees and eligible dependents, including benefits counseling, enrollment and rate calculation,
processing and disbursement of benefits, and problem resolution; reconciles financial records;
gathers data for fiscal reports and audit requests; and performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS:

This is the entry-level technical class in the Benefits series. Incumbents perform a variety of
technical duties within established guidelines and procedures. It is distinguished from the Benefits
Representative, which is the journey-level technical class in the series. It is further distinguished
from the Benefits Analyst, which is a journey-level professional class with considerable analytical
responsibility. Receives general supervision from the Human Resources Information Services
Manager, an Assistant to Director, or other management staff.

EXAMPLES OF DUTIES:

Counsel employees, retirees, and eligible dependents regarding health benefits, deferred
compensation programs, retirement benefits, life insurance, workers compensation and
disability coverage.
Complete benefits applications; process enrollment forms, status changes and terminations.
Compute pension plan benefits, retirement allowances, health plan premiums, refunds and
transfer of member contributions.
Research account problems for members; intervene with benefits carriers to resolve problems
and answer questions.
Review and authorize payment of retirement and death benefits; initiate emergency retirement
procedures for terminally ill employees.
Deliver employee benefits orientations and pre-retirement seminars.
Respond verbally and in writing to inquiries from the public, governmental agencies, carriers, or
City departments.
Prepare statistical reports; reconcile financial records; review and correct employee status
change reports.
Post entries in financial records; process invoices for payment.
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Operate computers to enter, verify and retrieve data.
Perform general clerical functions as typing, duplicating, proofreading, filing and mail
distribution.

MINIMUM QUALIFICATIONS:

Any combination of education and experience that is equivalent to the following minimum
qualifications is acceptable.
 
Education:
Graduation from high school. An Associate degree is desirable.
 
Experience:
Two years increasingly responsible clerical or administrative experience in benefits administration or
personnel.

KNOWLEDGE AND ABILITIES:

Working knowledge of:
Health benefits and insurance carriers.
Disability, COBRA, worker's compensation, state disability and related insurance coverage,
laws and provisions.

Knowledge of:
Deferred compensation and related investment programs.
Retirement laws and provisions.
Contract administration; claims investigation procedures.
Personal computers and applicable software.
English grammar and spelling.
Basic arithmetic including fractions and percentages.

Ability to:
Interpret and explain legislation, provisions and requirements relating to health benefits,
disability and workers compensation, life insurance, investment plans, and retirement benefits.
Meet critical deadlines.
Calculate rates, premiums, refunds and related member deductions and contributions.
Gather data, research and resolve claims and related benefits problems.
Operate personal computers and applicable software.
Speak effectively before groups.
Write reports and other correspondence.
Establish and maintain effective work relationships with those contacted in the performance
of required duties.

LICENSE OR CERTIFICATE / OTHER REQUIREMENTS:

None required.
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CLASS HISTORY:

WORKING DRAFT
Established:
CSB Reso#:
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County o f  A lameda
D e fe r re d  C o mp e n sa t i o n  P ro g ra m Ma n a g e r  ( # 1 5 3 9 )

Bargaining Unit: Unrep - General Mgmt (U15) 
$49.51-$60.15 Hourly / $3,960.80-$4,812.00 BiWeekly / 

$8,581.73-$10,426.00 Monthly / $102,980.80-$125,112.00 Yearly

DESCRIPTION

Under general direction, provides overall plan administration oversight to the Countywide Deferred Compensation Program;
develops and monitors policies and procedures; develops and monitors plan statistics and plan performance evaluation
reports; provides technical expertise involving issues related to plan operation and the application of laws, rules and contract
provisions; serves as coordinator for sub plans under the umbrella of the County’s plan program account.  

DISTINGUISHING FEATURES  

This classification is located in the Office of the Treasurer-Tax Collector and reports directly to the Treasurer-Tax Collector. Th
incumbent is delegated the responsibility for the general administration of the Countywide Deferred Compensation Program
which includes the 457(b) and the 401(a) defined contribution plans. This classification is distinguished from the next lower
level classification in the deferred compensation unit in that this position is responsible for overall plan administration oversigh
of the Countywide Deferred Compensation Program and is a first line supervisor for the Program.  

EXAMPLES OF DUTIES

NOTE: The following are the duties performed by employees in this classification. However, employees may perform other
related duties at an equivalent level. Each individual in the classification does not necessarily perform all duties listed.  

1.  Researches, compiles, and analyzes data relating to the Countywide Deferred Compensation Program and makes
recommendations on issues relating to the Program to the Treasurer-Tax Collector.  
2.  Works with the third party administrator (TPA) of the Deferred Compensation Program to resolve issues that fall within the
existing policy, or that require new policies to be established.  
3.  Reviews and evaluates monthly and quarterly reports submitted by the TPA to the department to monitor program
administration; initiates improvements and changes as needed to assure program objectives are met.  
4.  Reviews all investment options, including investment products, and takes a leadership role while working with investment
advisors in narrowing the selection of replacement fund options that fall out of compliance with the Deferred Compensation
Plan’s Investment Policy.  
5.  Briefs the Treasurer-Tax Collector on the Deferred Compensation Plan’s Investment Policy issues; acts as the
administrative staff for and presents issues and proposals related to the Investment Policy to the Deferred Compensation Plan
Ad Hoc Committee.  
6.  Develops and prepares reports and other data for communication of important issues as appropriate to the Treasurer-Tax
Collector, Board of Supervisors, IRS, sub plan organization’s operations staff, and other interested parties.  
7.  Supervises personnel; counsels staff on technical problems; assigns and reviews work.  
8.  Participates in the selection of unit personnel; responsible for their training and orientation, and for performance
evaluations; evaluates performance of staff and recommends retention, assignment, discipline, and promotion.  
9.  Participates in the development and preparation of bid specifications for contracts relating to the Deferred Compensation
Program; evaluates proposals submitted and makes recommendations to the Treasurer-Tax Collector.  
10. Coordinates annual participant educational seminars and monitors marketing presentations conducted by the TPA.  
11. Reviews and evaluates current level of service, as required under contracts with the TPA and investment provider.  
12. Provides final approval of recommendations made by the deferred compensation staff and each sub plan organization’s in
house deferred compensation operations staff for hardship withdrawal requests in accordance with the Plan Document and
Internal Revenue Code Sections governing deferred compensation.  
13. Consults with County Counsel, outside counsel, and the TPA, on new legislation and regulations; develops and writes
proposals to adopt and implement the same.  
14. Coordinates quarterly sub plan meetings and provides guidance, education and support to each sub plan organization’s in
house deferred compensation operations staff.  
15. Ensures access to reports, financial statements, contracts and related plan documents, as appropriate, to the Legislative
Audit Bureau, the Internal Auditor, the Treasurer-Tax Collector, and other interested parties.  
16. Attends various conferences, seminars and webinars in order to stay informed of current best practices.  
17. Assists the Treasurer-Tax Collector in coordinating financial wellness programs with the Human Resource Services
Department, the County Administrator’s Office Risk Management Unit, and the Alameda County Employee’s Retirement
Association (ACERA).  
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18. Coordinates quarterly meetings with the Deferred Compensation Plan Ad Hoc Committee.  

MINIMUM QUALIFICATIONS

EITHER I
Education:
A Bachelor’s degree from an accredited college or university. (Additional experience as outlined below may be substituted for
the education on a year-for-year basis.)

AND
Experience:
The equivalent of one year full-time experience in the class of Administrative Specialist II working in a deferred compensation
unit, or three years experience in the class Retirement Specialist III.

OR II
Education:
A Bachelor’s degree from an accredited college or university. (Additional experience as outlined below may be substituted for
the education on a year-for-year basis.)

AND
Experience:
At least three years of progressive experience in the areas of administration of a 457(b), 401(a), or 401(k) deferred
compensation plan and the equivalent of one year full-time experience supervising employees, who process employee
benefits and/or payroll.  

NOTE: The Civil Service Commission may modify the above Minimum Qualifications in the announcement of an examination

KNOWLEDGE AND SKILLS

NOTE: The level and scope of the following knowledge and abilities are related to duties listed under the “Examples of Duties
section of this specification.
 
Knowledge of: 

State and federal laws, rules, and regulations governing defined contribution programs as authorized by IRS Code 45
Deferred Compensation Plan and 401(a) or similar tax-defined contribution plans.
Philosophy, principles, and practices of deferred compensation programs.
Principles and practices of public administration and supervision.
Training methods and techniques.
Effective techniques of interpersonal relations and program development.

 
Ability to:

Develop policies and procedures.
Implement and monitor deferred compensation programs.
Communicate effectively, orally and in writing.
Make presentations to individuals and groups.
Network and negotiate.
Learn complex regulations and legislative requirements related to deferred compensation plans and interpret them into
day-to-day operations of the plans.
Understand investment principles, monitoring investment options and analysis.
Plan, organize, and direct operations for county-wide deferred compensation plans.
Initiate and manage projects and complex change processes; develop solutions.
Develop and maintain effective working relationships with plan participants, county officials, third-party administrators,
investment advisors, sub plan administrators, and support staff.
Exercise independent judgment in applying and interpreting rules, regulations, legislation, and policy guidelines.
Research, compile, and analyze information related to plan administration.
Make decisions.
Provide leadership.
Exercise management control.
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Demonstrate interpersonal sensitivity.

CLASS SPEC HISTORY

JP:po 10/24/08  
Newspecs: 1539.doc  
CSC Date: 1/28/2009  
DRH:cs Revised/Retitled 05/14/12  
Old Title: Deferred Compensation Manager  
CSC Date: 6/13/12  
DRH:cs Administrative Change 7/9/13  
DRH:ac Revised/Retitled 4/11/19  
Old Title: Deferred Compensation and Personnel Manager  
CSC Date: 5/22/19  

BENEFITS

Alameda County offers a comprehensive and competitive benefits package that affords wide-ranging health care options to
meet the different needs of a diverse workforce and their families. We also sponsor many different employee discount, fitness
and health screening programs focused on overall well being.  These benefits include but are not limited to*:
For your Health & Well-Being

Medical – HMO & PPO Plans
Dental – HMO & PPO Plans
Vision or Vision Reimbursement
Share the Savings
Basic Life Insurance 
Supplemental Life Insurance (with optional dependent coverage for eligible employees)
Accidental Death and Dismemberment Insurance 
County Allowance Credit
Flexible Spending Accounts - Health FSA, Dependent Care and Adoption Assistance
Short-Term Disability Insurance
Long-Term Disability Insurance
Voluntary Benefits - Accident Insurance, Critical Illness, Hospital Indemnity and Legal Services
Employee Assistance Program

For your Financial Future
Retirement Plan - (Defined Benefit Pension Plan)
Deferred Compensation Plan (457 Plan or Roth Plan)

For your Work/Life Balance
11 paid holidays
Floating Holidays
Vacation and sick leave accrual
Vacation purchase program
Management Paid Leave**
Catastrophic Sick Leave
Group Auto/Home Insurance
Pet Insurance
Commuter Benefits Program
Guaranteed Ride Home
Employee Wellness Program (e.g. At Work Fitness, Incentive Based Programs, Gym Membership Discounts)
Employee Discount Program (e.g. theme parks, cell phone, etc.)
Child Care Resources
1st United Services Credit Union 

*Eligibility is determined by Alameda County and offerings may vary by collective bargaining agreement.  This provides a brie
summary of the benefits offered and can be subject to change.
** Non-exempt management employees are entitled to up to three days of management paid leave. Exempt management
employees are entitled to up to seven days of management paid leave.
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County o f  A lameda
D e fe r re d  C o mp e n sa t i o n  Sp e c i a l i s t  ( # 1 5 4 0 )

Bargaining Unit: ACMEA - General Mgmt (R15) 
$34.28-$45.90 Hourly / $2,742.40-$3,672.00 BiWeekly / 

$5,941.87-$7,956.00 Monthly / $71,302.40-$95,472.00 Yearly

DESCRIPTION

Under general supervision, to provide professional-level plan administration of the county-wide defined contribution plans, the
457(b) Deferred Compensation Plan and the 401(a) Employee Retirement Plan; provide knowledgeable guidance, Plan
information and ongoing assistance to plan participants, retired participants, eligible employees, beneficiaries, alternate
payees and sub plan organization’s operations staff; process a variety of complex deferred compensation documents subject
to state and federal regulations and guidelines; and to perform other related duties as required.  

DISTINGUISHING FEATURES  

The class of Deferred Compensation Specialist is distinguished from the next lower classification of Deferred Compensation
Technician in that the incumbent of the latter class are paraprofessionals performing specific technical assignments in which
they are required to have a broad-based general knowledge of defined contribution plans sufficient to provide first line
guidance to eligible employees, active plan participants and retired plan participants in response to requests for information
about the County's Deferred Compensation Plan. The Deferred Compensation Specialist is a single class position found only
in the Treasurer-Tax Collector's Office which requires in-depth knowledge of applicable state and federal laws, IRS rules and
regulations, policies and office procedures related to deferred compensation plans.  

EXAMPLES OF DUTIES

NOTE: The following are the duties performed by employees in this classification. However, employees may perform other
related duties at an equivalent level. Each individual in the classification does not necessarily perform all duties listed.  

1. In-depth expertise to interpret laws, rules, policies and procedures in areas including but not limited to: 457(b) age 50 catch
up; military leaves; hardship withdrawals and appeals; joinders/qualified domestic relations orders; beneficiary updates;
purchase of service credits; roll overs and other processes that could have a potential legal impact or loss of participant’s tax
deferred status, if not handled timely and properly.  

2. Develops and creates unique written correspondence to participants on complex issues.  

3. Maintains relevant internal controls relating to participant transactions and other overall Plan transactions and activities that
are not automatically flagged systematically by the Third Party Administrator.  

4. Creates and maintains participant files; scans and maintains all files relating to deferred compensation, including legal
opinions, correspondence, periodicals, statements, etc.  

5. Communicates in writing, by telephone, email and walk-ins, with active participants, retired participants and eligible county
employees, beneficiaries, alternate payees and the public on a variety of complex and sensitive issues.  

6. Reviews County’s Deferred Compensation webpage to assure Plan’s webpage provides current and pertinent information.
Communicate updates to each sub plan organization’s deferred compensation operations staff.  

7. Maintains deferred compensation statements, newsletters and reports.  

8. Attends County’s Deferred Compensation Information Seminars with outside Third Party Plan Administrator at various
County locations and provides guidance to eligible employees on Plan participation; attends Health Fairs to provide Plan
exposure.  

9. Maintains ongoing liaison between County and Third Party Plan Administrator.  

10. Determines eligibility of hardship withdrawal requests in compliance with Internal Revenue Code; discusses with Deferred
Compensation Manager to make recommendations and resolve qualifying issues.  

11. Reviews complex calculations for eligible three year catch-provision participants to determine correct deferral amounts in
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compliance with IRC requirements.  

12. Acts as lead to the Deferred Compensation Technician and clerical staff, which involves assigning and scheduling work.  

13. May be required to attend out-of-state educational conferences.  

14. Schedules, and attends, and takes minutes for Quarterly Sub Plan meetings and Deferred Compensation Plan Ad Hoc
Committee Meetings.  

15. Performs such special projects such as researching information, summarizing data, evaluating alternatives, preparing
narrative or statistical reports, and updating office processes.  

16. Develops marketing plans and techniques to reach out to County employees who have not enrolled in the Plan.  

17. Maintains confidentiality and determines appropriate release of participant data.  

MINIMUM QUALIFICATIONS

Either I  
Education:  

A Bachelor's degree from an accredited college or university with major course work in Business or Public Administration,
Accounting, Economics, Human Services or closely related field. (Additional years of education may be substituted for the
required years of experience, for either pattern, on a year-for-year basis.)  

And  

Experience:  

The equivalent of two years of full-time experience in the class of Deferred Compensation Technician, Retirement Specialist I
or equivalent or higher level class in the Alameda County classified service. (Non-classified includes District Attorney’s Office
Hospital Authority, and the Consolidated Courts.)  

Or II  
Experience:  

The equivalent of three years of full-time professional experience working in a deferred compensation unit performing tasks
related to the operations of a 457(b), 401(a), or 401(k) deferred compensation plan, and one year performing payroll, benefits
administration that include lead or supervision experience.  

NOTE: The Civil Service Commission may modify the above Minimum Qualifications in the announcement of an examination

KNOWLEDGE AND SKILLS

Knowledge of:  

• Principles of personnel and public administration  
• Laws and regulations controlling County fiscal, accounting, collections, and recording operations  
• Principles of banking and cashiering operations  
• Generally accepted accounting and auditing standards principles and practices  
• Methods of financial analysis  
• Computer systems for accounting, collections and recording  
• Automated remittance processing of large volume and large dollar collections  
• Use of spreadsheet, word processing, and other computer applications relevant to performance of related work  
• Extensive knowledge of the California Revenue and Taxation Code, California  
Government Code (Treasury and Investments sections), and a working knowledge of Uniform Commercial Code  

Ability to:  

• Make informed decisions  
• Direct the work of staff and others; adapt and lead in changing work situations  
• Communicate effectively both in oral and written medium  
• Problem-solving, research - be able to navigate county system, and financial documents to perform analysis and provide
resolution  
• Prepare analytic reports, develop procedures for various business processes  
• Apply principles of accounting, personnel administration, and office management to work practices  
• Plan, manage, and perform complex accounting and administrative tasks  
• Ability to participate in inter-disciplinary work groups  
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• Use personal computer-based spreadsheet and other financial and administrative programs for making reports and
correspondence  
• Work with the public and other county department personnel.  

CLASS SPEC HISTORY

Newspecs: 1540  
DRH:cs 8/9/14  
CSC Date: 10/1/14  

BENEFITS

Alameda County offers a comprehensive and competitive benefits package that affords wide-ranging health care options to
meet the different needs of a diverse workforce and their families. We also sponsor many different employee discount, fitness
and health screening programs focused on overall well being.  These benefits include but are not limited to*:
For your Health & Well-Being

Medical – HMO & PPO Plans
Dental – HMO & PPO Plans
Vision or Vision Reimbursement
Share the Savings
Basic Life Insurance 
Supplemental Life Insurance (with optional dependent coverage for eligible employees)
Accidental Death and Dismemberment Insurance 
County Allowance Credit
Flexible Spending Accounts - Health FSA, Dependent Care and Adoption Assistance
Short-Term Disability Insurance
Long-Term Disability Insurance
Voluntary Benefits - Accident Insurance, Critical Illness, Hospital Indemnity and Legal Services
Employee Assistance Program

For your Financial Future
Retirement Plan - (Defined Benefit Pension Plan)
Deferred Compensation Plan (457 Plan or Roth Plan)

For your Work/Life Balance
11 paid holidays
Floating Holidays
Vacation and sick leave accrual
Vacation purchase program
Management Paid Leave**
Catastrophic Sick Leave
Group Auto/Home Insurance
Pet Insurance
Commuter Benefits Program
Guaranteed Ride Home
Employee Wellness Program (e.g. At Work Fitness, Incentive Based Programs, Gym Membership Discounts)
Employee Discount Program (e.g. theme parks, cell phone, etc.)
Child Care Resources
1st United Services Credit Union 

*Eligibility is determined by Alameda County and offerings may vary by collective bargaining agreement.  This provides a brie
summary of the benefits offered and can be subject to change.
** Non-exempt management employees are entitled to up to three days of management paid leave. Exempt management
employees are entitled to up to seven days of management paid leave.



12/23/2020 County of Alameda

https://www.jobapscloud.com/Alameda/specs/classspecdisplay.asp?ClassNumber=1541&R1=undefined&R3=undefined 1/3

County o f  A lameda
D e fe r re d  C o mp e n sa t i o n  Te ch n i c i a n  ( # 1 5 4 1 )

Bargaining Unit: SEIU 1021 - Misc Sub/Para Prof (012) 
$30.00-$36.42 Hourly / $2,400.00-$2,913.60 BiWeekly / 

$5,200.00-$6,312.80 Monthly / $62,400.00-$75,753.60 Yearly

DESCRIPTION

Under general supervision, provides specialized plan administration and participant service support duties to the County’s
Deferred Compensation Plan participants; provide back up for the Deferred Compensation Specialist; respond to deferred
compensation administration inquiries from the Deferred Compensation Manager, Deferred Compensation Specialist , plan
participants and plan retirees; assist participant with the accurate completion of various forms required by the plan; process
deferred compensation payroll modifications and catch-up calculations; monitor the Third Party Plan Administrator website for
reports requiring action and perform the necessary tasks to update the information where appropriate; perform other related
duties as required.  

DISTINGUISHING FEATURES  

This single class position is found only in the Treasurer-Tax Collector’s Office. The Treasurer-Tax Collector is the designated
Deferred Compensation Plan Officer for the County.  

The incumbent in this class is required to have a broad-based general knowledge of defined contribution plans sufficient to
provide first line guidance to eligible employees, active plan participants and retired plan participants in response to requests
for information about the County’s Deferred Compensation Plan. The Deferred Compensation Technician may be involved in
routine, day-to-day back up support to the Deferred Compensation Specialist.  

This class is distinguished from the Deferred Compensation Specialist in that the responsibilities of the latter classes normally
involve independent decision-making, development or oversight, of a program or function, the more limited availability or
nature of supervision received and a greater scope and complexity of activities, regulations and guidelines.  

EXAMPLES OF DUTIES

NOTE: The following are the duties performed by employees in this classification. However, employees may perform other
related duties at an equivalent level. Each individual in the classification does not necessarily perform all duties listed.  

1. Maintains deferred compensation forms request phone line, responsible for accurately sending forms to requesting eligible
employees, active participants and retired participants.  

2. Maintains deferred compensation records logs and statistics, prepares spreadsheets and reports as requested.  

3. Maintains and tracks action items in the Third Party Administration website and performs required tasks to update the
information as appropriate. This includes producing the weekly loan report.  

4. Answers routine inquiries and gives guidance about the County’s Deferred Compensation Plan to active and retired plan
participants and eligible.  

5. Schedules and arranges small departmental information seminars as requested.  

6. Schedules and arranges County-wide annual Deferred Compensation education seminars. Arranges for locations in variou
County campuses.  

7. Coordinates one-on-one meetings with Financial Advisor.  

8. Maintains deferred compensation forms, supplies and retirement workbooks. Opens all mail and processes as appropriate
and/or forwards the contents on a daily basis to the Deferred Compensation Specialist. Processes payroll modification and
enrollment forms including HRMS entries.  

9. Researches payroll records in preparation for IRC 457(b) Plan catch-up provision eligibility and calculation of catch-up
contribution capacity.  
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10. Creates complex calculation worksheets for eligible three year catch-provision participants of sub plans to determine
deferral amounts in compliance with IRC requirements an enter data into HRMS.  

11. Provides back-up support to Deferred Compensation Specialist.  

12. Scans and verifies deferred compensation forms and participant file documents in the FileNet system. Reviews bi-weekly
and quarterly imaging exception reports and makes needed corrections.  

13. Approves and processes deferred compensation payroll modifications in the County’s Human Resource Management
System (HRMS) in compliance with related Internal Revenue Codes. Notify participant of errors and explains required
change(s).  

14. Maintains confidentiality and determines appropriate release of participant data.  

15. Prepares a variety of correspondence, forms, legal documents, reports, articles, labels, specifications, memoranda, and
other written communication as requested or as detailed in procedural guides.  

16. Assists with the implementation of a variety of programs and projects and performs related work as required.  

MINIMUM QUALIFICATIONS

Education:  

An Associate Degree from an accredited college with course work in Business, Accounting or related field.  

And  
Experience:  

The equivalent of two years full-time experience as a Specialist Clerk II or in an equivalent or higher level classification with at
least one year performing, benefits administration, statistical or fiscal work in the Alameda County classified service.  

Or  

Experience:  

The equivalent of three years full-time experience performing Benefits Administration duties that included statistical or fiscal
work. 

NOTE: The Civil Service Commission may modify the Minimum Qualifications in the announcement of an examination.  

KNOWLEDGE AND SKILLS

NOTE: The level and scope of the following knowledge and abilities are related to duties listed under the “Examples of Duties
section of this specification.  

Knowledge of:  

• Basic personnel and payroll transactions.  
• Effective customer service techniques.  
• Information gathering and research methods.  
• Document Imaging.  
• State and federal laws and regulations governing the defined contribution plans.  
• Word processing and spreadsheet applications and data entry skills  
• Correct usage of English, including punctuation, spelling and grammar.  

Ability to:  

• Ability to meet multiple deadlines.  
• Handle multiple tasks and prioritize work on a daily basis. 
• Listen attentively in order to discern participants’ and department employees’ needs.  
• Make accurate mathematical computations.  
• Communicate effectively in oral and written form.  
• Independently analyze and solve operational problems.  

CLASS SPEC HISTORY
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Newspecs: 1541  
DRH:cs 10/22/14  
CSC Date: 10/1/14  

BENEFITS

Alameda County offers a comprehensive and competitive benefits package that affords wide-ranging health care options to
meet the different needs of a diverse workforce and their families. We also sponsor many different employee discount, fitness
and health screening programs focused on overall well being.  These benefits include but are not limited to*:
For your Health & Well-Being

Medical – HMO & PPO Plans
Dental – HMO & PPO Plans
Vision or Vision Reimbursement
Share the Savings
Basic Life Insurance 
Supplemental Life Insurance (with optional dependent coverage for eligible employees) 
County Allowance Credit
Flexible Spending Accounts - Health FSA, Dependent Care and Adoption Assistance
Short-Term Disability Insurance
Long-Term Disability Insurance
Voluntary Benefits - Accident Insurance, Critical Illness, Hospital Indemnity and Legal Services
Employee Assistance Program

For your Financial Future
Retirement Plan - (Defined Benefit Pension Plan)
Deferred Compensation Plan (457 Plan or Roth Plan)

For your Work/Life Balance
11 paid holidays
Floating Holidays
Vacation and sick leave accrual
Vacation purchase program
Catastrophic Sick Leave
Group Auto/Home Insurance
Pet Insurance
Commuter Benefits Program
Guaranteed Ride Home
Employee Wellness Program (e.g. At Work Fitness, Incentive Based Programs, Gym Membership Discounts)
Employee Discount Program (e.g. theme parks, cell phone, etc.)
Child Care Resources
1st United Services Credit Union 

*Eligibility is determined by Alameda County and offerings may vary by collective bargaining agreement.  This provides a brie
summary of the benefits offered and can be subject to change.
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SECTION C - COMMENTS 

The incumbent’s responses to the questionnaire adequately describe the duties, authority 
and responsibility of the work currently performed.  No      Yes 

The incumbent’s responses to the questionnaire  overstate /   understate 
the duties, authority and responsibility of the work currently performed. 

Comments: 

I have reviewed the incumbent’s responses to Part I of the Position Description 
Questionnaire (PDQ) Form. I understand that the documents are time sensitive and need to 
be submitted to DHRM’s Classification Supervisor within two weeks of receiving Part I from 
the incumbent.   

__________________________________  ___________ 
Signature of Supervisor      Date 

__________________________________  ___________ 
Signature of Agency Head/Director      Date 

12/10/2020

✔

✔

Duties were overstated in a several areas.  The questionnaire indicated that her working 
title is Benefits Analyst.   The title of the current position is Benefits Representative.   
 
The deferred compensation loan reconciliation is done by the ICMA Plan Sponsor 
Services Manager.  The ICMA Services Manager provides the incumbent loan reports that 
identify loans that need attention, such as missed loan payments, new loans, and early 
pay-off loans . The incumbent researches missed loan payments and enters loan data 
provided by ICMA in Oracle (HRIS) as required.  The ICMA Service Manager holds a 
bi-weekly call with the incumbent to review the loan reports.  
 
The incumbent's duties also include assisting employees with medical, dental, and vision 
plan enrollments, questions and issues.  This is approximately 25% of the incumbent's 
current essential duties.  This was not listed on the incumbent's questionnaire.   
 
The time study document overstated the estimated hours for tasks and duplicate tasks 
were listed. The incumbent also does not perform all tasks listed on the time study 
document.    
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CITY’S 

RESPONSE 

TO 

APPEAL 

HRM-2021-AP01 

LISA LAVATAI 



   

 

 

                  STAFF REPORT 
    

 

 

 DATE: April 15, 2021 

 TO: THE HONORABLE CIVIL SERVICE BOARD 

 FROM: Ian Appleyard, Director of Human Resources & Secretary to the Civil Service      

                           Board 

 SUBJECT: Response to Appeal HRM-2021-AP01 – Classification Study – Lisa Lavatai 

 

On October 14, 2020, the Director of Human Resources initiated a classification study in accordance with 

Section 3.04 of the Civil Service Rules.  The purpose of the study was to analyze the duties and 

responsibilities of the Benefits Representative classification. This position supports the Deferred 

Compensation Committee and performs other City-wide benefits related tasks.  

 

Funding for the Benefits Representative position comes from the Deferred Compensation Committee, 

which supports the City’s deferred compensation program. This is a unique arrangement. Most public 

entities fully fund administrative support for deferred compensation programs. Therefore, the 

classification study was initiated to help determine if the program was receiving the appropriate 

administrative support and paying for the appropriate classification.  

 

To expedite the study and to ensure objectivity, the Human Resources Management (HRM) Department 

elected to use Cooperative Personnel Services (CPS HR) Consulting to perform the classification study.  

 

The results of the classification study, attached to the appeal packet, found the duties performed by the 

Appellant, as it relates to the Deferred Compensation Program, are consistent with the lower Benefits 

Technician classification.  The findings recommended the City take the necessary steps to reclassify the 

incumbent (Appellant) to a Benefits Technician. This action would be in accordance with Rule 3.05 (b) – 

Downgrading of Position. This would re-designate the position to the lower Benefits Technician 

classification and “y-rate” the incumbent. Alternatively, the study recommended transferring the Benefits 

Technician duties and responsibilities to another position, allowing the Appellant to perform the full 

range of duties at the higher Benefits Representative classification.   

 

As a course of action, HRM identified an existing Benefits Technician to assume the support of the 

Deferred Compensation Program and Committee. This employee is currently being trained to assume 

these support duties. Once that employee is fully trained, the Appellant will no longer regularly support 

the Deferred Compensation Program or Committee and will perform duties and responsibilities consistent 

with the Benefits Representative classification.  The department is not proposing to downgrade the 

Appellant’s classification. 

 

Therefore, the Appellant’s classification is not changing and there is no loss of status, pay or benefits.  

Management retains the right to assign work to meet the needs of the department, the City, and, in this 

case, the City’s Deferred Compensation Committee. As such, the department recommends the Board deny 

the appeal and uphold the results of the classification study. 
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