




















 

  

 

DATE: September 21, 2023 
 
TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 
  Principal Human Resource Analyst 
 
THROUGH: Tina Pruett, Human Resources Manager, Recruitment & Classification 
 
THROUGH: Mark Love, Interim Director of Human Resources Management 
 Secretary to the Board 
 
SUBJECT: Approval of Revised Classification Specifications for Captain of Fire Department 

and Engineer of Fire Department 

Based upon a classification review at the request of the Oakland Fire Department (OFD), staff 
has proposed revision of the Captain of Fire Department and Engineer of Fire Department 
classification specifications. They were established in March 2009 and last revised in December 
2011. 

In advance of upcoming selection processes to fill positions in these sworn classifications, 
Human Resources Management collaborated with OFD to ensure that the classification 
specifications align correctly with the Local 55 Memorandum of Understanding (MOU) and all 
applicable regulations, including the Office of the California State Fire Marshal (OSFM). 
Additional sworn fire classifications are currently under review and will be submitted for review 
and approval in the coming months. Captain and Engineer are the most urgent because of MOU-
mandated timelines for conducting promotional recruitments.  

The following proposed changes are intended to update and modernize the job descriptions to 
better capture the requirements and assigned duties: 
 

1. Refine the Definition and Distinguishing Characteristics sections. 
2. Update a variety of task statements under the Examples of Duties section. 
3. Add several new and clarifying statements to the Knowledge and Abilities section. 
4. Overhaul the Minimum Qualifications section to ensure that Education and Experience 

align with the MOU requirements and OSFM regulations. 
5. Update the names of various certifications in the License/Certification section and 

include the required Task Book per OSFM. 

There are fifty-eight (58) Captain of Fire positions of which forty-eight (48) are filled and ten 
(10) are vacant. There are eighty-eight (88) Engineer of Fire positions of which seventy-one (71) 
are filled and seventeen (17) are vacant. The revised classification specifications will be used to 
initiate the upcoming recruitment and selection processes.  

The International Association of Fire Fighters (IAFF, Local 55) was notified of the proposed 
revisions in August 2023. A meeting between City and union representatives was not necessary. 
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In an email dated August 29, 2023, the union conveyed that there are no objections to the 
proposed revisions. 

Staff recommends that the Civil Service Board approve the revised classification specifications of 
Captain of Fire Department and Engineer of Fire Department as proposed. 

 
Attachments:  Proposed Revised Captain of Fire Department and Engineer of Fire Department classification 

specifications.   
 

























































 

  

 

DATE: September 21, 2023 
 
TO: The Honorable Civil Service Board FROM:  Jaime Pritchett 
  Principal Human Resource Analyst 
 
THROUGH: Tina Pruett, Human Resources Manager, Recruitment & Classification 
 
THROUGH: Mark Love, Interim Director of Human Resources Management 
 Secretary to the Board 
 
SUBJECT: Approval of New Classification Specification for Special Activity Permits 

Coordinator 

Based upon a classification review requested by the Economic & Workforce Development 
(EWD) Department, Human Resources Management has proposed the creation of a new 
classification specification for Special Activity Permits Coordinator.  

ty permit process has been changing recently and is expected to continue 
evolving. Different departments have been responsible for different aspects, and the function is 
now being centralized in EWD. It is necessary to establish a classification to oversee special 
activity permitting, inspections, and events. In the future, this new classification will be tasked 
with supervising the new Special Activity Permit Technician positions, which were added to the 
budget in the last year. Current and future organizational charts have been attached to help 
convey the needs and changes related to staffing this function of EWD.   

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

Coordinates special activity permit applications through to completion; coordinates 
special activity permit compliance efforts; serves as liaison between applicants and City 
staff; investigates and resolves problems as they arise; collaborates with other City 
departments, County, and state agencies regarding permits and compliance; supervises, 
trains, and evaluates assigned staff; and performs related duties as assigned. 

There is no placeholder position in the budget. Rather, a new position will be added once the 
new classification is formally established and funding is available.  

The International Federation of Professional and Technical Engineers (IFPTE, Local 21) was 
notified of the proposal to create this new classification in May 2023. City and union 
representatives discussed the item at meetings in June and August 2023. The union sent an email 
on August 29, 2023 stating that there are no objections to the proposed new classification.  

Salary Schedule 
will be scheduled for the Finance and Management Committee in October/November 2023. Two 
readings by City Council will follow. 

Staff recommends that the Civil Service Board approve the new classification of  Special Activity 
Permits Coordinator as proposed. 

 
Attachments:  Proposed New Special Activity Permits Coordinator classification specification  
  Organizational Charts 












