BERKELEY UNIFIED SCHOOL DISTRICT
Human Resources Department

CLASSIFICATION AND
POSITION DESCRIPTION

TITLE: Compliance Officer and | REPORTS TO: Superintendent
Title IX Coordinator
DEPARTMENT/SCHOOL: Superintendent’s Office | CLASSIFICATION: Classified Management,
Non-Represented
FAIR LABOR STANDARDS ACT  Exempt WORK

CLASSIFICATION:




e As aneutral party, investigate complaints; notify and interview complainants, respondents,
and witnesses; obtain and review relevant documents; mediate, as appropriate; and -0.01.001 Tw -37.01



KNOWLEDGE, SKILLS AND ABILITIES:

Demonstrated knowledge of Title IX, Uniform Complaint Procedures, American with
Disabilities Act, Rehabilitation Act of 1973 (specifically Section 504 compliance), and
effective complaint resolution

Ability to interpret and articulate relevant state and federal laws and regulations and
District policies and regulations

Ability to manage multiple, on-going and complex caseload of complaints and projects
Strong presentation and facilitation skills with an emphasis on education and training for a
variety of constituencies

Ability to guide, advise and support the training and learning process with respect to Title
IX and UCP compliance and complaint resolution

Excellent mediation skills, analytical skills, problem-solving skills and organizational skills
with attention to detail

Ability to deal with confidential and sensitive information

Ability to build relationships and collaborative partnerships across the District and state
and federal agencies

Demonstrated commitment to diversity and inclusivity and ability to work with a wide
range of constituencies with diplomacy and tact

Ability to act independently, take initiative and exercise sound judgment

Ability to maintain accurate and organized records and prepare timely, accurate, clear
reports

TRAINING, EDUCATION AND EXPERIENCE REQUIREMENTS:

Any combination of education, training and/or experience equivalent to: bachelor’s degree in
related field (master’s degree highly preferred); five (5) years of relevant experience; and
demonstrated experience in conducting investigations and coordinating restorative justice systems
degree of
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