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JOB DESCRIPTION CREATION AND REVISION PROCESS 
 

The information below outlines the typical steps required to create a new job classification or modify an existing classification in 
Oakland Unified School District (OUSD). Before a Job Description (JD) process may begin, the Hiring Manager (HM) must obtain 
approval from their Division Chief, e.g., Chief Business Officer, Chief of Staff, or Chief Academic Officer, in writing (via email is 
acceptable). On average, it typically takes 45-50 business days to create or modify a JD after Talent Division personnel (hereinafter 
referred to as “Human Resources” or HR) receives the initial approval to proceed from the Deputy Chief, Talent Officer. At OUSD 
each job classification has its own JD and any employee in that same job classification will have the same JD. For example, all 
employees in the “Administrative Assistant I” classification will have the same JD even though they are located in different 
departments across the District. The steps below are subject to change in light of policies, procedures, or Escape System factors. 
Additionally, these steps only relate to the job description creation or revision process. There are different steps associated with 
recruiting, selecting, and onboarding new hires into a role. Your Staffing Analyst would be the first line of contact for staffing 
questions. 
 
The JD creation and revision process timeline is contingent on: 

 Initial approvals by the Division Chief then Deputy Chief Talent Officer 

 Quality of the draft outlining the basic and essential functions submitted by the HM 

 Scheduling of a Meet and Confer session between HM, HM, District Labor department, and labor union leaders 

 HR and Board deadlines for Board agenda items submission 
 
Phase 1: Creation 
Steps: 

1. HM provides a completed JD Checklist to HR compensation and classification personnel which includes: 
a. Job justification: Why is this position needed?  Is this a new, modified or re-created job description? 
b. How many personnel will be hired into the role? 
c. Where will the role(s) be located, i.e., centrally or school site? 
d. What are the funding and resource code(s) for the role(s)? 
e. Are the role(s) categorically funded, and if so, indicate which categorical fund is associated with the role? 

2. HR provides JD Checklist to Deputy Chief, Talent Officer for approval to proceed with JD request  
3. After approval (see #2) HR vets the preliminary draft and determines: 

a. Basic Role Summary and Essential Functions 
b. Prerequisites, i.e., Education, Experience, Licenses, Credentials required or preferred 
c. Knowledge and Abilities 
d. Working Conditions, i.e., Environment and Physical Requirements 
e. Salary Grade 
f. Appropriate bargaining unit, if any 

4. HR continues collaboration with the HM until a JD draft is agreed upon by both parties 
5. Draft JD is moved along to the next phase of the process 

 
Phase 2: Reviews 
Steps: 

1. If the JD meets the criterion defined in applicable policies, regulations, or laws, to be considered Confidential or is Classified 
Non-represented, the JD moves to the final phase of the process, approval from the Board of Education (see Phase 3 below) 

2. If the JD is a represented role, the JD is vetted in a Meet and Confer session with the appropriate bargaining unit, HR, and 
Labor/Legal representative(s) [Note: the OUSD Labor Department arranges all meeting logistics for session] 
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3. After the JD has completed the Meet and Confer session, it moves to the next phase of the process. After a JD has vetted in 
a Meet and Confer it may be posted in a job announcement provided it is marked as “Pending Board Approval”.  
No job offer may be made until the Board approves the JD in their Board meeting. 

 
Phase 3: Approval 
Steps: 

1. JDs that are ready for the Board meeting are prepared by HR Business Manager 
2. HR Business Manager forwards all applicable JDs to the Board  
3. HM may make job offer after Board approves the JD 

 
Please direct questions related to JDs to: 
Martin E. Mitchell, Director of HR Operations 
martin.mitchell@ousd.org 
510.879.8841. 
 
Diagram 1: Below is the JD approval process workflow for new requests and modifications to existing JDs. 
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