NOTICE OF PROPOSED CLASSIFICATION ACTIONS BY
THE HUMAN RESOURCES DIRECTOR

The following actions are being posted in accordamith Rule 109. In the absence of requests td asgressed to the
Human Resources Director, the proposed changes&atime final seven (7) calendar days from theippsiate.

Posting No: 30
Fiscal Year: 2010/2011
Posted Date: December 23, 2010

ESTABLISH THE FOLLOWING JOB SPECIFICATION(S):
(Draft job specification attached.)

ltem # Clasd/Title

1 2963 Address Fraud Investigator, SFUSD

For additional infor mation regarding the above proposed action, please contact Carmela Villasica at (415) 557-4928 or -
email her at Carmela.Villasica@sfgov.org.

Requests to meet on an item should be addresskd lHuman Resources Director, 1 South Van Ness:ldthr,

San Francisco, CA 94103. All requests must beivedan writing no later than close of businessese(7) calendar
days from the posting date. FAX'd copies willdeeepted as timely with original to follow. Copisthis notice
may be obtained from the Information Center, 1 BM#n Ness, 4th Floor or from DHR's website at:
http://sfdhr.org/index.aspx?page=109

CC.  All Employee Organizations
All Departmental Personnel Officers

Anita Sanchez, CSC
Christina Fong, DHR
Carmela Villasica, DHR
Linda Cosico, DHR
RAS Team Leader(s)
DHR Support Services
Martin Gran, DHR
Steve Ponder, DHR
Maria Newport, SFERS
Clare Leung, MTA
Suzanne Wong, MTA
File
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CITY AND COUNTY OF SAN FRANCISCO
DEPARTMENT OF HUMAN RESOURCES

Title ADDRESSFRAUD INVESTIGATOR, SFUSD
Job Code: 2963

INTRODUCTION

Under general supervision, manages and conductesgiderification checks for new SFUSD
student applicants, transitioning and randomly<teb students; manages an on-going investigative
caseload related to verifying or disputing resigeclaims for the purpose of school enrollment; and
assists in the development and/or maintenance wivastigative case management program.

DISTINGUISHING FEATURES

This classification is specific to the San Frangismified School District (SFUSD) because of the
nature of the work which is investigating schodited issues.

SUPERVISION EXERCISED: This class does not supervise other professionplames, but may
coordinate the work of clerical/technical personnel

MAJOR, IMPORTANT, AND ESSENTIAL DUTIES

According to Civil Service Commission Rule 109, the duties specified below are representative of the range of duties assigned to this job code/class
and are not intended to be an inclusive list.

1. Manages an investigative caseload. Notifies pafguardians of the opening of an
investigation, and investigation results; assigamsemumbers; documents and tracks actions
taken; ensures documentation is on file; maintaimamary notes; monitors and responds to
hotline messages; produces reports as requiredgantifies follow-up actions as appropriate.

2. Coordinates and conducts the preliminary verifaagrocess through Internet searches,
property ownership records, phone number listiags, other public records.

3. Coordinates and conducts field investigations thhopersonal calls, interviews, school and
home visits, professional surveillance, and attandaecord checking. Randomly checks
transitioning students’ addresses, and verifies tt@nge of address claims.

4. Gathers and analyzes data; and determines theastbofevidence for reasonable suspicion and
probable cause.

5. Collects, compiles, preserves, and analyzes evedemd prepares written reports for follow-up
and notification letters.

6. Acts as liaison with SFUSD’s Legal Office, Distristtorney, or City Attorney; prepares and
engages in additional investigative action as nggglersues criminal or civil prosecution or
punitive damages, as appropriate; and establisiéisgoships with City agencies, and
residential utility and service providers to verdgidress claims.

7. Conducts trainings related to address fraud ingastins for staff.
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CITY AND COUNTY OF SAN FRANCISCO
DEPARTMENT OF HUMAN RESOURCES

Title ADDRESSFRAUD INVESTIGATOR, SFUSD
Job Code: 2963

IMPORTANT AND ESSENTIAL KNOWLEDGES, SKILLS, AND ABILITIES

Knowledge of: modern investigative techniques esldb address verification strategies including
but not limited to: reviewing documentation; aceegpublic records; conducting Internet searches;
coordinating and conducting field investigationssering confidentiality and taking safety
precautions in investigations; familiarity with douentation standards, and rules of evidence to
verify or dispute address claims.

Skill in: managing, tracking, and monitoring a largaseload; gathering and analyzing data;
interviewing witnesses; verifying or disputing faetith supporting documentation; facilitating
fact-finding and follow-up on a caseload; identifyiand coordinating field investigations including
the use of covert photography, video, and otheresilaince equipment.

Ability to: develop strong working relationshipscdacommunicate effectively with subordinates,
the public, supervisors, and collaborative parti@FRJUSD’s Legal Office, District Attorney, City
Attorney, and other agencies). Review, identifyd avaluate facts for “reasonable suspicion”.
Effectively identify appropriate verification, orspute of address claims. Apply interviewing and
truth-verification techniques and strategies. Boedaccurate and precise written reports,
summaries of cases, and comprehensive reportsygle® cases. Articulate clear testimony as-
needed. Organize and track field investigatio@enduct trainings to support efforts in
surveillance, investigative skill development, amdification techniques

MINIMUM QUALIFICATIONS

These minimum qualifications are to be used as a guide for establishing the education, training, experience, special skills and/or license(s) which are
required for employment in the classification. Please note, additional qualifications (i.e. special conditions) may apply to a particular position and
will be stated on the exarm/job announcement.

Possession of a baccalaureate degree from an dedredllege or university. AND
One (1) year experience in investigative work.

Substitution: Equivalent combination of educatiowl @xperience on a year-for-year basis (30
semester units equal 45 quarter units equals ca®.ye

License or Certificate

Possession of a valid driver’s license

ORIGINATION DATE:

BUSINESSUNIT(S):  SFUSD
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