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BASIC FUNCTION: 
Under general direction of the Superintendent or designee, the Director of Civil Rights and Compliance 
serves as the District’s Title IX Coordinator and lead civil rights and compliance officer. The Director 
coordinates and facilitates the District's compliance with applicable federal and state civil rights, 
nondiscrimination and complaint procedure laws, including Title VI of the Civil Rights Act of 1964, Title 
IX of the Education Amendments of 1972, Americans with Disabilities Act, Uniform Complaint 
Procedures (UCP) regulations and Williams complaint requirements. The Director oversees complaint 
intake, investigation, response, resolution, documentation, and reporting; develops and implements 
training and prevention programs regarding discrimination, harassment, sexual harassment, and civil 
rights compliance; collaborates with students, families, District employees, administrators, legal counsel, 
and state and federal agencies; and supports safe, welcoming, and inclusive learning and working 
environments across the District. 
 
 REPRESENTATIVE DUTIES 
 
Civil Rights and General Compliance 
• Serve as the District’s designated civil rights compliance administrator for Title VI, Title IX, the 
Americans with Disabilities Act, Uniform Complaint Procedures, Williams complaint requirements, and 
applicable federal and state nondiscrimination laws. 
• Manage and monitor compliance with District complaint policies and procedures, including 
complaints involving discrimination, harassment, retaliation, District practices, personnel, categorical 
programs, instructional materials, teacher vacancies or mis-assignments, and facilities. 
• Examine and identify patterns of discrimination or other systemic concerns and report findings and 
recommendations to the Superintendent or designee. 
• Collaborate with site administrators, District departments, and compliance partners to disseminate 
information, redesign processes, support investigative procedures, and address overlapping compliance 
needs. 

TITLE: Director, Civil Rights 
and Compliance  

REPORTS TO: Superintendent 

DEPARTMENT/SCHOOL: District Administration CLASSIFICATION: Classified Unrepresented 
Management 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: Exempt 

WORK YEAR: HOURS: 12 months/Calendar 2000 
8 hours per day or 
duty days/hours as assigned 

APPROVED: 
Board 
Commission 

   
   06/17/26 
   06/24/26 

SALARY GRADE: Schedule: 52 
Range: 85 

BERKELEY UNIFIED SCHOOL DISTRICT 

Human Resources Department 

 



 
CLASSIFICATION AND 
POSITION DESCRIPTION 

• Serve as the District’s liaison, as assigned, with the U.S. Department of Education Office for Civil 
Rights and other agencies regarding Title VI, Title IX, civil rights complaints, inquiries, compliance 
reviews, corrective actions, and related reporting obligations. 

Investigations and Complaint Resolutions 
• Receive, assess, monitor, route, coordinate, and track timely investigations of Title IX, Title VI, UCP, 
Williams, ADA, and other complaints to ensure prompt and fair resolutions. 
• Collect relevant facts, assess whether further review or investigation is necessary, develop 
investigation plans, and conduct, oversee, or assign investigations as appropriate. 
• As a neutral party, notify and interview complainants, respondents, and witnesses; obtain and review 
relevant documents; mediate or facilitate informal resolution as appropriate; and issue factual findings 
and recommendations as necessary. 
• Design and implement guidelines to ensure appropriate confidentiality protections for complainants, 
respondents, witnesses, and others involved in complaint processes. 
• Communicate and coordinate, as appropriate, with local law enforcement, government agencies, 
victim advocacy organizations, and other external partners to ensure reports are handled appropriately 
and in a timely manner. 
• Coordinate with District legal counsel and litigation counsel to collect relevant facts and evidence 
and support District responses to claims, complaints, investigations, or litigation. 
 
Title IX Coordinator Duties  
• Serve as the District’s designated Title IX Coordinator and coordinate District compliance with Title 
IX, related federal and state nondiscrimination laws, and District policies and administrative regulations. 
• Receive, assess, monitor, and coordinate the District’s response to reports and complaints of sex 
discrimination, sexual harassment, sexual assault, sexual misconduct, dating violence, stalking, 
pregnancy or parenting discrimination, sex-based harassment, and retaliation. 
• Coordinate supportive measures for students and employees affected by Title IX-related concerns, 
including academic, workplace, safety, counseling, schedule, no-contact, and other appropriate 
supports. 
• Oversee and ensure that Title IX investigations are adequate, reliable, timely, confidential, impartial, 
and consistent with District complaint procedures. 
• Respond to students, parents, staff, administrators, and others who report suspected Title IX 
violations, sex discrimination, or sexual harassment; investigate concerns and institute corrective actions 
when appropriate. 
• Maintain accurate and confidential Title IX records, including reports, complaints, supportive 
measures, investigation materials, resolutions, remedies, training records, and data necessary for 
compliance monitoring and reporting. 
• Identify systemic concerns relating to Title IX complaints and recommend appropriate policy 
revisions, monitoring, supervision, security measures, corrective actions, or targeted education and 
prevention efforts. 
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Policy and Reporting 
• Ensure District policies, administrative regulations, procedures, notices, and related practices are 
regularly reviewed and updated in alignment with legislative updates, regulatory changes, and current 
state and federal civil rights requirements. 
• Support the work of the District planning and policy-making committees;  
• Provide regular updates to the Superintendent or designee, District leadership, and the Board of 
Education, as assigned, regarding Title IX, Title VI, UCP, Williams, ADA, and other civil rights compliance 
matters. 
• Maintain records and data necessary to support required District reporting obligations, including 
reports to the Board, state and federal agencies, and other entities as required. 
 
Training and Prevention 
• Develop, implement, coordinate, and conduct training and educational programs for staff, students, 
families, administrators, and other District stakeholders regarding civil rights, nondiscrimination, 
harassment prevention, Title IX, Title VI, UCP, reporting options, complaint procedures, support services, 
and District policies. 
• Provide ongoing support, training, direction, and technical assistance to administrators, District staff, 
investigators, decisionmakers, appeal officers, students, and staff involved in civil rights compliance and 
complaint resolution. 
 
Supervision and Administration 
• Supervise assigned personnel, including work allocation, training, direction, performance evaluation, 
enforcement of internal procedures and controls, problem resolution, and recommendations regarding 
personnel actions. 
• Motivate and support assigned staff to promote effective performance, productivity, 
professionalism, and compliance with District expectations. 
• Perform other related duties as assigned that support the overall objectives of the District. 

KNOWLEDGE, SKILLS AND ABILITIES 
• Demonstrated knowledge of Title IX, Title VI, Uniform Complaint Procedures, the Americans with 

Disabilities Act, Section 504 of the Rehabilitation Act of 1973, effective complaint resolution, and 
related federal and state civil rights laws, regulations, District policies, and administrative 
regulations. 

• Knowledge of current and emerging legislation, legal requirements, issues, and trends relevant 
to civil rights compliance, nondiscrimination, complaint procedures, and public education. 

• Demonstrated understanding of criminal and civil legal processes and procedures, including 
federal and state public safety reporting requirements. 

• Skill in organizing resources, establishing priorities, planning projects, and managing multiple 
responsibilities. 

• Employee development, supervision, training, and performance-management skills. 
• Strong interpersonal and communication skills and the ability to work effectively with students, 

families, staff, administrators, community members, agencies, and other stakeholders. 
• Conflict-resolution and/or mediation skills. 
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• Advanced analytical, evaluative, problem-solving, and objective critical-thinking skills, including 
the ability to investigate and analyze claims information, draw conclusions, summarize findings, 
and effectively present data and information. 

• Skill in examining and re-evaluating operations and procedures, formulating policy, and 
developing and implementing new strategies and procedures. 

• Skill in the use of personal computers and related software applications. 
• Ability to develop and present educational programs, trainings, and workshops. 
• Ability to provide ongoing support to District administrators regarding District policies and 

complaint procedures. 
• Ability to investigate and analyze claims information and draw conclusions. 
• Demonstrated knowledge of and commitment to trauma-informed interviewing, 

communication, and practices, including sensitivity to the impact of trauma on individuals who 
have experienced harassment and/or discrimination. 

• Ability to operate calmly and effectively under stressful conditions. 
• Ability to exercise independent judgment, discretion, and confidentiality in managing sensitive 

information. 
• Ability to foster a cooperative work environment. 

 
EDUCATION AND EXPERIENCE 
Any combination equivalent to: bachelor’s degree in related field (master’s degree highly preferred) 
and five (5) years of increasingly responsible experience in site- and district-level settings, including 
supervisory or administrative responsibilities as well as demonstrated experience in conducting 
trauma-informed investigations.  
 
Title IX Coordinator, Civil Rights Investigator, Sexual Assault Counselor Certification, Diversity, Equity, 
and Inclusion Certification, and/or Mental Health First Aid for Youth certification is highly desirable.   
 
Experience in a California K–12 educational environment is highly desirable 
 

LICENSES AND OTHER REQUIREMENTS 
Ability to travel between multiple sites on a daily basis  

WORKING CONDITIONS 
ENVIRONMENT: 
Office, Classroom, and other learning environments 

 
PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate standard office and classroom equipment  
Sitting or standing for extended periods of time 
Seeing to read a variety of materials 
Hearing and speaking to exchange information 
Lift, carry, push and/or pull items with up to 25 pounds 
Bend at the waist, kneel or crouch 
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Climb a stool/ladder and reach above shoulders 
 
HAZARDS: 
Contact with dysregulated, assaultive, or abusive individuals 
Potential physical hazards involved in intervening in fights and other anti-social, and violent 
behaviors  
Exposure to blood borne pathogens and infectious diseases 
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