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● Work closely with the Office of General Counsel to ensure compliance with state, federal laws, PPS policies, and
management of legal issues at the school and district levels. “E”

● Collaborate with a wide variety of internal and external stakeholders to facilitate conversations that lead to consensus,
buy-in, and course correction as needed; build leadership teams which reflect diverse perspectives; ensure district staff
actively engage and advocate underrepresented families of color, including those whose first language may not be
English, as essential partners in their studentʼs education, school planning and decision-making. “E”

● Supervise the performance of assigned personnel; interview and select employees and recommend transfers,
reassignment, termination and disciplinary actions. “E”

● Represent the district in meetings, workshops, conferences and professional activities. “E”
● Learn and use district information technology systems to perform routine tasks, such as performance management

assessments, and accessing program, staffing, financial reports and budget information. “E”
● Perform related duties as assigned.

Note: At the end of some of the duty statements there is an italicized “E”, which identifies essential duties required of the classification. This is
strictly for use in compliance with the Americans with Disabilities Act.

DISTINGUISHING CHARACTERISTICS OF THE CLASS
The Chief of Staff provides operational
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Advocate, model and implement Portland Public Schoolʼs Racial Equity Initiative.
Welcome and empower students and families, including underrepresented families of color and those whose first language
may not be English, as essential partners in student education, school planning and District decision-making.
Problem solve and effective conflict resolution at the district and school level on issues such as policy, culture,
administrative and other emerging issues relating to the successful operation of schools.
Preview and anticipate structural, operational, and political needs to support successful policy development, adoption and
implementation.
Build andmaintain strong relationships.
Coach, coordinate and lead teams.
Demonstrate strong organizational skills.
Establish clear expectations, deliverables and deadlines.
Set clear agendas and facilitate effective meetings.
Direct, supervise, counsel and evaluate programs and staff.
Balance and prioritize multiple projects, issues and decisions under time sensitive deadlines.
Communicate a culture of equity that is �s�s
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Hazards: Potential conflict situations.
Physical Demands: Primary functions require sufficient physical ability andmobility to work in a school office and campus
setting; dexterity of hands and fingers to operate a computer keyboard and other office equipment; sitting, standing and
walking for extended periods of time; kneeling, bending at the waist; li�ing, pushing, pulling and carrying school
equipment, supplies and materials weighing up to 25 pounds; repetitive hand movement and fine coordination to use a
computer keyboard; emotional stability to work effectively under pressure and to keep all aspects of the job under control;
hearing and speaking to exchange information in person or on the


