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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6267
October 1997

POSITION TITLE:
Employment Coordinator

REPORTS TO:
Manager, Classified Personnel

Objective: To serve as a Human Resource liaison in direct support of recruitment, selection, assignment, transfer and termination of classified personnel in the Department of Food Services, Facility Management or other departments as directed.

Essential Functions:

1.
Serves as a Human Resource liaison in direct support of recruitment, selection, assignment, transfer and termination of classified personnel in the Department of Food Services, Facility Management or other departments as directed..

2.
Recruits, inteviews, and hires lunchroom employees.  Develops a variety of recruitment sources to attract a sufficient number of qualified applicants.  Complies with appropriate federal, state, municipal employment laws and District employment policies and procedures

3.
Assigns employees to daily, short-term and long-term staffing vacancies.

4.
Coordinates the hiring of employees, including preparing job descriptions, postings, screening applicants, scheduling interviews and conducting background checks.

5.
Researches and responds to initial claims for unemployment benefits.  Represents the District at unemployment hearings, as directed.

6.
Provides assistance, advice, coordination and follow-through in resolving employment issues, grievances, discipline, terminations and related Human Resources issues.

7.
Receives, examines, and ensures for the completeness and accuracy of all documentation to be distributed or received.

8.
Serves as a member of the District team in negotiating labor agreements, as directed.

9.
Acts to consistently ensure for the accuracy, confidentiality and security of all employee records.

10.
Updates and processes changes in employee status in compliance with HR and District policies, practices and procedures.

11.
Initiates or responds to inquiries from candidates, employees and others on Human Resource issues in general or specifically.

12. Composes correspondence, reports, memorandums, meeting agendas and other documents or publications, including newsletters, as directed.
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13.
Provides training, technical direction and guidance to staff and other designated personnel on Human Resource activities pertaining to the designated departmental services.  Schedules on-the-job training portion of New Employee Orientation (NEO), and presents the human resources portion.

14.
Collects and compiles information and data for reports, as directed.

15.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Education equivalent to Bachelor’s Degree, preferably with a focus in Human Resource Administration, Labor Relations or related field.  Demonstrated hands-on knowledge and experience in recruitment, selection, assignment, transfer and termination of personnel.  Demonstrated proficiency with Microsoft Office products, in particular Excel and Word.  Three (3) or more years of related health services administration experience.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

