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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6304
October 1997
POSITION TITLE:
Human Resource Specialist

REPORTS TO:
Designated Human Resource Supervisors and Managers

Objective: To provide full-performance level administrative support to Classified or Certificated human resource activities in one or more areas, including but not limited to: recruitment; selection; testing administration; compensation, classification; training and career development; unemployment compensation; workers compensation; and human resource information systems.  To provide human resource administrative support to one or more employee groups.  To perform data entry of employee data for new hires, existing employees, terminated employees, and retirees, as directed.

Essential Functions:

1.
Provides administrative support to Classified or Certificated human resource activities in one or more areas, including but not limited to: recruitment; selection; testing administration; compensation, classification; training and career development; unemployment compensation; workers compensation; and human resource information systems.

2. 
Receives applications, schedules interviews with candidates and interview committee members and, after hired, processes applicants for all classified or certificated posted vacancies.  Contacts substitute teachers, as directed, and schedules interviews, appointments, or meetings.

3.
Provides human resource administrative support to one or more employee groups, including but not limited to: classified office; transportation; building and grounds; food services; classified non-affiliated; professional and technical; paraprofessional; and part-time/hourly employees.

4.
Processes and data enters requisitions and related documents for new hires, existing employees, terminated employees, and retirees, as directed: maintains HRIS data base including changes to employee status, names, addresses, positions, compensation, work year, completion of I-9’s, W-4’s, and other form changes; maintains various data base files on clerical employees; maintains service seniority lists; establishes individual salaries for new employees and maintains the employee salary base, including educational/training and longevity increments; collects and processes fingerprinting data; prepares and distributes job postings, the Open Position Register, and increments for years of service; and maintains running budget balances and reports.

5.
Maintains effective and diplomatic oral and written communications, both internally and externally, with candidates, staff, departmental employees, vendors and others.

6.
Receives, opens, sorts, and distributes mail and other correspondence, as directed.

7.
Maintains both the integrity and confidentiality of all data, as directed.

8.
Maintains various seniority, promotional and interview lists for Facility Managers, Custodians, Bus Drivers, and other employee groups, as directed.

9.
Develops and maintains a diverse, state-of-the-art knowledge of human resource administration.

10.
Coordinates activities, provides technical direction and guidance on designated human resource activities to staff, teachers, administrators and others, as directed.

11.
Verifies employment, in compliance with District policy, for both current and former classified or certificated employees.
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12.
Receives requests for training or education and processes requests for educational increment credit as established by designated bargaining unit Agreements, as directed.

13.
Acts, when directed, in direct support of bargaining unit negotiations.

14.
Collects and prepares information for the Personnel Report to the Board of Education.

15.
Acts in compliance with employment laws, as directed.

16.
Administers various selection instruments or tests, including the Basic Skills, as directed.

17.
Prepares new employee orientation packages, and conducts new employee orientation.

18.
Orders and inventories materials, equipment and supplies, as required or requested.

19.
Conducts exit interviews for terminating employees, as directed.

20.
Completes appropriate forms in response to unemployment filings, requests, or hearings.

21.
Prepares salary projections, coordinates dates with Payroll for dumping, processes bi-annual salary increases, and verifies for accuracy.

22.
Prepares and updates salary schedules for Classified, Certificated, and other employee groups.  Distributes data to all schools and departments, as directed.

23.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Education equivalent to graduation from high school, with some college preferred.  Demonstrated working experience with a mainframe/midrange computer-based HRIS, and a variety of computer hardware and software, including PC and/or MacOS operating systems.  Demonstrated proven organizational skills, including direct experience successfully handling and completing multiple projects or activities within established time restraints which are occasionally conflicting.  Demonstrated thorough knowledge and experience working successfully with candidates, employees, and management on a wide scope of human resource issues,  preferably within a large, active public school environment.  One (1) to three (3) years of related 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.  Performance is limited to the scope of essential duties and responsibilities. 

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, telephones, televisions/monitors, and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, lifting (up to 30 pounds 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. 

