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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6324
January 1998
POSITION TITLE:
HRIS Specialist

REPORTS TO:
Designated Human Resource Supervisors and Managers

Objective: To coordinate the systems development and efficient management for all human resource data processing systems.  To ensure data integrity, timeliness of reporting and generation of computer-based analysis.  To confer with users to define their needs and to advise on HRIS options and problem-solving strategies.

Essential Functions:

1.
Coordinates the systems development and efficient management for all human resource data processing systems.  Ensures data integrity, timeliness of reporting and generation of computer-based analysis.  Confers with users to define their needs and to advise on HRIS options and problem-solving strategies.

2.
Ensures for and maintains the security, integrity and confidentiality of all HRIS systems, as directed.

3.
Establishes, maintains or participates in the development of: HRIS system values; user codes; system structure and parameters; system security and hierarchy; report-writer characteristics; design and distribution of system related forms/documents; HRIS back-up and systems maintenance.

4.
Conducts original, on-going HRIS-based research and analysis of specific human resource activities, which includes: recruitment; selection; applicant tracking, testing administration; compensation, classification; training and career development; unemployment compensation; workers compensation; compensation, health benefits and other human resource disciplines, as required or requested.

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

6.
Acts as an immediate liaison between the Human Resources Department and other departments, including: Payroll; Benefits; Department of Technology Services; Risk Management; senior Administrative Staff; and designated administrators, directors and managers.  Initiates communications, as necessary, to ensure for effective and timely HRIS operation.

7.
Develops and maintains a diverse, state-of-the-art knowledge of HRIS administration.

8.
Monitors HRIS technical performance and, develops, recommends, and implements as approved, system enhancements, edits, or customization.  Creates or revises related HRIS policies, procedures and guidelines.
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9.
Provides technical direction, guidance and training on designated HRIS activities to classified and certificated HR staff, administrators, and designated individuals or groups, as directed.

10.
Maintains a current, active knowledge of designated employment, compensation/tax, and benefit laws or regulations that impact HRIS systems, and updates HRIS systems accordingly.  Acts in compliance with employment, compensation/tax, and benefit laws or regulations.

11.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s degree or equivalent, preferably with a focus in Human Resource Information Systems (HRIS) administration.  Demonstrated working experience with a variety of computer hardware and software, including: PC and MacOS desktop computer operating systems; LANs/WANs; UNIX; database tools such as Informix, Filemaker Pro; Access; and a demonstrated experience managing data through a mainframe or mid-range computer based HRIS.  Demonstrated working experience with relational database concepts particular to integration of human resources, payroll, and health benefits administration.  Demonstrated hands-on working knowledge of Lawson Software Human Resource Process Suite version 7.0 or later, or equivalent, is preferred.  Demonstrated experience producing original, independent research and analysis of complex or controversial human resource issues, and producing original recommendations based on defined objectives.  Demonstrated working knowledge of various human resource functions, and experience working successfully with employees and management on HRIS issues.  Three (3) to five (5) 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. 

