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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6333
February 2000

POSITION TITLE: HRIS Systems Analyst

REPORTS TO:
 HRIS Specialist

Objective: To ensure for the accurate and efficient operation of human resource information systems. To monitor systems, review and evaluate operations, and recommend and implement systems modifications or enhancements, as directed.

Essential Functions:

1. Implements, maintains, and troubleshoots the HRIS database, including salary schedules, steps increases, and health benefits tables.

2. Implements and maintains health benefit systems through the designated health benefits module of the HRIS application.

3. Researches, reviews, implements, tests and installs rate tables, plan modifications, systems edits, and upgrades, as directed.

4. Reviews, analyzes and installs, functional interfaces and upgrades to the health benefit module of the HRIS systems.  Contacts HRIS vendor to ensure optimum operation of all health benefit systems.

5. Maintains a state-of-the-art awareness of benchmark health benefit modules for HRIS applications.

6. Acts as the primary contact between the district and the designated HRIS vendors.

7. Conducts or participates in HRIS vendor team meetings, as requested or required.

8. Researches, designs, and creates audit reports of various personnel and benefits systems, including job codes, FLSA status, pay plans, bargaining units, and other systems.

9. Provides administrative support to related HRIS administration, including classified and certificated operations, as requested or required.

10. Works with payroll, human resources, and benefits to resolve payroll issues.

11. Trains district employees on HRIS systems, as requested or directed.

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

POSITION CLASSIFICATION - 6333

January 2000

POSITION TITLE:
HRIS Systems Analyst

Education/Experience: Bachelors degree or equivalent, with an emphasis in health benefits systems administration. Three (3) or more years of related experience must include demonstrated experience with: claims processing, ICD-10 classification, HMOs, PPOs, EPOs, dental insurance, major medical,  third-party administrators, deferred compensation, salary administration, payroll processing, and related HRIS administration activities is required.  Position requires demonstrated skills in computer software applications, including demonstrated knowledge of proprietary HRIS applications.  Demonstrated knowledge of FileMaker Pro, and Microsoft Word, Excel and Access is also desired.  Demonstrated experience with Lawson HRIS is desired.  Demonstrated effective and diplomatic oral and written communication, including maintenance of confidential information.

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); safety; security, disaster and other policies procedures and practices.

Licensure: No requirements

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

