HELIX WATER DISTRICT

May 7, 2009
HUMAN RESOURCES ANALYST
JOB SUMMARY

Human Resources Analyst is an exempt journey-level professional class. Under general supervision, performs a variety of responsible professional, technical and analytical activities in support of the District's human resource management programs; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans and implements employee recruitment and selection activities for assigned job classes; confers with managers and supervisors on job demands and appropriate requirements; develops and conducts outreach recruitment programs to obtain qualified candidates; develops job postings, opportunity notices, advertisements and other recruitment materials; screens applicant qualifications.

2. Conducts job analyses to identify job requirements and associated knowledge, skills and abilities; develops and administers job-related selection procedures including job skill exercises; plans, coordinates and serves on interview panels; conducts background and reference checks; responds to applicant and candidate questions and concerns; generates notices to applicants and candidates.

3. Assists  managers and supervisors on disciplinary and other employee relations issues and assists in preparing relevant documentation; provides guidance to employees and their representatives and may assist in the resolution of routine grievances, disputes and policy interpretations. 

4. Interprets and explains policies, procedures and regulations to District management, staff and the public in assigned areas of responsibility; participates in writing and updating District policies, procedures and practices.

5. Administers District benefit plans; solicits and evaluates plan design and rate quotes; works with brokers and plan representatives; processes coverage change requests and coordinates annual open enrollment; recommends and processes payment of benefit plan invoices; prepares analysis of benefit plan options, alternatives and costs; answers employee  and retiree questions and resolves problems.

6. Develops and conducts new hire orientation programs.

7. Plans, organizes and evaluates District employee relation functions, events and activities.

8. Carries out assigned duties and projects in other human resource disciplines including compensation, classification, employee relations, and training.

9. Administers the District’s Workers Compensation Program including keeping in compliance and updating required and relevant reports, documentation; follow up on pending cases and prepares quarterly Board Report. 

10. Provides classification, compensation and benefit information to other organizations.

11. Conducts surveys, prepares reports and gathers relevant data to provide recordkeeping, analysis and recommendations.

12. Prepares and monitors budgets in areas of assigned responsibility.

13. Provides back up support to other department staff.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles, practices and techniques of public personnel administration, including recruitment, testing and selection, classification and job analysis, compensation and benefits analysis and administration.

2. Basic employee and labor relations principles and practices, including contract administration.

3. Federal, state and local laws, regulations and court decisions applicable to areas of assigned responsibility.

4. Research methods and data analysis techniques.

5. Principles and practices of effective business communications.

6. Operation of standard business computer software.

7. District functions and operations and associated human resource management issues.

8. District personnel policies and MOU provisions.

Ability to:
1. Gather relevant data, analyze problems, evaluate alternatives and make appropriate recommend-ations.

2. Understand, interpret, explain and apply District personnel rules, policies and procedures and applicable local, state and federal legislation and regulations.

3. Exercise independent judgment and initiative within established guidelines.

4. Conduct comprehensive and probing applicant interviews.

5. Communicate effectively in writing and orally in meetings and before groups.

6. Understand and follow written and oral instructions.

7. Prepare clear, concise, accurate and persuasive reports, correspondence, analytical studies and other written materials.

8. Exercise tact and diplomacy in dealing with sensitive, complex and confidential personnel issues and employee situations.

9. Maintain confidential and sensitive information.

10. Establish and maintain effective working relationships with those encountered in the course of the work.

Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with major coursework in public or business administration, human resource management, psychology or a related field; and three years of progressively responsible professional human resource experience. 

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

Possession of or ability to obtain a Human Resources Professional Certification such as PHR, SPHR, IPMA-CP or IPMA-CS within three years.
PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, both in person and by telephone; use hands to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee is frequently required to stand and walk.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

Mental Demands

ADVANCE \u 7
While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data, information and documents; analyze and solve complex problems; use math/mathematical skills; perform highly detailed work under changing, intensive deadlines on multiple, concurrent tasks; work with constant interruptions, and interact others encountered in the course of work, some of whom may be dissatisfied, angry and/or abusive.

Work Environment:

The employee works under typical office conditions and the noise level is usually quiet.

GM Approval:  ____________________

Human Resources Analyst
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