HELIX WATER DISTRICT

September 19, 2005

HUMAN RESOURCES TECHNICIAN I/II

JOB SUMMARY

Human Resources Technician is a non-exempt journey to advanced journey-level technical class. Under general supervision, performs a variety of responsible technical and administrative duties in support of the District’s human resources programs, events and activities; and performs related work as assigned.

Human Resources Technician I is the journey-level class and is flexibly staffed with the advanced journey-level Human Resources Technician II class. Typically, proficiency criteria for advancement to the II level are met within 24 to 36 months, depending on an individual’s prior experience.
DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Performs routine and complex assignments in clerical and administrative support of recruitment and selection programs, including drafting opportunity notices, advertisements and other recruitment materials, answering applicant and employee questions regarding District employment and generating notices and correspondence to applicants; develops, schedules and arranges interviews and other testing arrangements; conducts background checks, sets up livescan appointments and prepares new employee paperwork.

2. Assists administratively with elements of the District’s benefits program; may assist with administering Workers’ Compensation benefits, including processing of documents, maintaining the OSHA log and following up with injured employees regarding various issues.

3. Performs office and administrative support, including word processing to prepare agreements, purchase requisitions, forms, reports, correspondence, memoranda, schedules, overheads, charts, performance appraisal reports, and other documents; performs proofreading to ensure accuracy of human resources materials and documentation.

4. Responds to customers, applicants and the public on a variety of human resources related questions; backs up other department staff when required.

5. Organizes and maintains records and files.

6. Compiles data in response to salary surveys and administratively assists in preparing District surveys; compiles and generates reports of survey data; with guidance, provides classification, compensation and benefits information to other organizations.

7. Performs research projects of limited scope, compiles results and drafts reports and recommend-ations; generates and compiles statistical reports.

8. With guidance, interprets policies, procedures and regulations to District management, staff and the public in assigned areas of responsibility.

9. Coordinates and schedules training classes; maintains attendance data; processes and maintains records on tuition reimbursement and training requests.

10. Processes and maintains records on employee computer loans, acknowledgements for flexible work schedules and various other internal recordkeeping and department checklists.

11. Orders supplies and processes purchase orders and petty cash for payment and reconciliation.

12. Assists with the coordination of the District’s service award program, retirement photos and gift selection, social events, functions and reconciles budget versus actual expenses.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Basic methods and practices of public personnel administration and applicable federal, state and local laws and regulations.

2. District personnel policies and MOU provisions.

3. Basic data research methods and analysis techniques.

4. Principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation

5. Proficient operation of standard business software, including word processing, spreadsheets and graphics.

6. Office management practices and procedures, including record keeping and filing.

Ability to:
1. Organize, set priorities and exercise independent judgment within areas of assigned responsibility.

2. Operate a computer and use standard word processing, presentation, spreadsheet, graphic and database software.

3. Type accurately at a speed necessary to meet the requirements of the position.

4. Understand, interpret, apply, explain and reach sound decisions in accordance with District policies, procedures and MOU provisions.

5. Organize own work and carry out assignments reliably, independently and with appropriate attention to detail, while managing multiple and changing priorities.

6. Represent the department effectively in meetings.

7. Understand and follow written and oral instructions.

8. Communicate effectively orally and in writing.

9. Prepare clear, concise and accurate reports, correspondence and other written materials.

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

11. Maintain confidential and sensitive information.

12. Organize and maintain specialized files and recordkeeping systems.

13. 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 high school or a G.E.D. equivalent; a minimum of 18 units of college or vocational school courses in personnel, business, communications or a closely related field; and four years of increasingly responsible administrative and clerical experience with at least two years working directly with internal or external customers. Administrative experience in recruitment, compensation, benefits or employee relations is desired. A bachelor’s degree may be substituted for two years of the administrative or clerical 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.

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:  ____________________
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