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DEFINITION

Under supervision; to perform difficult and complex work involved in human resource
operations and activities; to assist with the development, implementation and maintenance
of the County human resources program and benefit plans; and to do related work as
required.

DISTINGUISHING CHARACTERISTICS

This is the entry and first working level in the Human Resource Technician Series, which
performs complex and technical Human Resource assignments.

REPORTS TO

Human Resource Analyst

CLASSIFICATIONS DIRECTLY SUPERVISED

None.
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EXAMPLES OF DUTIES

e Assists County staff and the public by answering inquiries concerning personnel
transactions, policies, and records, as well as availability and types of employment.

e Prepares job announcements and places advertisements for job openings in
appropriate publications.

e Prepares application packages.

e Responds to questions and inquires from applicants as to the status of their
applications.

e Functions as the Proctor in the testing process of the recruitments.

e Sets pass points on test; maintains recruitment files.

e Reviews and processes personnel transactions.

e Maintains security and confidentiality of employment and personnel records of all
current and former County employees.

e Provides orientation, assists employees, and performs duties related to employment

benefits, Worker's Compensation, disability and unemployment insurance programs.

May conduct a variety of telephone and mail surveys.

Prepares survey replies.

Compiles, organizes, and reviews data for special projects, and reports.

Has responsibility for Workers Compensation claims, tracking injuries, payments

and troubleshoots as the need arises.

e Serves as receptionist for the Human Resources Department, answering inquires
and providing information.

e Organizes and maintains human resource information systems.

e Issues and tracks identification badges.

e Operates computers and office equipment.

TYPICAL PHYSICAL REQUIREMENTS

Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand
coordination; corrected hearing and vision to normal range; verbal communication; use of
office equipment including computers, telephones, calculators, copiers, and FAX.

TYPICAL WORKING CONDITIONS

Work is performed in an office environment; continuous contact with staff and the public.
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DESIRABLE QUALIFICATIONS

Knowledge of:

Modern office methods, practices, and procedures.

Laws, rules and regulations affecting the County's personnel programs.
County hiring procedures, including procedures used by the California
Interagency Merit System.

General organization and functions of County government.

Personnel administration principles, practices, methods, and techniques
Establishment and maintenance of filing and information retrieval systems.
Personal computers and software applications related to administrative
support work.

Ability to:

Perform difficult and complex personnel work involving use of considerable
amount of independent judgment.

Interpret, and apply a variety of rules, laws, and policies.

Identify and handle confidential information.

Use a personal computer and appropriate software for wordprocessing,
recordkeeping, and administrative functions.

Deal professionally and courteously with County staff, representatives of
outside agencies, and the general public.

Establish and maintain cooperative working relationships.

Training and Experience: Any combination of training and experience which would

likely provide the required knowledge and abilities is qualifying. A typical way to
obtain the required knowledge and abilities would be:

Two (2) years of responsible office and administrative support experience in a local
government personnel or administrative office.

Special Requirements: Must possess a valid driver’s license at time of application

and a valid California Drivers License by the time of appointment. The valid
California License must be maintained throughout employment.



