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HUMAN RESOURCES TECHNICIAN I

DEFINITION

Under general 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 resource program and benefit plans; and to do related
work as required.

DISTINGUISHING CHARACTERISTICS

This is the Journey Level position in the Human Resource Technician series which
performs complex and technical human resource assignments with only general
supervision.

REPORTS TO

Human Resources Analyst

CLASSIFICATIONS DIRECTLY SUPERVISED

None.
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EXAMPLES OF DUTIES

e Assists County staff and the public by answering inquiries concerning human
resource transactions, policies and records.

e Assists in the administrating of the human resource policies and maintaining
compliance with MOU'’s.

e Processes all data base information concerning employees salary, withholdings,
benefits, deductions, direct deposit, leave accruals.

e Creates and implements salary grids.

e Maintains employee personnel file.

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

e Provides orientation to departments and employees concerning the coordination of
State Disability, Workers Compensation and Family Medical Leave.

e Tracks hours for Family Medical Leave.

e Has responsibility for enrolling employees in health plan.

e Responds to correspondence and public inquires.

e Process all state required reports.

e And develops a variety of reports for departments, Board of Supervisors, negotiator
and union representatives.

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 word processing,
recordkeeping, and administrative functions.

Deal tactfully 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 experience comparable to a Human Resources Technician | with
Plumas County.

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.



