MADERA UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION

REGULAR MEETING
AGENDA ITEM COVER PAGE

Meeting Date: June 20, 2018

Agenda Item:
Discuss and approve the revised classified job description for Human Resource Specialist.

Agenda Placement:
Action

Background:
The Human Resources Department has reorganized their department and have changed their

reporting structure that will effectively and efficiently serve the District needs. The Human
Resource Specialist position will now report to the Human Resources Manager. In reviewing the
job description; changes have been made to the Essential Functions, Experience, Education, and
Clearances. The California driver’s license will only be required of those positions that
necessitate travel as part of their essential functions.

Personnel Commission rules 3.1.1 and 3.1.3, 3.2.1 thru 3.2.6 state that it is the responsibility of
the Personnel Commission to classify duties of new or reorganized positions approved by the
Board of Trustees into either established classifications, recommend a new classification or
exempt the new position duties from the classified service.

Recommendation: i ! ;
It is recommended that the revised classified job description be approved as. presented.




Madera Unified School District
Classified Job Description
Human Resource Specialist

Purpose Statement

Under the supervision of the Human Resources Manager; perform a variety of technical human
resources duties in support of classified and certificated personnel programs and functions;
serve as a resource to MUSD departments and employees regarding designated personnel
functions, activities, policies and procedures; prepare, maintain and evaluate a variety of
manual and automated personnel files, records and reports. Perform other duties as assigned.

This job report's to the Hdman Resources Manager.

Essential Functions

e Perform a variety of technical human resources duties in support of classified and
certificated personnel programs and functions; process and evaluate a variety of

* personnel forms, may-assistin-Health-benefits-activitiesapplieations, records and

- reports; assist in resolving personnel-related issues and concerns with discretion and
confidentiality, perform dutles requiring spemahzed or extensive knowledge of Human
Resources and personnel practices.

e Serve as a technical resource to employees regardlng designated personnel functions
and related activities; respond to inquiries and provide detailed and technical information
concerning related laws, codes, rules, regulations, policies and procedures.

e |nput and update a wide variety of personnel data into an assigned computer system;
establish and maintain various automated personnel records and files; initiate queries
~ and generate a variety of computerlzed reports; verlfy and assure accuracy of input and
output data.

e Compile and evaluate a variety of personnel information; prepare and maintain a variety
of confidential personnel records, reports and files related to evaluations, status,
attendance, salaries, new hires, terminations and aSS|gned activities accordlng to
established policies and procedures

e Compose a variety of correspondence including inter-office communications, lists,
notices, forms, letters, memoranda, contracts and other materials; duplicate and
distribute a variety of materials; prepare and disseminate bulk mailings as directed.

e Process new personnel according to established procedures; conduct employee
orientations as directed; distribute forms, applications and mformatlonal materials;
attendance records and evaluations as assigned.

e \Verify and update employe_e‘salary information mcluding Ionge\/ity and steb placement
as assigned. Process employee terminations according to established policies and



procedures; compile related information-and purge employee records and files; calculate
and forward related information to payroll.

e Communicate with personnel and various outside agencies to exchange information,
coordinate activities and resolve issues or concerns; provide employment verifications
as requested; maintain confidentiality of sensitive and privilege information. :

e Operate a variety of office equipment including a calculator, copler fax machine,
computer and assigned software. ‘ :

¢ Participate in a variety of other assigned activities such as assisting with special
projects, attend and participate in various meetings; staff development workshops and
in-services as assigned. : ‘

e Assistin the certificated and/or classmed layoff actlvmes determlne and enforce
personnel standards and practlces :

e Conduct research interpret information, and provide recommendatlon including, but not
limited to legal proceedlngs Education Code labor law, and assist in the development of
Human Resources policies’ and procedures

e Creates a leave profile, mcludlng accrual rates, for newly hired employees and
employees belng promoted

° Prowde technical asslstance in the areas of the-Subfinder-System, Human Resources

website-electronicreceord-retention-systemHuman-Reseurces-data management

system, and other Human Resources related programs and computerized systems.

e Work collaboratively with District and Personnel Comm|SS|on staff in the coordination of
classified employee employment.

e Attend to administrative and; cIerlcaI detalls ut|I|Z|ng initiative, problem analysns
techniques, good judgment and confidentiality. Assume responsnbrllty and exercise
sound judgment - r

e Performs other related duties as assigned for the purpose of ensurlng the eff|C|ent and
effective functlonlng of the work unit. :

Job Requirements:

Skills, Knowledge and Abllltles

Skills:

Perform multiple, technical tasks with a potential need to upgrade skills in order to meet
changing job conditions. Operate standard office equipment; use pertinent software
applications. Microsoft Office suite proficient.




Knowledge of:

Practices and procedures related to classified or certificated personnel; Personnel office
functions, practices and procedures. Bargaining unit contracts and salary schedules;
Applicable laws, codes, regulations, policies and procedures; data control procedures and
data entry operations; policies and objectives of assigned programs and activities; modern
office practices, procedures and equipment; record-keeping and report preparation
techniques; correct English usage grammar, spelling, punctuation and vocabulary;
operation of a computer and assigned software; oral and written communication skills;
interpersonal skills using tact, patience and courtesy; technical aspects of field of speciality;
mathematic computations. : ,

Ability to: ‘ ;

Perform a variety of technical human resources duties in support of classified or certificated
personnel programs and functions; serve as a technical resource to employees regarding
designated personnel functions, activities, policies and procedures; prepare, maintain and
evaluate a variety of manual and automated personnel files, records, and reports; learn
office organrzatron operations, policies and objectives; interpret, apply and explain laws
codes, rules, regulations, polrmes and procedures; assist in resolving personnel -related
issues and concerns with discretion and confrdentlallty, compose correspondence and
written materials mdependently, work independently with little direction; type or input data at
an acceptable rate of speed,; process new personnel and conduct employee orientations as
assigned; process, evaluate and distribute a variety of personnel forms; meet schedules and
time lines; make mathematical computations with speed and accuracy; determlne
appropriate action within clearly defined guidelines; communicate effectively both orally and
in writing;establish and maintain cooperatlve and effective working relationships with others;
implement tasks using sound judgment discretion and confidentiality; schedule a number of
activities, meetings, and/or events; flexibility is reqwred to work with others in a variety of
circumstances; analyze S|tuat|ons accurately and adopt an effective course of action and
create action plans; read a variety of manuals, write documents foIIowmg prescribed
formats, and/or present; meet schedules and time lines; plan and organize work; prepare
records and reports related to assigned activities; prepare comprehenswe narrative and
statrstlcal reports; present a positive |mage of the Madera Un|f|ed School. Dlstrict

Workmg EnV|ronment

The usual and customary methods of performrng the job's functions requlre the followmg
phy3|cal demands: stamina to perform multiple assignments and tasks with many interruptions
and deadlines while under a variety of circumstances including critical, intense, or urgent
situation; working under stressful situations; hearing and speaking to exchange information
and make presentations; dexterity, of hands and fingers ta operate a computer keyboard;
seeing to read a variety of materials; sitting or standing for extended periods of time;
occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; some
stooplng, kneeling, crouching, and/or crawling; and significant fine finger dexterity. Generally
the job requires 80% sitting, 10% walking, and 10% standing; the job is performed ina
generally hazard free enwronment and in a clean atmosphere , ‘

Minimum Qualifications
Experience

enwenment-wﬁ#n#ladera%mﬂed%eheel—&stnet— Four years of mcreasmgly



responsible Human Resources experience in support of classified/ certificated
personnel programs. '

Education High-Seheol-Diploma-orGEDrequired. “Two years ‘of college level course work in

Human Resources or related field from' an accreditied college or university.

Required Testing
Pre-employment Proficiency Test

Pre-employment Physical exam

Clearances

. GHmmaH&sHee—Hnge;met/ DOJ/FBI

Background Clearance
e TBClearance
e Physical Demands (A)

FLSA Status - ' Salary Range
Non-Exempt



