PERSONNEL TECHNICIAN
DEFINITION

Under general supervision, provide structured paraprofessional personnel administration and technical support to the Employee Relations Division.  Position involved in the coordination and implementation of recruitment and selection processes within the confines of a civil service merit system and the application of contractual and ordinance provisions; and perform other assignments as required.

EXAMPLES OF DUTIES

Administer recruitment and selection processes; draft recruitment advertisements and disseminate to the newspapers or websites; create and enter recruitment and examination information in the applicant tracking system; place recruitment information on logs and keep current; screen applications for minimum requirements and justify determinations and respond to calls from applicants regarding their status; coordinate the administration of exams and tabulate and verify exam results; maintain recruitment files; compile recruitment reports; certify candidates for final selection using appropriate contract or ordinance language; respond to questions from the public and departments regarding general policies and procedures; assist in the maintenance of centralized personnel records system; compile information for reports and assist in consolidation and presentation of data; may train, assign and monitor the work of other employees; and may act as back-up receptionist as needed.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to graduation from high school or equivalent, supplemented with related post-secondary coursework or human resources certification.  Candidates must have a demonstrated knowledge of personnel processes and practices.  Must also have one year of demonstrated word processing and spreadsheet experience.  The use of Word, Excel, Access applications and applicant tracking system a plus.  

Knowledge, Skills and Abilities:  Knowledge of personnel practices and procedures; knowledge of the civil service selection process; knowledge of laws and regulations affecting departmental operations; knowledge of modern office procedures and practices; possession of effective oral and written communication skills; ability to prepare recruitment materials and administer selection procedures; ability to collect various types of data requiring knowledge of human resources principles; ability to use computer software to perform most tasks; ability to review and interpret contracts and ordinances and apply technical standards; ability to engage in support activities involving technical judgment based on prescribed human resources standards; ability to exercise some judgment in the completion of assignments; high level of ability to multi-task and work on several recruitments at one time; ability to apply and administer test measurements; ability to maintain confidentiality regarding highly sensitive personnel matters; ability to apply policies, regulations and procedures; and ability to interact effectively and professionally with many department managers, staff and the general public; ability to work with flexibility and have an open mind to changes in personnel matters; ability to carryout directives and follow through with assignments.

SPECIAL REQUIREMENTS: Work is in a fast-paced office environment with many deadlines that need to be adhered to and the ability to multi-task.
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