
 

 

Position: Human Resources Specialist Position Number:   

Exempt – (Classified 
Confidential) 

 

BASIC FUNCTION: 

Under general supervision, performs a variety of responsible professional, technical, and office 
administrative human resources support functions, including assisting with the recruitment, 
testing, and selection of staff, employee onboarding, salary administration 
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• Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures relevant 
to assigned area of responsibility. 

• Record-keeping principles and procedures. 
• Modern office practices, methods, and computer equipment and applications related to the 

work, including word processing, database, and spreadsheet software and applicant tracking 
software. 

• English usage, grammar, spelling, vocabulary, and punctuation. 
• Techniques for providing a high level of customer service by effectively dealing with the 

public, vendors, contractors, and District staff. 
 

Ability to: 

• Interpret, apply, explain, and ensure compliance with federal, state, and local laws, rules, 
regulations, policies, procedures, and practices of human resources administration. 

• Review human resources documents for completeness and accuracy. 
• Administer effective recruitment, testing, and selection practices. 
• Maintain accurate and confidential human resources records. 
• Perform detailed human resources office support work accurately and in a timely manner. 
• Maintain confidentiality of sensitive personal information of applicants, employees, former 

employees, and other matters affecting employee relations. 
• Respond to and effectively prioritize multiple phone calls and other requests for service. 
• Compose correspondence and reports independently or from brief instructions. 
• Make accurate arithmetic and statistical computations. 
• Enter and retrieve data from a computer with sufficient speed and accuracy to perform assigned 

work. 
• Establish and maintain a variety of filing, record-keeping, and tracking systems. 
• Understand and follow oral and written instructions.  
• Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
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years of responsible 


	basic function:
	distinguishing Characteristics:
	 Learns and applies emerging technologies and, as necessary, to perform duties in an efficient, organized, and timely manner.
	 Remains current on related laws, regulations, bargaining agreements, Working Conditions, Terms and Conditions of Employment, and practices affecting all aspects of the job.
	 Provides direction to student workers.
	WORKING CONDITIONS:

