
process and review documentation for new part - t i m e  i n s t r u c t o r s ,  s h o r t  t e r m  a n d  s u b s t i t u t e  

e m p l o y e e s ;  update and maintain personnel records system and files for part - t i m e  i n s t r u c t o r s ;  

provide information to applicants and College staff; perform office support work related to the 

College human resources office.  

 
REPRESENTATIVE DUTIES: 
 
Assist in the part-time, short-term and substitute hiring process; recommend changes; edit 
procedures, enter changes in hiring information booklets; revise and update hiring packets; assist 
College departments with related information and assure compliance with legal requirements. E 
 
Create, compile and review hiring packets for part-time instructors, short-term and substitute 
employees; create and revise forms; distribute employment information and review forms for 
completion; submit completed forms and related documentation to appropriate departments for 
processing. E 
 
Maintain automated record-keeping system; input information from forms into the system; 
maintain database information for terminated employees; maintain District database for part-time 
instructors. E 
 
Audit part-time instructors schedule, including number of days, courses taught and hours; 
research and audit related information to assure accuracy. E 
 
Respond to routine inquiries from other colleges regarding classification and salary information, 
negotiation status and employee information according to established procedures. E 
 
Perform office support work related to the College human resources office; provide information 
regarding open positions, procedures and other related concerns. E 
 
Compose, type and distribute a variety of memos and forms. E 
 
Order and maintain office supplies; determine need for supplies and prepare related orders; 
maintain related budget information. E 
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Serve as office receptionist; screen callers, take messages and forward calls to appropriate 
personnel; greet public as necessary; receive, process and distribute mail; provide routine 
information related to personnel and the application process, job openings and other information. 
E 
 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
 KNOWLEDGE OF: 

Human resources practices and procedures in employment and related record-keeping. 
Modern office practices, procedures and equipment.  
Correct English usage, grammar, spelling, punctuation and vocabulary.  


