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Human Resources Technician

	Department:
	Human Resources	
	Reports To:
	
Human Resources Director
	Division:
	Human Resources	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	4	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

Under general supervision of the Human Resources Director, performs a variety of responsible technical, clerical, and paraprofessional activities in one or more specialized areas of Human Resources, such as: recruitment and selection, insurance and benefit programs, employee relations and employee development, training and organizational development, payroll functions, human resources information system functions; and performs other duties as assigned.

The Human Resources Technician is responsible for performing a full range of duties and responsibilities with minimal supervision and instruction and a high degree of confidentiality. Incumbents are required to attain knowledge of City policies and procedures, possess good problem solving and organizational skills and the ability to exercise sound judgment within established guidelines.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Maintains appropriate records to support all payroll transactions including salary changes, deduction changes, and name and address changes. Investigates and settles any payroll disputes involving possible errors.    
Collaborates with payroll vendor to prepare and process staff and council payroll; ensure accuracy of deductions and salary data.
Audits and prepares payroll summaries, reports, wage reports, and/or surveys.  
Administers, organizes, and conducts training and educational programs.  
Reviews loss reporting information, recommending action to be taken where indicated; composes memos to HR Director, City Manager, and designated City legal staff as necessary.
Develops and maintains relationships with employment agencies, universities and other recruitment sources. 
Conducts new employee orientations. 
Administers and explains benefits to employees, serves as liaison between employees and insurance carriers. 
Provides advice, assistance and follow-up on company policies, procedures, and documentation. 
Develops and maintains human resources databases, computer software systems, and manual filing systems. 
Performs complex technical, clerical, and administrative duties in support of the City’s human resources program in areas such as recruitment and selection, classification and compensation, employee benefits, workers’ compensation, payroll administration, safety, and/or training and organizational development. 
Designs and maintains various record keeping systems and prepares technical reports; independently completes special projects and assignments. 
Assists in the coordination of various human resources programs and activities;
Develops and revises human resources documents, procedures and forms; assists in the development of policies, rules and procedures; performs analyses and research at the paraprofessional level. 
Schedules, coordinates and prepares materials for new employee orientation sessions. 
Establishes and maintains positive working relationships with the public, coworkers and other City employees using principles of exceptional customer service. 
May serve as the Human Resources Department representative on committees and task forces; takes meeting minutes. 
May assist with presentations and training sessions related to human resources functions. 
May coordinate projects or special events relating to division or departmental programs. 
Other duties as assigned. 


Recruitment/Classification
Coordinates and places advertisements; develops brochures and other recruitment materials; coordinates testing processes; advises and monitors exam; proctors examination processes; 
Assists in conducting employee training sessions related to recruitment and selection. 
Monitors and tracks advertising costs and other recruitment related expenses; monitors and tracks budget-related objectives and measures.
Assists professional staff in researching and assembling information for classification and compensation studies, including gathering information, surveying other agencies, conducting and responding to salary surveys for classification and compensation reviews, and preparing summaries of information; and, assists in the maintenance of classification and compensation plans.

Employee Benefits and Payroll
Provides information regarding employee benefits; Assists with new employee benefits orientation; prepares, processes and coordinates benefit enrollment forms and benefit changes for employees in accordance with established policies, procedures, and state and federal laws.
Performs specialized technical and highly detailed work in the preparation, review, verification and processing of payroll and/or employee benefits records. 
Compiles, researches, and prepares a variety of periodic and special reports relating to the payroll and/or employee benefits function. 
Verifies personnel documents related to employee status changes, including new hires, merit and salary increases, promotions, and separations. 
Assists with the coordination of open enrollment activities. 
Audits benefit eligibility reports and reconciles and processes insurance invoices for payment. 
Assists Human Resources Analyst and/or Generalist with various projects; compiles statistical information and prepares reports related to payroll, position classification, position control and compensation. 
Maintains and updates employee personnel files.


Employee Relations/Employee Development 
Assists in the planning, design and coordination of the City-wide employee training program; develops and prepares brochures and training materials; coordinates and schedules employee training registration; maintains the training database; and prepares training facilities and equipment for training sessions. 
Gathers information and documents in support of employee relations activities, such as disciplinary actions and investigations; provides administrative and clerical support, such as scheduling interviews and coordinating distribution of notices. 
Maintains a variety of databases and logs related to information such as, employee performance evaluations, training records, harassment and discrimination complaints, and disciplinary actions; prepares periodic and/or special reports. 
Coordinates and/or conducts surveys; collects and prepares summary reports; provides data in response to surveys; utilizes online survey programs to collect data and create reports.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: 
Basic principles and practices of human resources administration such as recruitment and selection, classification and compensation, employee benefit programs, employee development, training and organizational development and human resources information system functions.
Office practices, methods and equipment, including computers, word processing and spreadsheet software applications.
Methods and techniques of report generation and narrative writing; proper grammar and spelling. 
Organizational payroll policies, government regulations, and tax requirements.
Policies, procedures, ordinances, and resolutions governing City personnel activities, conditions of employment, and employee benefits.
Data management and recordkeeping techniques. 
Basic mathematic principles.

Skills: 
Strong interpersonal and communication skills. 
Strong critical thinking skills required to assess ambiguous and sensitive issues and determine course of action.
Proficiency with MS Office Suite required.
High-level written and verbal communication skills with the ability to effectively communicate and interact with all levels of the organization.

Ability to: 
Learn more complex principles, practices, techniques and regulations pertaining to assigned duties. 
Problem-solve and use a systematic approach to learning new processes.  
Exercise tact and discretion in contact with employees, elected officials, and the general public, and in handling confidential personnel information.
Interpret, explain and apply applicable policies, procedures, and regulations. 
Establish and maintain moderately complex records and files, and to prepare reports from such data.
Understand and follow oral and written instructions. 
Develop and modify work procedures, methods and processes to improve efficiency.
Analyze technical human resources issues, and develop and propose recommendations for appropriate action. 
Make sound decisions within established guidelines. 
Efficiently coordinate multiple projects under the pressure of deadlines. 
Act as a lead team member and train assigned support staff. 
Work as a member of a team as well as being able to work independently. 
Organize, prioritize and follow-up on work assignments. 
Read, interpret and record a variety of data, including data related to recruitment, classification, employee relations, training, personnel status change forms, payroll and/or benefits, depending upon area of assignment. 
Follow written and oral directions. 
Communicate effectively, both orally and in writing. 
Ability to establish and maintain effective working relationships with superiors, peers and the public.
Observe safety principles and work in a safe manner.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s degree in human resources, business, or a related field. Requires one (1) to three (3) years of related experience; or an equivalent combination of education, training, or work experience that produces the knowledge, skills, and abilities to perform the essential duties and responsibilities of the position.  

DESIRABLE QUALIFICATIONS 

High-level experience using computer software to create tables, graphs and spreadsheets. Experience creating PowerPoint presentations. Experience using computer software related to area of assignment.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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