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TALENT SPECIALIST, LEAD 

DEPARTMENT: Talent SALARY SCHEDULE: Classified 

LOCATION: CEE WORK YEAR:  12 Months 

 

The Phoenix Union High School District is proud to serve a diverse population of 28,000 students and 4,000 
 With a portfolio of comprehensive schools, small specialty schools, support 

schools, micro schools, magnet programs, and extensive Career & Technical Education (CTE) offerings
schools of opportunity welcome, love, and inspire all students to go places and do things that matter. 
 

SUMMARY: 
The Talent Specialist, Lead is responsible for supervising and performing difficult and highly skilled personnel 

personnel policies while 
maintaining a high level of confidentiality.   
 

ESSENTIAL FUNCTIONS 
1. Per the direction of Talent administration, supervises personnel in planning and executing personnel 

functions, including but not limited to processing of electronic personnel actions, hiring and supporting 
district employees throughout their tenure, bi-weekly payroll processing, maintaining personnel 
records, processing employee benefits, and supports other personnel-related processes. 

2. Oversees projects assigned to the Talent team; coordinates tasks and reviews priorities, assigns work 
and monitors progress, serves as primary liaison between Talent and Payroll/Finance and other key 
divisions, and assures timely completion of all projects. 

3. Serves as a subject matter expert/mentor for Talent team members for personnel related function, 
including, but not limited to, policies and procedures, the personnel information system and 
Professional Agreement language. 

4. Troubleshoots issues or challenges related to processes and procedures and makes recommendations 
for continuous improvement.  Coordinates quality controls for electronic personnel actions and 
personnel related functions. 

5. Advertises job openings; screens, interviews, and refers qualified applicants to the units for advertised 
positions. 

6. Provides guidance and assistance to divisions and sites regarding District policies and procedures and 
Professional Agreement language; collects data and compiles reports for administration and the other 
agencies as needed; reviews and edits such materials for conformance with policies and procedures. 

7. Processes electronic personnel action requests, including calculation of salaries and issuance of 
employment contracts. 

8. Evaluates transcripts, experience and education to determine the salary placement of new staff.  
Verifies and records professional development activities and certifications. 

9. Maintains District personnel records on employment status, education requirements, professional 
growth, staffing, RIF, recall, surplus, reassignment, seniority, absences and longevity of Districts 
personnel. 

10. Maintains system and process documentation manuals and departmental standards. 
11. Supports the relationship between the Phoenix Union High School District and the public by 

demonstrating courteous and professional behavior when interacting with students, parents, visitors, 
and school staff; maintains absolute confidentiality of work-related issues, client records, and school 
information; follows Governing Board Policies; performs all other related duties as required or assigned.  
 

The above essential functions are intended to represent only the key areas of responsibilities and not a comprehensive listing of all functions and 
duties performed by incumbents of this class. 
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REQUIRED QUALIFICATIONS 
 

Education, Training, and Experience Guidelines: 
High School diploma or GED equivalent; post high school education in personnel and/or project management 
areas.  Three years of Human Resources office experience.  Two years of experience using computers and 
software for a variety of tasks.  Project management or previous supervisory experience required. 
 

License and Certification Requirements: 
Not Applicable 
 

IDEAL CANDIDATES WILL HAVE THE FOLLOWING KNOWLEDGE, SKILLS, AND ABILITIES  

 Knowledge and experience in the finance and personnel management software. 

 Ability to use judgement in working independently, and in directing work of others. 

 Ability to respond with tact, composure, and courtesy when dealing with others. 

 Ability to express ideas clearly when providing oral and written reports and/or recommendations. 

 Ability to maintain confidentiality and use discretion in dealing with sensitive information. 

 Ability to work and communicate effectively with administrators, employees and the public. 

 Extensive knowledge of District policies and procedures and Professional Agreement language. 

 Competency in Microsoft applications including Word, Excel, and Outlook. 

 Ability to be detailed oriented. 

 Skill in understanding, explaining, and applying technical skills, relevant rules, regulations, policies, safety 
protocols and procedures. 

 Skill in coordinating the efforts of individuals and teams to complete projects and tasks. 

 Ability to communicate effectively both verbally and in writing.   

 Ability to provide excellent customer experiences, including but not limited to interacting tactfully and 
courteously with the public. 

 Commitment to create and sustain a thriving learning and working environment for students and staff.  

 Ability to establish and maintain effective working relationships. 

 Ability to use initiative within organizational policies, procedures and guidelines.  
 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
Work is performed in a standard office environment.  
 

WHY WORK AT PXU 
The Phoenix Union High School District is one of the stat  4,000 education 
professionals are committed to providing an excellent learning environment for our students while enjoying an 
inspiring work environment. 
 

 Highly Competitive Pay  Comprehensive Employee Benefits 

 Participation in Arizona State Retirement System  Education Loan Forgiveness (If eligible) 

 Vacation and Personal Leave Plans (for eligible positions)  Paid Winter and Spring Breaks 
 
The Board is committed to a policy of nondiscrimination in relation to race, color, religion, sex, age, national origin, disability or sexual orientation, 
as well as gender identity, gender expression and immigration status.  This policy will prevail in all matters concerning staff members, students, 
the public, educational programs and services, and individuals with whom the Board does business. 
 


