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POSITION TITLE: Personnel Associate DIVISION: Human Resources

WORK YEAR: 12 Months DEPARTMENT:  

LOCATION: CES SALARY SCHEDULE: Support Services

 

DEFINITION:  The Personnel Associate provides clerical support and assistance to the Human
Resources Director.  Serves as an HR resource to District and external entities.  Exercises discretion
and maintains a high level of confidentiality.  Performs job related duties as assigned.

 

ESSENTIAL FUNCTIONS:

 1.    Assists in preparation of, and maintains, budget.

 2.    Coordinates contact and communication with HR Director (e.g., screens visitors, answers
telephones, makes appointments, opens mail, schedules meetings).

 3.    Coordinates works of others as required.

 4.    Creates and maintains paper and electronic files and other records related to Human
Resources.

 5.    Maintains a thorough and timely knowledge of HR information (e.g., HR procedures and related
Governing Board policies, regulations and exhibits); acts as back-up for other HR functions as
required.

 6.    Maintains proficiency in software (e.g., MS Word and MS Excel, Munis) and hardware currently
in use in the District and as adopted by the District in the future.

 7.    Orders/requisitions and maintains inventory of supplies.

 8.    Prepares reports and correspondence; performs research and/or analysis independently or as
directed.

 9.    Communicates effectively and with discretion and sensitivity; provides accurate and timely HR
information (e.g., about employment) to District units (e.g., schools and administrative offices)
and staff and the public.

10.     Reviews and edits written materials to assure (i) compliance with rules and conventions of
Standard English (e.g., grammar and spelling), (ii) readability and (iii) conformance with
applicable policies and procedures.

11.     Sets up for, participates in, takes notes for, and prepares and distributes minutes of meetings
related to Human Resources.

 

QUALIFICATIONS:

 1.    High School Diploma or GED required; position-related post high school education or training
preferred.  

 2.    Three (3) years of secretarial experience or equivalent.

 3.    Ability to follow oral and written instructions with little or no assistance.

 4.    Ability to operate and perform routine maintenance on office machines related to the job
(e.g., printers, fax machines, photocopiers and telecommunications equipment).

 5.    Ability to plan, organize and maintain hard-copy and electronic filing systems so that
documents are systematically stored and readily available.

 6.    Ability to plan, organize, schedule and manage projects to completion.

 7.    Ability to respond with tact, composure, and courtesy when dealing with others; ability to
maintain confidentiality of sensitive information and to communicate appropriately such
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information to any appropriate party, including District staff, government officials and the
public.

 8.    Ability to use word-processing, spreadsheet and database management software to produce a
wide variety of electronic and printed documents (e.g., memoranda, letters, reports, tables,
graphs and charts) without assistance.

 9.    Effective command of the rules and conventions of Standard English, including the ability to
compose and edit written material (e.g., memoranda, letters and reports) to assure readability
and correct use of grammar, spelling and punctuation.

10.     Knowledge of related District programs policies and procedures preferred.
 

SUPERVISION RECEIVED:

Human Resource Director
 

SUPERVISION GIVEN:

None
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