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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona 85012
 

Equal Opportunity Employer
 

 
    

POSITION TITLE: Personnel Specialist DIVISION: Employees Relations

WORK YEAR: 12 Months DEPARTMENT: Employee relations

LOCATION: CES SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The Personnel Specialist is responsible for performing difficult and highly skilled personnel work in the District
Employee Relations Office, requiring a broad knowledge of District and Personnel policies while maintaining a high
level of confidentiality.  Performs job related duties as assigned.
 
ESSENTIAL FUNCTIONS:

1.       Creates, controls, and maintains District payroll/budget allocation files; codes all personnel action
reports.

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

3.      Provides guidance and assistance to Administration Offices regarding District policies and procedures;
collects data and complies reports for administration and the other agencies as needed; reviews and edits
such materials for conformance with policies and procedures.

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

5.      Verifies professional development activities for certification renewal; records new and renewed
certificates; verifies certification/education and experience of applicants to determine qualifications.

6.      Evaluates transcripts, experience and education to determine the salary placement of new staff.

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

8.      Provides information regarding employment, position opening, pay rates and benefits.

9.      Process Industrial claims

 

POSITION TITLE:          Personnel Specialist
 
 
 
 
QUALIFICATIONS:
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1.      High School Diploma or GED; post high school education in personnel and/or related subject areas is
preferred.

2.      Three years of responsible office experience; previous personnel office experience is preferred.

3.      Ability to use and judgment in working independently.

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

5.      Skill in expressing ideas clearly when providing oral and written reports and/or recommendations.

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

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

8.      Ability to operate a data entry terminal, personal computer, and software appropriate to the work
assignment.

9.      Knowledge of District policies preferred.

10.  Ability to type a minimum of words of 60 words per minute with accuracy.
 
 
SUPERVISION RECEIVED:
 
Personnel Administrator
 
 
 
SUPERVISION GIVEN:
 
None
 
 
 
PREPARED BY: REVIEWED BY: REVIEWED BY: JOB

NUMBER:
EFFECTIVE 
DATE:

PSPC CEA Employee Relations 3382 05/28/03
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