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Classification Specification
	

	
	2311100

	
	HUMAN RESOURCE ASSOCIATE



Class Summary

The responsibilities of this entry level class are to process, research, and assist in analyzing, interpreting, and making recommendations on a variety of human resources transactions; maintain human resources related databases; and perform a wide range of human resource activities in support of a human resource function.

Distinguishing Characteristics

This classification is the first level of a three level professional series.  It is distinguished from the Human Resource Analyst in that assignments are limited in scope and variety and generally focus on problems and/or situations that can be resolved by the application of decision-making, analytical, and interpretive skills following established guidelines methods and processes under the guidance of a more senior staff member.  Work assignments are intended to allow incumbents to gain greater skills and more thorough expertise in selected human resource functions.

Examples of Duties (May vary by position)

1. Proctor prepared employment examinations. 

2. Prepare, under guidelines, classification recommendations for new positions.

3. Develop recommendations on a variety of human resource issues; prepare statistical reports; compile, interpret, verify and correct data; perform calculations; prepare graphs, charts and other reports; and maintain human resources-related databases. 

4. Communicate a wide variety of information to employees and the public; research and respond to inquiries; apply established rules, regulations, labor contracts and employment laws when responding to inquiries and processing paperwork.

5. Assist in determining eligibility for a variety of human resource programs according to established criteria and procedures.

6. Develop job announcements and screen applications for employment.

7. Conduct and/or participate in new employee orientations.

8. Process personnel transactions such as new hire paperwork, benefits information, reclassification requests and related activities; interpret and apply rules and regulations.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of rules, regulations, policies, procedures and programs of human resources

Knowledge of statistics and evaluation techniques

Knowledge of research projects and methods

Basic understanding of principles and principles and practices of employee benefits programs, practices and laws

Skill in verbal and written communication

Skill in operation of office equipment, including calculator, keyboard and personal computer

Skill in use of statistics and related analysis

Skill in establishing and maintaining effective working relationships with a variety of others

Skill in researching, interpreting and reporting information

Skill in customer service and public relations

Skill in assessing, interpreting and identifying options and problems

Skill in developing, supporting and justifying recommendations

Skill in developing and maintaining databases

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Human Resource Associate, Analyst and Senior Analyst
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