City of South San Francisco
Human Resources Department

Human Resources Analyst /11
Series Class Description

Definition

Under generd direction, conducts recruitments and exams, conducts classfication reviews and
compensation schedules, and performs specid dudies;, performs a variety of routine and complex
adminigrative technicd and professond work in andyzing and adminigering various
components of the City's Human Resources system, including job andyds, compensation
andyss, applicant screening, examination, sdection, labor redions, training, afirmative action,
benefits adminidration, employee reaions, may direct the work of cericad daff and may
supervise part-time or temporary employees; and does related work as required.

Distinguishing Characteristics

This series class specification defines and describes the two levels of professond work in the
human resources andyst series.  These cdasses are didinguished from the cdass of human
resources technician in that the latter serves in a paraprofessona capacity and provides
adminidrative support to the depatment. Human resources andys is disinguished from
director of human resources in that the latter is a department head responsible for the overdl
adminigration of the City's human resources program and supervises this class.

Human Resources Andys | is the entry levd in the series At this leve, incumbents learn and
perform professond human resources work under close supervison and are given assgnments
in gpedific terms that are subject to frequent review while in progress and upon completion.
Assgnments may be in any functiond area of the department and require a basc knowledge of
human resource principas and practices. The exercise of independent judgment and decison
making is within prescribed guiddines, and most contacts are internd within the city. Duties
sometimes include providing work direction to support staff.

Human Resources Andyd 1l is the experienced journey-leved classficaion in the series. At this
leve, incumbents perform professona human resources work under moderate supervison
ubject to infrequent review while in progress and upon completion. Assgnments can be quite
varied and be in any functional area of the depatment and require a sound grounding in human
resource fundamentas and the ability to independently solve human resource problems of
moderate difficulty. Independent judgment is required and contacts are both internd with digtrict
daff and externd with representatives of other agencies  Duties often include providing work
direction to support staff.

Human Resources Andys | and Il are flexibly dtaffed. Upon recommendation of the director of
human resources, an incumbent Human Resources Andyst | may advance to Human Resources
Andyd 11 after meeting the desirable qudifications for the higher leve.
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Typical and Important Duties
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Provides recruitment and sdection services to dl City depatments, including: job andyss,
test congtruction; test vaidation; and administers al components of the salection processes.
Researches and develops recruitment sources appropriate to the occupation and consistent
with affirmative action practices.

Conaults with hiring managers to obtain input on recruitment needs, sdection methods, and
examination content.

Confers with the Director on policy and procedural matters.

Conducts andyses of examination results for vaidation and related purposes.

Responds to questions and resolves gppedls concerning examinations, refers unresolved
issues to the Director.

Prepares reports, makes presentations and attends meetings in connection with the above
duties.

Provides direction to clerica staff either on a project basis or in the absence of the Director.
Provides interpretations of and information concerning a variety of gpplicable policies, rules,
programs, and labor agreements.

Assumes assgnmentsin other departmental program aress.

As necessxy, assigts the Director in the review and implementation of programs, policies,
and procedures.

Represents the department at meetings and, as necessary, at sessons of the Personnel Board.

Uses compuiterized information systems for andysis and related purposes.

Reviews proposals for new or revised classfications to determine appropriate sdary grade
assgnment.

Participates in sdlary surveys to determine organization's market relaionship.

Anayzes occupationd data such as physcad, mentd, and training requirements of jobs and
workers and develops written summaries such as job descriptions, job specifications, and
lines of career movement.

Evauaes sdection and placement techniques by conducting research or follow-up activities
and conferring with management and supervisory steff.

Performs al other related duties as assigned.

Job-related Qualifications

Kn

owledge of:
Principles, techniques, and laws applicable to a variety of personnel programs practices.
Research techniques and practices including statistical concepts and methods.
Principles of organizational management and supervison.
Laws, regulations, municipa codes, ordinances, and resolutions reding to the human
resources function.
Principles, practices, and concepts of human resources in a public agency setting.
Standard office adminidrative practices and procedures, including the use of standard office
equipment.
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Business |etter and report writing and the standard format for reports and correspondence.
Computer applications related to the work, including spreadsheet, word processng, and
database applications.

Records management principles and practices.

Basic functions and activities of a City governmen.

Techniques for deding effectivdy with the public and City d&ff, in parson and over the
telephone.

Principles of management, supervision, training, and employee development.

lity to:

Effectivdly conduct recruitment and sdection activities acquire a working knowledge of
other departmental programs.

Acquire a thorough knowledge of policies and regulations of the department, City, and other
gpplicable agencies.

Provide accurate interpretations of policies and regulations.

Prepare avariety of reports and andyses, maintain Satistica records.

Communicate effectively in writing, ordly, and with others to assmilate, undersand, and
convey information, in a manner congstent with job functions.

Andyze and interpret a variety of human resources programs, including comprehensive job
requirements.

Edablish and mantan effective working reaionships with gpplicants, employees, City
offidas, labor unions and the generd public.

Understand and follow ingtructions.

Peform technicd, specidized, complex, and difficult andyds requiring the use of
independent judgment.

Andyze issues and resolve adminigtrative and procedura problems.

Establish, maintain, and research City and departmentd files

Make ora and written presentations and reports, including drawing conclusons and
formulating recommendations.

Organize own work, set priorities, and meet critical deadlines; use initiative and independent
judgment within established procedura guiddines, plan and organize respongbilities so that
reports are produced in a timely and accurate manner; exercise independent judgment; and
make sound decisions.

Maintain confidentidity regarding sengtive information.

Take a proactive approach to customer service issues.

Make process improvement changes to streamline procedures.

Work in a safe manner, following City safety practices and procedures, recognize and report
safety hazards.

Learn and utilize job-related computer applications.

Direct the work of others on a project or day-to-day basis; train others in work procedures.

lin:

Preparing and administering job descriptions, announcements, and examinations.

Analyzing human resource programs and systems.

Operating related tools and equipment.
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Word processng and database management with speed and accuracy sufficient to perform
assigned work.
Rapid note taking and accurate transcription of own notes.

Experienceand Training

Any combination of experience and training that would provide the requred knowledge, skills,
and abilities would be qudifying. A typicd way to obtan the knowledge, sills, and abilities
would be:

Experience:
Human Resources Andyst | - None required
Human Resources Andys 1l - Two years of progressvely more responsble professiona

human resources experience.
Training (all levels): A bachdor's degree from an accredited college or university with a mgor
in business adminigration, public adminigration, or arelaed fied.
Substitution: for al dassfications in the series, additional experience, beyond that noted above,
in a professond or support cgpacity in a human resource office may subgtitute for the required
education on ayear-for-year basis.

Licensesand Certificates

All licenses and certificates must be maintained as a condition of employment.
Possesson of, or ability to obtain, an appropriate, valid Cdifornia driver's license, and a
satisfactory driving record.
Some positions may be required to obtain and maintain certification as a Notary Public.

Special Requirements

Essentia duties require the following physica skills and work environment:

Physical Skills: Able to use standard office equipment, including a computer; St, stand, walk,
and maintain sustained posture in a seeted or standing postion for prolonged periods of time
vison to read printed materids and a computer screen; hearing and speech to communicate in
person, over the telephone, and to make presentations; lift and carry 35 pound boxes, files, and
meaterias.

Work Environment: Work in a standard office environment, and in the field a times to conduct
recruitment, testing, training, and benefits adminigration activities.

Ability to: Travd to different dtes and locetions, locetions, drive safdy to different dtes and
locations, maintain a safe driving record; maintain a neat and clean appearance; work protracted
and irregular hours and evening medtings or off-shift work for meeting attendance or
participation in specific projects or programs, available for evening meetings.

Approved: July 1996
Revised Date: July 1997, June 2003
Former Titles: Personnel Analyst
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Abolished: PA abolished June 2003
Bargaining Unit: Mid-management

ADA Review: 1994/95, 2003

DOT: No

Physical: Class3

Status: Classified/exempt

EEOC Category:

Job Code: HRA | M 700; HRA 11 M270

ADA Documentation of Essential Duties
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