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HUMAN RESOURCES ANALYST I

HUMAN RESOURCES ANALYST II

DEFINITION
To perform a variety of professional human resources duties in recruitment/selection, labor and employee relations, classification and pay, benefits administration, training and other human resources functions.

DISTINGUISHING CHARACTERISTICS 

Human Resources Analyst I 

This is the entry level class in the Human Resources Analyst series.  This class is distinguished from the journey by the performance of the more routine tasks and duties assigned to positions within this series.  Employees at this level are not expected to perform with the same independence of direction and judgement on matters allocated to the journey level.  Since this class is typically used as a training class, employees may have only limited or no directly related professional work experience.  Employees work under general supervision while learning job tasks.

Human Resources Analyst II

This is the full journey level class within the Human Resources Analyst series.  This class is distinguished from the Human Resources Analyst I by the assignment of the full range of professional duties.  Employees at this level receive only occasional instruction or assistance as new or unusual situations arise and are fully aware of the operating procedures and policies within the work unit.  Movement to this level is contingent on meeting performance standards established by the District and the resource management needs of the organization. Advancement from the entry level to the journey level is in accordance with District policies and procedures.

SUPERVISION RECEIVED AND EXERCISED
Human Resources Analyst I

Receives general supervision from supervisory or management staff and may receive technical and functional supervision from professional, management, or executive management staff.

Human Resources Analyst II

Receives direction from supervisory or management staff and may receive technical and functional supervision from professional, management, or executive management staff.

May exercise technical and functional supervision over clerical and other professional staff.

EXAMPLES OF ESSENTIAL DUTIES 

Duties may include, but are not limited to, the following:

Conduct job analyses of various positions to establish job-related qualifications by gathering information through interviews and through observation and analyses of duties and responsibilities; document findings and results of analyses.

Develop, prepare, and administer a variety of tests, including oral, written, performance, assessment, and other selection tools to determine the qualifications of job applicants; direct scoring of tests.

Plan and conduct recruitment programs including preparation and distribution of job announcements and review of applications; make arrangements for qualifications appraisal panel, examination materials, supplies, equipment, and facilities.

Conduct studies of selection procedures; assist in the analysis and improvement of employment practices with regard to equal opportunity and job relatedness.

Identify, plan, organize and conduct various training activities; coordinate selection and scheduling of training conducted by outside sources. 

Administer a comprehensive employee benefits program, including health, life, and long-term disability insurance and deferred compensation and retirement plans; communicate with employees and coordinate with carriers and providers; conduct surveys, prepare analytical reports, and recommend cost containment strategies.

Administer and update employee files; maintain an employee data base and manage District-wide position control; implement and monitor personnel transactions, coordinating and communicating with payroll and information services; conduct employee orientation and exit interviews.

Conduct classification studies to determine the proper classification of specific positions by auditing, analyzing, and evaluating gathered information; conduct salary and fringe benefit surveys.  

Research, compile, analyze, and evaluate general and statistical information regarding selection procedures, recruitment methods, affirmative action, benefits administration and other personnel practices.

EXAMPLES OF ESSENTIAL DUTIES (Continued)

Provide assistance in labor relations activities, including negotiations, grievance administration, contract interpretation and disciplinary issues.

Prepare periodic and special reports, including affirmative action reports; conduct annual and special salary and benefit surveys.

Write and update administrative procedures; prepare correspondence; and establish and maintain appropriate files.

Confer with job applicants, employees, supervisors, and management personnel to obtain or provide information or to help resolve problems related to assigned work.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Human Resources Analyst I

Knowledge of:

Principles and practices of human resources administration, including organizational behavior.

Computer software, including word processing, spreadsheets, and database applications.

English usage, spelling, punctuation, and grammar.

Elementary statistics, including calculations of mean and median.  

Modern office procedures, methods and computer equipment.

Principles and practices of work safety.

Ability to: 

Apply the principles and practices of human resources administration.

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers and special projects; identify and interpret technical and numerical information; observe and problem solve operational and technical policies; and explain District and division policies and procedures to the general public, and District staff or retirees.

Interpret, and apply pertinent local, State, and Federal laws and regulations.

Read, analyze, evaluate and summarize written materials and statistical data.

Prepare technical written materials; and apply statistical formulas.

Maintain attention to detail while working under deadlines.

Maintain confidentiality.

Work with various cultural and ethnic groups in a tactful and effective manner.

Obtain information through interview; effectively handle multiple assignments; and deal firmly and courteously with the public.

Analyze situations quickly and objectively and to determine proper course of action.

Use a computer, calculator, typewriter, telephone, video cassette player, overhead projector, facsimile machine, postage meter, and photocopy machine.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Work evenings and/or weekends, as required, to perform the work.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Human Resources Analyst I

Experience:

No professional experience is required.



Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in human resources, business, or public administration, education or a related field.

License or Certificate:

Possession of, or ability to obtain, a valid California driver's license.  

Human Resources Analyst II

In addition to the qualifications for Human Resources Analyst I:

Knowledge of:

District policies and procedures especially those related to administration of human resources activities, District bargaining agreements, and division policies and procedures.

Principles and practices of public human resources administration.

Pertinent local, State, and Federal laws and regulations.

Methods of statistical research and presentation.

Principles and practices of area(s) of functional assignment, such as recruitment/selection, employee relations, classification and pay, benefits administration, and training.

Ability to: 

Independently apply the principles and practices of personnel administration in one or more functional areas including recruitment/selection, employee relations, benefits administration, and training.

Independently read, interpret, and apply pertinent local, State, and Federal laws and regulations.

Independently analyze, evaluate and summarize written materials and statistical data.

Independently prepare technical written materials; and apply statistical formulae.

Work evenings and/or weekends, as required, to perform the work.

Experience and Training

Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of responsible professional human resource administration experience performing duties similar to a Human Resources Analyst I with the Contra Costa Water District.

Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in human resources, business, or public administration, education, or a related field.

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license.

Physical Demands (For Both Positions):

Work is performed in a normal office environment and outside while conducting field job audits, administering tests, conducting training activities or assisting with employee programs.  The physical demands include ability to talk, listen, observe, use repetitive motion and lift or carry not more than 25 pounds.  The position requires use of a computer and telephone.  
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