
 

PERSONNEL TECHNICIAN II 

 

 

EL DORADO COUNTY OFFICE OF EDUCATION 

 

CLASS SPECIFICATION 

 

JOB TITLE:  Personnel Technician II 

 

Job Purpose Statement(s):  Under general supervision of the Executive Director of 
Personnel Services, performs complex, varied and confidential duties with an emphasis on 
Personnel Department functions.  This position is responsible for recordkeeping and 
accounting functions, as well as tasks related to classified and certificated employees, 
personnel classification and compensation plans, and other projects and duties as required.   
 

Distinguishing Characteristics:  The job responsibilities are at least equivalent to that of 
Program Assistant. 
 

Essential Job Functions: 

 

 Maintains accurate records and files, and prepares a variety of reports (e.g., benefits, 
workers compensation, leaves, etc.) for the purpose of documenting and/or providing 
reliable information. 

 Monitors assigned projects and tasks to ensure compliance with mandatory due dates. 

 Receives, audits, and processes information/data received for completeness and accuracy 
for the purpose of obtaining and/or providing information and monitoring progress.  

 Acts as a liaison between outside agencies and employees for the purpose of providing 
information assisting in the resolution of problems. 

 Gathers, compiles, summarizes and distributes information for the purpose of 
disseminating information to appropriate parties. 

 Makes computations using several arithmetical processes for the purpose of verifying totals 
on reports, requisitions, employment contracts, etc. 

 Provides information to and enrolls eligible employees in insurance benefits; informs 
employees of insurance options, including current health care reform information. 

 Facilitates the exchange and coordination of information with various departments for the 
purposes of complying with health care reform. 

 Monitors changes in PERS/STRS regulations and requirements in regard to post 
retirement work for the purpose of ensuring legal compliance. 

 Informs employees and public regarding a variety of procedures and employment 
requirements, including state and Federal credentialing requirements, for the purpose of 
providing necessary information and taking appropriate action. 

 Informs employees and the public about Child Development permit requirements and 
tracks renewal requirements. 
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 Reports regularly to the Executive Director for the purpose of maximizing the efficiency 
of the department. 

 Compiles operational statistics for the purpose of analyzing and preparing reports. 

 Acts as a liaison with other programs and departments and Personnel Services 
department for the purpose of staffing, recruitment, and other personnel transactions. 

 Keeps abreast of legislation and regulations for the purpose of ensuring compliance with 
financial, legal and/or administrative requirements. 

 Develops special projects requiring considerable initiative and independent 
judgment for the purpose of supporting the Executive Director in the completion of his/her 
work activities. 

 Answers phones for the purpose of screening calls, transferring calls, responding to 
inquiries and/or taking messages. 

 Operates a variety of standard office equipment (e.g., computers, Livescan equipment, 
copiers, etc.), for the purpose of performing job functions. 

 Coordinates, schedules and participates in meetings, (may attend as recording secretary), 
conferences, as assigned for the purpose of conveying and/or gathering information 
required to perform duties.  

 Assists with Personnel Services event and professional development planning for the 
purpose of supporting the Executive Director in the completion of his/her work activities. 

 Composes and prepares written materials (e.g., letters, publications, brochures, 
newsletters, forms, advertisements, legal notices, etc.) for the purpose of conveying 
information regarding county office activities and/or procedures. 

 Other duties as assigned for the purpose of maintaining the efficiency of the department. 

 

Job Requirements - Qualifications: 
 

Experience:  A minimum of two years of human resources experience, or four years prior 
secretarial and administrative experience of an increasingly responsible nature. 
 

Education:  Education at a level necessary to demonstrate the ability to perform the duties and 
responsibilities as described. 
 
 

Skills, Knowledge and/or Abilities:  
 

Skills to operate word processing and publishing applications including spread sheets; exercise 
sound judgment in interpreting and applying existing laws, policies, rules, regulations, and 
procedures. Make arithmetical calculations quickly and accurately; organize and set priorities; 
follow written and oral instructions; analyze situations and adopt an effective course of action; 
prepare reports and maintain records; meet the public tactfully and courteously; compose 
correspondence; show initiative in planning work; and maintain cooperative work relationships.  
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Knowledge of the procedures associated with the processing of employee records; basic 
accounting and related recordkeeping procedures; worker’s compensation regulations and 
policies; personnel and employee relations principles, bargaining agreements; practices and 
systems; modern office practices and procedures, filing systems; customer service principles and 
practices; letter and report writing; proper English grammar, spelling and punctuation; and 
functions and procedures of the El Dorado County Office of Education. 

 

 

Ability to communicate tactfully and effectively in both oral and written form; establish and 
maintain accurate employee records and prepare reports; type at an acceptable rate of speed; 
schedule multiple activities; remain flexible when working with others under a variety of 
circumstances; analyze data utilizing defined processes and draw conclusion; work with a diversity 
of individuals; problem solve; create plan of action and reach solutions; work independently in the 
absence of specific instructions; sit for prolonged periods of time; understand and carry out oral 
and written instruction; establish and maintain cooperative and effective working relationships with 
others. Significant physical abilities include reaching/ handling/fingering, bending/kneeling, 
talking/hearing conversations, near visual acuity/visual accommodation. 
 

Licenses, Certifications, Bonding, and/or Testing Required: If required to operate a vehicle 
during the course of employment, must possess a valid California Driver’s License and evidence 
of insurability, TB test clearance, Criminal Justice Fingerprint Clearance. 
 
 
Salary Schedule D, Range 29 
 
Approved by Pers. Comm. 8-10-11 
Revised 5-28-14 
Revised 7-1-16; Approved 9-19-16 
 
 
 
 
 
 
S:\Specs-Current\Personnel Technician II.doc 

 


