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IMPERIAL COUNTY OFFICE OF EDUCATION 
HUMAN RESOURCES TECHNICIAN  

RANGE 56 
 
BASIC FUNCTION: 
 
Under the direction of assigned Administrator, perform a variety of clerical and technical human 
resources duties in support of classified and certificated County Office personnel programs and 
functions; serve as a technical and informational resource to County Office employees regarding 
designated personnel functions, activities, policies and procedures; prepare, maintain and evaluate a 
variety of manual and automated personnel files, records and reports. 
 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 
Receive calls and visitors; respond to general requests for information from staff, job 
applicants and the public; respond to inquiries and provide information regarding job openings 
and personnel functions, policies and procedures; assist applicants with completing required forms 
and applications. 
 
Assist with recruitment activities, such as, maintaining job descriptions, review positions 
requests, prepare and distribute announcements for job openings, place advertisements in various 
media, prepare recruitment files, send notifications to applicants, proctor exams, archive job  
 
Conduct new employee orientation, assemble new employee files, ensure all necessary documents 
forms and information are logged, filed and properly disseminated. 
 
Maintaining certificate requirements for employment such as TB testing skin/x-ray, permit information 
as required by law. 
 
Input and maintain employee absence data (e.g.  sick leave, vacation, compensatory time and other 
leaves requested); generate a variety of computerized reports; verify and assure accuracy of input 
and output data. 
 
Operate an electronic fingerprinting machine such as a Livescan; fingerprint applicants and process 
fingerprints according to established procedures; submit fingerprints for clearance with the 
Department of Justice (DOJ).  
 
Input employee information into the HRIS system; ensure accuracy of data; compile and generate 
data reports from system as appropriate.  
 

Process all wage, unemployment and employee verification requests. 
 
Maintain a complete set of record keeping systems including logs, calendars, chronological records, 
forms, and reports to ensure accuracy and easy retrieval; maintain and update resource materials. 
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Assist with coordination, processing, and monitoring leave of absences and workers compensation. 
 
Answers employees' benefits routine questions. Assists employees with completion of benefits 
forms and ensures forms are timely submitted to insurance carrier(s). 
 
Calculate salary and prepare and process contracts, notice of employment and other personnel 
documents. 
 
Periodically conduct salary and other personnel related surveys. 
 
Compose a variety of correspondence including interoffice communications, forms, letters and 
other materials. 
 
Prepare for and attend meetings, workshops, conferences and recruitment fairs as required. 
 
OTHER DUTIES: 
 
Perform related duties as assigned. 
 
                                                                                       

KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Human Resources office functions, practices and procedures related to 
classified or certificated personnel.  
Applicable laws, codes, regulations, policies and procedures. 
Data control procedures and data entry operations. 
Record-keeping and report preparation techniques. 
Correct English usage, grammar, spelling, punctuation and vocabulary. 
Operation of a computer and assigned software. 
Operation of an assigned fingerprinting machine. 
Oral and written communication skills. 
Interpersonal skills using tact, patience and courtesy.  
Mathematic computations. 

 
 
ABILITY TO: 
Work under direct supervision within a well-defined framework of standard policies and procedures. 
Maintain confidential information. 
Prepare, maintain and evaluate a variety of manual and automated personnel files, records and 
reports. 
Operate an electronic fingerprinting machine such as a Livescan.  
Learn County Office organization, operations, policies and objectives. 
Interpret, apply and explain laws, codes, rules, regulations, policies and procedures. 
Compose correspondence and written materials independently. 
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Type or input data at an acceptable rate of speed. 
Process, evaluate and distribute a variety of personnel forms. Meet schedules and time lines. 
Make mathematical computations. 
Determine appropriate action within clearly defined guidelines. Communicate effectively both 
orally and in writing. 
Establish and maintain cooperative and effective working relationships with others. 
Exercise good judgment, flexibility, creativity, and sensitivity in response to changing situations and 
needs. 

 
EDUCATION AND EXPERIENCE 

 
Any combination equivalent to:  Graduation from High School. A minimum of three years of 
human resources experience to successfully perform the duties listed above.  
 

WORKING CONDITIONS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform essential functions. Essential duties require the 
following physical skills and work environment: 
 
ENVIRONMENT: 
Office environment and constant interruptions. 
 
PHYSICAL DEMANDS: 
 
While performing the duties of this job, the employee is regularly required to stand and to sit, use 
hand to finger, handle or feel; reach with hands and arms; talk and hear. Frequently required to 
walk; occasionally may be required to move, carry or lift up to 10 pounds. Specific vision abilities 
required by this job include close vision and distance vision. 
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