


5. Assists with the administration of the District health and welfare (i.e., Leaves of

Absences, FMLA, CFRA) differential pay, retirement, and other assigned programs,

including notifications to employees and eligible participants. E

6. Monitors accuracy of employee salary schedules and placement including annual

increments. E

7. Organizes and prepares clear, concise and accurate complex, technical and general

written communications, memos, audit responses, reports, or other correspondence

independently, from rough draft or original; prepares Board Docket agenda items from

oral or written instructions. E

8. Reviews and analyzes position descriptions; maintains and updates District job

descriptions, recruitment materials and brochures, job postings, Web page

advertisements, various forms, mandated cost reimbursement information, and other

items as directed. E

9. Research and compile complex information, compute statistical data and complete

reports for District. Federal, State or other agencies as required. E

10. Assists with layoff procedures and follows layoff and recall processes in accordance

with District policy, bargaining unit agreements, and Education Code. E

11. Attends a variety of meetings; prepare and mail notices; collect and compile

information; record proceedings; prepare and distribute minutes or reports. E

12. Prepares and revises employee contracts or personnel action forms

13. Maintain Classified and Certificated seniority lists

14. Performs additional duties assigned by the EJcecutive Chief, Director or Assistant

Director of Human Resources.

15. Performs those duties and responsibilities, including supervisory and advisory duties,

as maybe prescribed by the Assistant Director or Executive Director of Human

Resources.

16. Create and implement training materials.

 

DESIRABLE QUALIFICATIONS: 

EDUCATION AND EXPERIENCE: Any combination equivalent to: graduation from high 

school and four years of progressively responsible clerical experience, personnel analyst or 
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