Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Revised:  March 31, 2005;  Updated; August 4, 2011

HUMAN RESOURCES CLERK

DISTINGUISHING FEATURES OF THE CLASS:  The work involves responsibility for providing clerical support in the Human Resources Department and assisting the Human Resources Director with administering human resource functions for the County.  The incumbent provides information, answers questions, and processes paperwork regarding general personnel issues.  The work is performed under the general supervision of the Human Resources Administrator-Benefits Manager.  Does related work as required.

TYPICAL WORK ACTIVITIES:    

Maintain ADP HRB-human resources database;

Maintain ADP ezLM-easy labor manager-employee timecard records for payroll purposes;

Responsible for first-step processing of each bi-weekly payroll;

Provide information about employee benefits;

Schedule various benefit sessions for employees with providers;

Responsible for insurance billings to other parties;

Assist with maintenance of personnel files and medical files;

Preparation and maintenance of county salary schedule;

Administration of mandatory drug and alcohol testing program for county employees;

Prepare routine letters, memoranda, forms, etc.;

Conduct all new employee orientations and/or exit interviews;

Collect monthly insurance premium payment and prepare deposits of same to Treasurer’s Office; 

Provide assistance with revision and distribution of Policies and Procedures and other department manuals;

Review departmental contracts for a variety of services and obtain current Certificates of Insurance;

Maintain continuous inventory of office supplies and order when required;

Responsible for scheduling appointments and meetings as requested;

Responsible for completing various government surveys;

Prepare statistical reports;

Perform general office procedures;

Assist with duties of Human Resources Administrator-Benefits Manager during his or her absence.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Thorough knowledge of office terminology, procedures and equipment;

Good knowledge of the principles and practices of salary and employee benefit programs;

Working knowledge of Microsoft Windows and Excel spreadsheets;

Working knowledge of practices, policies and procedures of public human resource administrators;

Working knowledge of the organization and functions of local government;

Ability to organize and maintain accurate personnel records and files;

Ability to handle routine office details independently;

Ability to establish and maintain effective working relationships with others;

Ability to maintain confidentiality;

Ability to enforce procedures and policies when called upon to do so;

Ability to communicate effectively orally and in writing;

Ability to follow oral and written directions;

Ability to work independently;

Physical condition commensurate with demands of the position.

MINIMUM QUALIFICATIONS:  Either

A. Graduation from a regionally accredited or New York State registered college or university with a two‑year degree in Business Administration or related field and two years of clerical experience which shall have included:

(1) General knowledge of Human Resource/Personnel procedures and/or compensation, disability and health benefit management, and 

(2) Thorough knowledge of computer applications and office equipment, and 

(3) Public contact experience; or
B.  Graduation from high school and four years of experience as described above; or

C.  An equivalent combination of education and experience as described above.
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