
 

 

 

 

CONFIDENTIAL TECHNICIAN-HUMAN RESOURCES  
 
DEFINITION: 
 
Under the supervision of  the Assistant Superintendent, Human Resources,  performs a variety of confidential 
technical duties in support of classified and/or certificated human resources operations and activities; processes 
a variety of forms and applications; participates in the recruitment, screening and processing of classified 
personnel; provides information and assistance to employees, job applicants and the general public regarding 
personnel functions, policies and procedures; provides technical and detailed information to District personnel 
concerning collective bargaining agreement articles; prepares and maintains a variety of manual and automated 
personnel files, records and reports. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Performs a variety of technical duties in support of classified human resources operations and activities; 
resolves personnel-related issues and concerns with discretion and confidentiality; refers more difficult 
or sensitive issues to supervisor as needed. 

 Provides technical and detailed information to District personnel concerning collective bargaining 
agreement articles, related human resources laws, codes, rules, regulations, practices, policies and 
procedures. 

 Participates in the recruitment, screening and processing of classified personnel according to 
established procedures; arranges and follow-up for clearance on fingerprints; forwards new employee 
information to payroll and other departments. 

 Organizes and monitors work flow and processes in the department. 
 Receives and responds to inquires; interprets, explains and provides information and assistance to 

personnel, staff and the public regarding a variety of personnel regulations, policies and procedures; 
serves as an informational resource to employees, job applicants and the general public. 

 Receives, processes and assures accuracy and completeness of forms and applications including 
stipends, requisitions and change of status; updates employee records as appropriate; notifies 
employees of changes in status and eligibility as needed; receives and accepts resignations and 
retirement letters from classified employees; monitors employee longevity and notifies
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 Attends and participates a variety of meetings, in-service trainings and orientation sessions as 
directed. 

 
 
QUALIFICATIONS GUIDE 
 
Knowledge of: 
 

 Human resources office functions, practices and procedures. 
 Practices and procedures related to classified personnel.  
 Applicable laws, codes, regulations, policies and procedures. 
 Operations, policies and objectives relating to human resources activities.  
 Basic principles of collective bargaining agreements. 
 Record-keeping and report preparation techniques. 
 Correct English usage, grammar, spelling, punctuation and vocabulary.  
 Telephone techniques and etiquette.  
 Modern office procedures and record-keeping techniques. 
 Oral and written communication skills.  
 Interpersonal skills using tact, patience and courtesy.  
 Technical aspects of field of specialty. 
 Data entry and retrieval techniques. 
 Arithmetic calculations. 

 
Ability to: 
 

 Perform a variety of technical duties in support of classified human resources operations and activities. 
 Participate in the recruitment, screening and processing of classified personnel. 
 Provide information and assistance to employees, job applicants and the general public regarding 

personnel functions, policies and procedures. 
 Prepare and maintain a variety of manual and automated personnel files, records and reports. 
 Provide technical and detailed information to District personnel concerning collective bargaining 

agreement articles. 
 Interpret, apply and explain rules, regulations, policies and procedures. 
 Distribute, screen and process employment applications and other personnel-




