
 
 

                                                        SPECIALIST II-HUMAN RESOURCES 
 

DEFINITION: 
Under the supervision of the Assistant Superintendent-Human Resources, performs a variety of complex 
human resources functions in position control, staffing allocations, recruitment, screening, selection, 
classification and compensation of classified and certificated personnel; serves as a technical resource to 
employees regarding personnel functions, activities, laws codes, rules, regulations, policies and procedures. 
 
DISTINGUISHING CHARACTERISTICS: 
The Specialist II classification performs a variety of complex human resources functions in position control, 
staffing allocations, recruitment, classification and compensation of classified and certificated employees. 
The Specialist I classification performs a variety of specialized duties in position control and the recruitment, 
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procedures. 
 

• Plan and conduct classification, job analysis, salary and other personnel studies as directed. 
• Screen and process employment applications and other personnel-related documents. 
• Perform complex data analysis and research. 
• Analyze situations accurately and adopt an effective course of action. 
• Train and provide work direction to assigned staff in Human Resources operations. 
• Perform a variety of specialized duties in the recruitment, screening, selection, classification and 

processing of new personnel. 
• Serve as a technical resource to employees regarding personnel functions, activities and 

requirements. 
• Establish and maintain manual and automated employee records and files. 
•      Compile and verify data and prepare reports.      
• Distribute, screen and process employment applications and other personnel-related documents. 
• Process new personnel and conduct employee orientations as assigned. 
• Resolve personnel-related issues and concerns with discretion and confidentiality. 
• Communicate effectively both orally and in writing. 
• Establish and maintain cooperative and effective working relationships with others. 
• Operate standard office equipment including a computer and assigned software. 
• Work independently with little direction.  
• Meet schedules and timelines. 
• Type or input at an acceptable rate of speed. 
• Complete work with many interruptions.  

 
EDUCATION/EXPERIENCE: 
Any combination equivalent to: graduation from high school supplemented by college-level course work  in 
human resources or related field and five years increasingly responsible clerical experience including 
frequent  public contact and work  with  human resources functions involving the recruitment,  screening and 
processing of new employees. Bachelor’s degree in business administration, human resources, public 
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