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EMPLOYMENT OPPORTUNITY
PERSONNEL/RISK ANALYST
SALARY AND BENEFITS

$27.59-$33.29 hourly, plus benefits package

FILING DEADLINE

5:00 p.m., May 18, 2018
DUTIES AND RESPONSIBILITIES

The Personnel/Risk Analyst performs technical and professional, detailed, and confidential work required to administer personnel programs including recruitment, classification, compensation, leaves of absences, employee benefits and employee relations; provides administrative support for County risk management related program and activities; provides consulting services to County departments related to all aspects of personnel activities; performs related work as required. The major duties of the job include:

· Analyze and make independent recommendations regarding the solution of complex problems related to the design, development, implementation and administration of personnel related programs. Incumbents provide a professional-level resource for organizational and managerial related analyses and studies, which includes executive staff, public and organizational contact. 

· Responsible for the day to day administration of the County’s Personnel Department. 

· Plans, coordinates and implements a wide range of personnel programs and activities in accordance with applicable Federal, State and County rules, law and regulations.

· Coordinates and implements recruitment process for County departments; confers with departments to ascertain departmental needs; coordinate and/or produces recruitment flyers and position announcements; develops advertising strategy and coordinates implementation.

· Screens and assesses application materials; identifies qualified and appropriate candidates relative to specified positions.

· Develops, coordinates, administers, and evaluates oral and written examinations and their results to establish candidate eligibility lists.

· Performs classification audits, modifies and/or develops job class descriptions; conducts surveys of comparable organizations; prepares salary recommendations.

· Conducts special research assignments, analyzes data and prepares conclusions and recommendations for consideration by management or special committees.

· Monitors leave of absence programs, ensuring legal compliance; reviews and analyzes leave requests and/or applications.

· Coordinates and oversees review of Personnel Action Forms submitted by departments, verifying accuracy and completion. 

· Monitors the status and quality of Performance Evaluations for all County employees.

· Provides review of content timeliness of all County performance evaluations to ensure proper records of all employees. 

· Monitors position control. 

· Coordinates processes and activities mandated by the Americans with Disabilities Act (ADA) and ensures compliance.

· Assists employees and management with the interpretation and correct application of County policies, procedures, and programs; provides advice and assistance regarding employment issues; investigates employee complaints.

· Provides administrative support related to employee benefits programs including retirement, health, life, dental, vision, provisions, procedures and requirements; assists employees with forms, documents and enrollment for benefits.

· Administers County insurance, worker’s compensation and other risk management programs; oversees County’s claims process. 

· Participates in the administration of County employee relations policies, including conducting prospective disciplinary investigations, facilitating grievance processes, and preparing required paperwork in a timely and accurate manner. Interacts as needed with the County’s recognized employee organizations.

· Participates in labor negotiations, including keeping official records of procedures, collecting and presenting data and information and/or other applicable research.

· Provides advice and recommendations to County Department Heads and supervisors regarding disciplinary action and employee performance evaluations. 

· Analyzes the effect of new laws or administrative regulations on personnel programs and recommends policies and procedures for implementation.

· Develops and revises documents, procedures, and forms; assists in the development of policies and procedures.

· Schedules and conducts new employee orientations.

· Schedules and coordinates mandated training for supervisors and managers.

· May prepare and conduct presentations for boards, agencies, staff and/or other groups.

· Coordinates safety programs, including inspections of facilities and operations; identifying hazards and recommending action; developing communication materials and disseminating to Departments; training new employees in safety polices, hazard identification and other safe work practices by holding monthly safety meetings, ensure compliance for safety audits.

· Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Education and Experience

Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:


Education:

Equivalent to graduation from a four year college or university with major course work in business or public administration, psychology, industrial relations, or a related field.

Experience: 

Two years of professional level experience in a centralized personnel department. Experience in a public setting is desirable.

Or, an equivalent combination of training and experience related to personnel services which provides the required knowledge, skills and abilities to perform the essential functions of the job. 

License
Possession of, or ability to obtain, a valid California driver's license.

KNOWLEDGE, skills, and abilities:

Knowledge of:

Principles, practices and techniques of personnel in a public agency setting, including recruitment, selection, job analysis and administration, equal employment opportunity and employee relations.

Applicable Federal, State, and local laws, codes and regulations.

Modern office practices, methods and computer applications related to the work.

Record keeping principles and procedures.

Techniques for effectively communicating and representing the County in contact with governmental agencies, community groups and the public.

Correct English usage, grammar, spelling, vocabulary, and punctuation.

Skilled in: 
Interpreting, applying and explaining complex laws, codes, regulations and ordinances.

Effectively representing the department and the County in meetings with governmental agencies, community groups and/or other groups and the public.

Analyzing situations and identifying pertinent problems/issues; collecting relevant information; evaluating realistic options; and recommending/implementing appropriate course of action.

Organizing and prioritizing a variety of projects and tasks and meeting critical deadlines.

Preparing clear and concise reports, correspondence, and other written materials.
Maintaining accurate files and records,
Maintaining confidentiality of sensitive personnel related information.

Operating modern office equipment including computer equipment and specialized software applications.

Establishing and maintaining effective working relationships with those contacted in the course of the work. 
Ability to:

Work cooperatively with other employees. 

Physical Demands and Working Conditions:

Must possess mobility to work in a standard office setting and use standard office equipment, including a computer; ability to operate a motor vehicle and to visit various County and/or other meeting sites; vision to read printed materials and a computer screen; and hearing and speech to communicate in person, before groups and over the telephone. This is primarily a sedentary office classification although standing in work areas and walking between work areas may be required. Finger dexterity is needed to access, enter and retrieve data using a computer keyboard, typewriter keyboard or calculator and to operate standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push and pull drawers open and closes to retrieve and file
SELECTION PROCESS

Application materials will be reviewed, and the best-qualified applicants will be invited to Susanville to participate in interviews.

How to Apply

The Lassen County application is available in our application center at the address listed below and available at our website, In Personnel/Risk Management at:  http://lassencounty.org . It is your responsibility to provide specific, accurate and complete information describing how you meet the minimum qualifications.  Qualified applicants are invited to submit an official Lassen County application to:

Lassen County Personnel Department

 (530) 251 -8320 
221 South Roop Street
 Ste. 3



Susanville, California 96130

              Opened April 30, 2018
 General Information 
Lassen County is an equal opportunity employer hiring employment eligible applicants.

Disabled applicants who require special testing arrangements should contact the Personnel Department prior to the filing deadline.

In accordance with the Immigration Reform and Control Act, applicants must provide acceptable proof of identity or authorization to work in the United States.                                 

After an employment offer is made, a thorough background investigation will be conducted.  The investigation may include reference checks, fingerprinting, credit check, driver history and inquiry to local, state and federal files to obtain criminal history information.

All applicants who meet the minimum qualifications are not guaranteed advancement through any subsequent phase of the selection process.

Selection processes may include, but are not limited to, one or more of the following: application review, competitive screening, written examination, performance examination, and/or oral examination.

This bulletin is solely for the purpose of announcing a job opening.  It does not constitute a contract, expressed or implied, and any provisions contained herein may be modified or revised without notice.

