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HUMAN RESOURCES ANALYST
Department: Human Resources

Job Code: 028400







FLSA: Exempt

Pay Range: 0K07







Bargaining Unit: NA



Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
GENERAL FUNCTION:  This is varied professional and technical work in the area of human resource administration.  Generally, this position includes a wide variety of human resource functions including recruitment, pre-employment testing, classification and compensation analysis, job analysis, and may assist grievance processing.  
JOB SERIES: This job class is the second level position in the job series. The Human Resources Analyst is distinguished from the Human Resources Specialist by having broader based human resource management background and experience (including job analysis, compensation and classification, and employment testing administration).
ESSENTIAL JOB FUNCTIONS:
· Advertise, conduct recruitments, and screen applications to fill County vacancies. Develop and establish registers of applicants for current or future use.

· Develop, organize, obtain and/or administer pre-employment and promotional examinations.  May conduct validation studies on developed materials.

· Conduct job analyses, classification studies, salary surveys and related tasks to develop accurate class specifications and to recommend appropriate salary levels for existing and new classifications. Coordinate studies with employees, departmental supervisors, and others as necessary.

· Advise departments, employees, and the general public on County employment practices and procedures.  Provide technical assistance in developing new positions.

· Assist in developing diversity recruitment programs to assist departments achieve realistic employment objectives.  Coordinate with EEO Officer to develop effective recruitment programs.

· Analyze personnel rules and guidelines for compliance with state and federal standards and drafts or recommends changes or new policies as appropriate. 
·  Advise departments, employees, and the general public regarding interpretations and procedures.

· Use and operate a personal computer to input application data information, prepare letters, reports, class description information and other related documentation.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.  
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS

· Performs other related job functions as required.
SUPERVISION EXERCISED AND RECEIVED:  The Human Resources Analyst is not a supervisory position. The work is performed under the general direction of the Assistant Human Resources Director. Work in this position involves the use of independent judgment in analyzing problems and making recommendations on human resources management issues. Work is evaluated through consultation, direct observation, reports submitted and results achieved.
WORK ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounters while performing the essential job functions.  Work is generally performed in an office environment. Travel to various work sites is required in order to attend meetings, conduct oral board interview panel orientations or final selection interviews, and to meet with various employees in order to conduct formal job classification studies and position analysis assignments, or to conduct related testing when required. 
PHYSICAL REQUIREMENTS: The physical demands described herein are representative of  those that must be met by an employee to successfully perform the essential job functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and minimal unassisted lifting associated with the job duties is required.  Lifting employment records, files, and applications weighing up to 20 lb. may be required.
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:
· Modern human resources management practices.

· Laws relating to pre-employment and promotional testing and test validation.  

· Pre-employment testing types and methods including written, oral, performance and assessment center. 

· Job analysis practices and procedures.

· Federal, state and local laws, ordinances, resolutions, executive orders and other legislated actions pertaining to personnel management and affirmative action.

· Understanding of personal computers.

Skill in:

· Use and operation of a personal computer.

Ability to:

· Conduct job analyses and to develop job descriptions which accurately reflect the duties of the position.  

· Analyze and resolve problems in a logical manner.

· Establish and maintain effective working relationship with job applicants, public and private officials, employees and the general public.  

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic,

 educational and economic backgrounds.
KNOWLEDGE, SKILLS AND ABILITIES: (continued)
Ability to: (continued)
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
· Use and operate a personal computer.

MINIMUM REQUIREMENTS TO APPLY:  Graduation from a four-year college or university with major course work in personnel/human resources management, industrial relations, public or business administration, industrial psychology, or a closely related field and two or more years of professional personnel management experience directly related to the duties of the position is required. Additional professional experience or education may substitute for the education requirements.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  A valid Washington State driver’s license may be required when travel is required of the position.
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