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	1.  RPA #

015-PERB
ANALYST’S INITIALS

JE

DATE

5/13/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Personnel Specialist (PI)
	POSITION NUMBER

315-003-1303-xxx
	TENURE

Permanent Intermittent FORMDROPDOWN 

	TIME BASE

 FORMDROPDOWN 
      
	CBID

E97

	OFFICE OF

Public Employment Relations Board
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento (Midtown)

	 FORMDROPDOWN 
 SALARY

$2654 - $4273

	SEND APPLICATION TO:

Public Employment Relations Board

Attn:  Taji Jordan
1031 18th Street

Sacramento, CA  95811
              or
tjordan@perb.ca.gov

	
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER

tjordan@perb.ca.gov

	

	
	
	FILE BY

5/28/15




	The Public Employment Relations Board is a quasi-judicial administrative agency charged with administering the collective bargaining statutes covering employees of California's public schools, colleges, and universities, employees of the State of California, employees of California local public agencies (cities, counties and special districts), trial court employees and supervisory employees of the Los Angeles County Metropolitan Transportation Authority. This position is an excellent opportunity for someone with a background in several areas of administration who seeks challenges and career growth.
SELECTION CRITERIA
To be considered a completed State application (STD 678) and resume must be received no later than May 28, 2015 via email or U.S. mail at the addresses listed above.
>
· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or employment list eligible applicants may be considered.
· Applications will be evaluated based on eligibility and desirable qualifications. Interviews may be scheduled.
Position Summary
Under the general direction of the Staff Services Manager I (SSM I), the Personnel Specialist is responsible for processing all human resources transactions for PERB including and not limited to, appointments, benefits, leave, payroll and separations. In the performance of these duties, the PS will be regularly required to exercise good judgment and function with minimal supervision; when interpreting various laws, rules, regulations, labor agreements and human resources policies. In addition, the PS must be able to communicate effectively both verbally and in writing with all levels of staff as well as with a variety of control agencies.




	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation. It is the objective of the State of California to achieve a drug-free workplace. Any applicant for State employment will be expected to behave in accordance with this objective because the use of illegal drugs is inconsistent with the law of the State, civil service rules, and special trust placed in public servants.  

DGS JOB HOTLINE PHONE (916) 322-5990                •            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00



	Class Title:
Personnel Specialist (PT) (LT)
	Position Number:
315-003-1303-xxx
	RPA 015-PERB
	File By:
5/28/15

	ESSENTIAL FUNCTIONS
Acts as the technical information source for board members, managers and employees by researching a variety of manuals and sources; resolve employee issues regarding pay and/or benefits in accordance with Bargaining Unit Contracts, Compensation Plus Handbook, Exempt Salary Schedule, Exempt Pay Scale, Government Code, Office of the State Controller (SCO), California Public Employees Retirement Systems (CalPERS), California Department of Human Resources (CalHR) and the State Personnel Board (SPB). Prepare various letters and memoranda for control agencies and employees; handle sensitive and confidential information and documents.
Reconcile and certify monthly payroll using the SCO Master Payroll Certification (MPC) input system, which includes dock pay, overtime and special pay; initiate and establish salary advances, garnishments and accounts receivables; use the SCO Personnel Information Management System (PIMS) to update employees employment history such as appointments,  separations, retirements or miscellaneous changes; establish and change employee benefits and effective dates in accordance with CalPERS and CalHR regulations ; maintain the California Leave Accounting System (CLAS) by researching, correcting and updating employee leave usage and earnings via monthly audit of timesheets; and administer and calculate Non-Industrial Disability (NDI), Enhanced Non-Industrial Disability (ENDI), Family Medical Leave Act (FMLA) and Catastrophic Leave Benefits (CLB) for eligible employees.

Audit Change in Established Position forms (STD. 607), for accuracy and completeness prior to SCO and Department of Finance (DOF) submission. Prepare and circulate monthly position control reports including but not limited to the No Expenditure Report and the Vacancy Position File Report. Assist in the preparation of Schedule 7A and 8 including balancing the Schedule 7A and 8 each fiscal year.

Prepare various monthly reports for management, control agencies and staff, such as: Retroactivity Report, Salary Advance Report, Accounts Receivable Report, Salary Advance Offset Report and the Year-End fiscal closing report. Maintain the Official Personnel File (OPF) of all PERB employees. Completes Verification of Employment (VOE) request for all PERB employees.

KNOWLEDGE AND ABILITIES 
Knowledge of: Current office methods, procedures, equipment and basic math principles.
Ability to: Think logically, multitask, and apply laws, rules, regulations, and bargaining contract provisions concerning personnel transactions; independently interpret and use reference material; give and follow directions; gather data; design and prepare tables, spreadsheets, and charts; advise employees of their rights; consult with supervisors on alternative actions which they may take on various transaction situations; communicate effectively; operate a computer keyboard/terminal; establish and maintain cooperative working relations with those contacted during the course of the work; organize and prioritize work; create/draft correspondence; maintain personnel records.

SPECIAL PERSONAL REQUIREMENTS
Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

DESIRABLE QUALIFICATIONS
· Excellent customer service skills

· Strong organization skills

· Strong ethics

· Excellent written and verbal communication skills and ability to address stakeholders at all levels

· Knowledge of exempt appointments procedures

· Knowledge of  compensation plus handbook
ADDITIONAL QUALIFICATIONS
· Work at a computer for long periods of time

· Drive on public roads and commercial transit

INTERPERSONAL SKILLS
· Ability to work well with a team or independently

· Ability to take and follow directions from supervisor

· Ability to maintain good attendance and consistent work schedule

· Ability to focus on detail

· Ability to be flexible and thrive on challenges

· Ability to communicate clearly and effectively
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