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CLASS:  PERSONNEL SPECIALIST

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Researches personnel problems to maintain the integrity and accuracy of personnel records utilizing various resources (i.e., State Controller’s Office (SCO), Activity Based Management System (ABMS), Project Accounting and Leave (PAL), Payroll Procedure Manual (PPM), Personnel Information Exchange (PIE), pay letters, personnel letters, memos, Personnel Operations Manual (POM), Personnel Management Liaison Memos (PML), Benefit Administration Manual (BAM), California Leave Accounting System (CLAS) Letters, State Administration Manual (SAM), Department of Personnel Administration (DPA), State Personnel Board (SPB), Memoranda of Understanding (MOU’s), California Public Employee Retirement System (CalPERS), Automated Communications Exchange Commission (ACES), California Government Regulations, etc.) under the direction of control agencies (SCO, DPA, SPB, CalPERS).

	2. 
	Participates as a team member on personnel/payroll related projects and committees by providing technical expertise/information to improve current processes utilizing various resources (i.e., SCO, ABMS, PAL, PPM, PIE, pay letters, personnel letters, memos, POM, PML, BAM, CLAS Letters, SAM, DPA, SPB, MOU’s, CalPERS, ACES, California Government Regulations, etc.) under the direction of control agencies (SCO, DPA, SPB, CalPERS).

	3. 
	Contacts various entities (SCO, DPA, SPB, CalPERS),  internal/external organizations, etc. in order to obtain information or clarification on various laws, rules, regulations, policies, procedures, etc. utilizing various communication resources (phone, email, fax) under the direction of transactions management.

	4. 
	Applies laws, rules, regulations, policies, procedures, MOU’s, etc. pertaining to a variety of personnel/payroll matters to ensure consistency, compliance and conformity by utilizing laws, rules, regulations, policies, procedures, etc. under the direction of the control agencies.

	5. 
	Assists with the development and revision of internal policies and procedures to improve current processes utilizing various resources (i.e., SCO, ABMS, PAL, PPM, PIE, pay letters, personnel letters, memos, POM, PML, BAM, CLAS Letters, SAM, DPA, SPB, MOU’s, CalPERS, ACES, California Government Regulations, etc.) under the direction of transactions management. 

	6. 
	Assists with the implementation of internal policies and procedures to improve current processes utilizing various resources (i.e., SCO, ABMS, PAL, PPM, PIE, pay letters, personnel letters, memos, POM, PML, BAM, CLAS Letters, SAM, DPA, SPB, MOU’s, CalPERS, ACES, California Government Regulations, etc.) under the direction of transactions management.

	7. 
	Attends training at DPA, SCO, CalPERS, and departmental training to gain knowledge in order to be in compliance with laws, rules, regulations, policies, procedures, etc. by using handouts, manuals, training materials, etc. under the direction of the control agencies.

	8. 
	Performs salary determinations for appointments, reinstatements, transfers, demotions, punitive actions and range changes to ensure accurate compensation using laws, rules, reference materials (i.e., PIE, manuals, worksheets, etc.) in accordance with SCO, DPA, PAL, PAM, etc.

	9. 
	Determines eligibility for health, dental, vision, COBRA and flex benefits, long-term disability and life insurance, family medical leaves, and catastrophic leave to ensure qualification of appropriate benefits using manuals, forms, MOU’s, ACES, ABMS, SCO, BAM, and CLAS in accordance with appropriate control agencies (SCO, DPA, and CalPERS).

	10. 
	Prepares appeals to control agencies in order to obtain approval for various requests for the employee (i.e., retro-active effective dates, adding/deleting dependents, changing plans, etc.) using forms, documentation, correspondence at the direction of transactions management. 

	11. 
	Collects payroll and employment history to prepare employment verifications ensuring compliance with the Information Practices Act (IPA) using SCO database and verification forms in accordance with DPA guidelines.

	12. 
	Calculates overtime rate, special pays, shift differential and holiday pay to accurately compensate employees, using automated systems (i.e., ABMS, PAL, Payroll Input Process (PIP), etc.), worksheets and a desktop calculator in accordance with FLSA laws and rules on a monthly basis.

	13. 
	Processes Personnel Action Requests(PAR) transactions (appointment, miscellaneous, separations) to ensure accuracy of employment history using laws, rules, reference materials (i.e., worksheets, manuals, CLAS, CalPERS, SCO, DPA, PAL, ABMS, PAM, BAM, ACES, etc.) at the direction of transactions management.

	14. 
	Verifies eligibility for Family Medical Leave Act (FMLA) military leave and Catastrophic Leave to ensure employee meets qualifications for benefits using various reference manuals, leave reports, worksheets, payroll calendars, PAL, , ABMS, MOU’s, leave cards and CLAS at the direction of transactions management.

	15. 
	Tracks earned leave benefits (annual, sick and vacation) to ensure accurate eligibility, postings and usage, using timesheets, various reference manuals, payroll calendars, leave cards, PAL,  SCO database, etc., at the direction of transactions management.

	16. 
	Tracks accrued leave benefits (personal holiday, holiday credit, holiday informal time off, etc.) to ensure accurate eligibility, postings and usage, using timesheets, various reference manuals, payroll calendars, leave cards, PAL,  SCO database, etc., at the direction of transactions management.

	17. 
	Calculates salary advances to issue interim pay for appropriate pay period using timesheets, PAL, ABMS, SCO pay calculator, desktop calculator, SCO database, salary advance form, etc., at the direction of transactions management.

	18. 
	Refers to the bargaining unit contracts for all personnel and payroll related issues to ensure the department is in compliance with the contract using the DPA’s  website for various bargaining units at the direction of transactions management.

	19. 
	Communicates personnel policies and procedures with internal/external customers and management in a professional manner to provide excellent customer service regarding personnel and payroll issues both verbally and in writing using communication tools (email, phone, fax, meetings, Human Resources memos, forum, etc.), SCO database, at the direction of transactions management.

	20. 
	Maintains confidentiality related to employee’s personnel and payroll information in order to be in compliance with the IPA and the SCO decentralized security agreement to ensure safety and provide security of confidential documents using ethical behavior and the departmental Computer Technology Use Agreement at the direction of SCO decentralized security.

	21. 
	Organizes workload in order of priority to ensure deadlines are met using SCO/PAL decentralized calendar, control agency processing schedules, tickler files, etc. at the direction of transactions management.

	22. 
	Processes account receivables to establish overpayments owed to the State of California using the PPM, calendars, SCO database, PAL, Std. 674A/R, overpayment notification letters, at the direction of transactions management.

	23. 
	Tracks account receivables to recover overpayments owed to the State of California using the SCO database, A/R ledgers, A/R stamp, at the direction of transactions management.

	24. 
	Processes salary garnishments to comply with court orders (i.e., child support, civil judgments, etc.) and various agency requests (i.e., FTB, IRS, etc.) using Garnishment forms (Std. 638 and Std. 639), PPM, laws, rules and regulations, under the direction of transactions management.

	25. 
	Tracks salary garnishments to ensure court orders (i.e., child support, civil judgments, etc.) and various agency requests (i.e., FTB, IRS, etc.)  are being satisfied using the SCO database, Garnishment Tracking Form, desktop calculator, under the direction of transactions management.

	26. 
	Posts attendance for payroll and leave usage for Boards and Commissions to ensure accurate employee compensation and leave benefit accruals using timesheets, Std 672 and SCO database, per pay period under the direction of transactions management.

	27. 
	Audits attendance for payroll and leave usage to ensure accurate employee compensation and leave benefit accruals using Std 672, PAL, SCO database, per pay period under the direction of transactions management.

	28. 
	Reviews turn around PAR to ensure accuracy by cross-referencing the SCO database to the ABMS system, under the direction of transactions management.

	29. 
	Creates Payroll Roster Change in Established Positions (Std. 607) to establish, abolish, and re-class positions utilizing the Request for Personnel Action (RPA) and ABMS position history screen under the direction of transactions management.

	30. 
	Forwards personnel documents for processing that the department is unable to key to the appropriate control agencies (SCO, DPA, CalPERS) by using courier mail or fax machine under the direction of transactions management.

	31. 
	Submits warrant release sheets (green sheets)  to the Disability Transactions Unit (DTU) for approval of payroll release using the SCO database under the direction of transactions management.

	32. 
	Requests reports (overtime, dock, holiday pay, late approved PAL, CLAS error messages, etc.) to ensure consistency, compliance and conformity by utilizing SCO database, PAL, and ABMS under the direction of transactions management.

	33. 
	Corrects Employment History discrepancies in ABMS to reconcile T-Log errors by cross-referencing ABMS with the SCO database under the direction of transactions management.

	34. 
	Reconciles employee attendance to ensure accurate master payroll is issued from SCO in a timely manner using timesheets (Std 634), Std. 672’s, Exceptions to Payroll (Std. 666), Std 674’s, Dock Notice (Std. 603), Employee Time Certifications (Std 966), SCO decentralized calendar,  SCO database, PAL, per pay period at the direction of transactions management.

	35. 
	Certifies master payroll to release warrants by submitting Std. 666 to SCO or by processing Master Payroll Certification (MPC) on the SCO database, in accordance with the PPM, per pay period under the direction of transactions management.

	36. 
	Releases master payroll in order to compensate each employee by using warrant releases, SCO database, and Std. 672’s in accordance with the PPM, per pay period under the direction of transactions management.

	37. 
	Documents Warrant Release Log in order to track warrants released, using worksheets and SCO database, per pay period, under the direction of transactions management.

	38. 
	Reviews payroll history in order to reconcile and adjust payments by using PAL, SCO, Pay Adjustment Request (Std. 683), Miscellaneous Form (Std. 671), Std. 674 in accordance with the PPM, under the direction of transactions management.

	39. 
	Reviews SCO View Direct screen daily to determine if pay warrants have been issued using the SCO database and payroll documents under the direction of transactions management.

	40. 
	Reviews all benefit documents for accuracy by checking benefit codes, effective dates, permitting events, required documentation and appropriate signatures in accordance with the BAM under the direction of transactions management.

	41. 
	Enters health enrollment documents via the CalPERS ACES system and forwards all other benefit documents to appropriate control agencies (DPA and SCO), to ensure timely processing of benefits in accordance with BAM guidelines under the direction of transactions management.

	42. 
	Processes COBRA documents in order to continue benefit coverage using ACES or by forwarding documents to appropriate control agencies in accordance with the BAM under the direction of transactions management.

	43. 
	Processes lump sum payments for employees separating from state service and determine payment method using the SCO database, worksheets, calendars, PAL, and desktop calculator in accordance with the PPM, MOU’s, DPA, BAM, and SCO paycheck calculator under the direction of transactions management.

	44. 
	Keeps current on laws and policy changes in order to accurately maintain employee history, pay and benefits utilizing various resources (i.e., manual revisions, pay letters, personnel letters, memos, PAL, circular letters, CLAS letters, MOU’s, California Government Regulations, team meetings, etc.) under the direction of control agencies (SCO, DPA, CalPERS).

	45. 
	Processes late approved PAL and CLAS error messages to aid in maintaining accurate employment history and leave balance records in accordance with PPM and MOU’s utilizing PAL, ABMS, and SCO database under the direction of transactions management.
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