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                                                      CLASS:  PERSONNEL SUPERVISOR II

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Researches critical and/or complex personnel transactions problems and data to provide information, recommendations and/or alternative solutions utilizing various resources (e.g., Personnel Management Policy and Procedures Manual [PMPPM], Payroll Procedure Manual [PPM], Personnel Action Manual [PAM], State Administrative Manual [SAM], Benefits Administrative [BAM] Public Employees Retirement System [PERS] State Handbook, State Personnel Board [SPB] laws, rules, regulations, State Controllers [SCO] Personnel and Payroll letters, Department of Personnel Administration [DPA] Pay Letters, Personnel Management Liaison Memos [PML’s], Human Resource Memorandum [HR Memos], Memoranda of Understanding [MOU], SCO and Activity Based Management System [ABMS] databases, computer software, internet, etc.) at the request of management, program/client or executive office or as indicated by the issue at hand.

	2. 
	Analyzes and interprets personnel and/or payroll information (e.g., SCO Personnel and Payroll letters, DPA Pay Letters, Memoranda, MOUs, ABMS reports, and SCO reports, etc.) to identify the need for modifications and/or determine the appropriate action regarding various personnel and/or payroll functions utilizing various resources (e.g., PMPPM, PPM, PAM, SAM and BAM manuals, PERS State Handbook, SPB laws, rules, regulations, SCO Personnel and Payroll letters, DPA Pay Letters, PML’s, HR Memos, MOUs, SCO and ABMS databases, computer software, internet, etc.).

	3. 
	Writes correspondence, reports, spreadsheets, HR Memos, etc. to provide information and/or directions regarding various personnel and/or payroll matters utilizing various resources (e.g., checklists, purging charts, PMPPM, PPM, PAM, SAM and BAM manuals, PERS State Handbook, SPB laws, rules, regulations, SCO Personnel and Payroll letters, DPA Pay Letters, PML’s, HR Memos, MOUs, SCO and ABMS databases, computer software, internet, etc.) under the direction of the Assistant Personnel Manager or HR management.

	4. 
	Leads or participates as a team member on personnel/payroll related projects, committees, etc. by providing technical expertise/information to improve and/or enhance current processes utilizing various resources (e.g., PMPPM, PPM, PAM, SAM and BAM manuals, PERS State Handbook, SPB laws, rules, regulations, SCO Personnel and Payroll letters, DPA Pay Letters, PML’s, HR Memos, MOUs, SCO and ABMS databases, computer software, internet, etc.) under the direction of the Assistant Personnel Manager or HR management.

	5. 
	Provides counsel on difficult and complex personnel/payroll matters to provide information/technical expertise to various entities (e.g., employees, attendance clerks, personnel liaisons, management, client agencies, public, control agencies, etc.) utilizing various resources (e.g., PMPPM, PPM, PAM, SAM and BAM manuals, PERS State Handbook, SPB laws, rules, regulations, SCO Personnel and Payroll letters, DPA Pay Letters, PML’s, HR Memos, MOUs, SCO and ABMS databases, computer software, internet, etc.).

	6. 
	Communicates with OHR staff, DGS programs/clients, control agencies, other State departments and external entities, etc., to obtain information, guidance and/or clarification on various laws, rules, regulations, policies, procedures, etc. utilizing various communication resources (e.g., interpersonal skills, internet, e-mail, telephone, fax, verbal, written, etc.).

	7. 
	Provides input on the development and/or revision of internal procedures and processes by providing information and/or direction to the Staff Services Analysts and Personnel Supervisor Is utilizing various resources (e.g., PMPPM, PPM, PAM, SAM and BAM manuals, PERS State Handbook, SPB laws, rules, regulations, SCO Personnel and Payroll letters, DPA Pay Letters, PML’s, HR Memos, MOUs, SCO and ABMS databases, computer software, internet, etc.) to ensure consistency, compliance and conformity with various laws, rules, regulations, policies, procedures, etc. under the direction of the Assistant Personnel Manager.

	8. 
	Implements new and revised internal procedures and processes in response to policies and directives put forth by control agencies by providing information and/or direction to the Personnel Supervisor I utilizing various resources (e.g., PMPPM, PPM, PAM, SAM and BAM manuals, PERS State Handbook, SPB laws, rules, regulations, SCO Personnel and Payroll letters, DPA Pay Letters, PML’s, HR Memos, MOUs, SCO and ABMS databases, computer software, internet, etc.) to ensure consistency, compliance and conformity with various laws, rules, regulations, policies, procedures, etc.

	9. 
	Reviews SCO Schedule 8 report for client agencies (e.g., Boards and Commissions) for completeness and accuracy under the direction of the Assistant Personnel Manager.

	
	SUPERVISION

	10. 
	Conducts candidate interviews, evaluations and provide hiring recommendations to management utilizing interpersonal skills and knowledge of various methods of filling vacancies (e.g., SCO and ABMS databases, certification lists, transfer, Training and Development Assignments, etc.) in accordance with laws, rules and regulations as directed by management.

	11. 
	Delegates workload and assignments (e.g., employee separations, appointments, benefits, etc.) to Personnel Supervisor I, and provides needed resources, to ensure compliance with various scheduled deadlines (e.g., payroll cutoff, interface of SCO and ABMS databases, etc.) regulated by various policies, procedures, laws, rules, regulations and MOUs.

	12. 
	Promotes the department’s Equal Employment Opportunity (EEO) program by maintaining a work environment that is free of discrimination and harassment utilizing various resources (e.g., training, laws, rules, regulations, departmental policies and procedures, etc.) under the direction of management.

	13. 
	Initiates and/or participates in the Constructive Intervention process to correct and/or improve an employee’s performance and/or behavior or address issues of substandard performance by utilizing various sources (e.g., Individual Development Plan [IDP], Employee Assistance Program [EAP], probationary reports, training records, etc.) in accordance with SPB laws, rules and regulations and departmental policy.

	14. 
	Monitors and approves staff attendance, hours spent on tasks, special projects, etc. utilizing the ABMS database.

	15. 
	Acts as back-up to the Assistant Personnel Manager in her absence by responding to telephone and/or e-mail inquiries, attend meetings, and delegate special projects, under the direction of the Assistant Personnel Manager.

	16. 
	Maintains data and record document confidentiality through personal observation, meeting with staff, establish and/or post guidelines to be in compliance with the SCO regulations, Civil Code Sections 1798-1798.78 Information Practices Act, departmental policies and procedures for confidentiality.

	
	HEALTH AND SAFETY

	17. 
	Maintains the safety and security of employees, office property (i.e., computer, desks, chairs, etc.) work areas through personal observation, meeting with staff, establish and/or post guidelines to be in compliance with CalOSHA, departmental policies and procedures for prevention of employee injury.

	
	TRAINING

	18. 
	Oversees the training and development of staff by assessing training needs, coordinating training schedules to ensure all training requirements are met and to aid in their professional development by ensuring the use of training programs, training records, internal audit tools, etc.

	19. 
	Participates in various DPA, SCO, CalPERS (e.g., benefits, supervisory, payroll, retirement, etc.) and departmental (e.g., ABMS, Crossroads, etc.) training as needed and/or as required in order to acquire necessary job-related knowledge to keep current of changes to laws, rules, procedures, etc., under the direction of the Assistant Personnel Manager.



Shared/Testing/Job Analysis/Initial Task Listing – New 10/31/02
image1.png




