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FINAL TASK LISTING

                                                      CLASS:  SENIOR PERSONNEL SPECIALIST

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

	Task #
	Task



	1. 
	Researches difficult and complex problems and/or issues (e.g., personnel, payroll, Activity Based Management System [ABMS], Project Accounting and Leave [PAL], Non-Industrial Leave [NDI], Temporary Disability Allowance (TDA), State Disability Insurance (SDI), Industrial Disability Leave [IDL], and/or Temporary Disability [TD], etc.) and/or various reports (e.g., Position Control and Reconciliation, Retroactivity, Annual Header, Disability Leave History, FMLA eligibility, Outstanding Salary Advances Aging, and/or ARs, etc.) to provide recommendations and/or alternative solutions to various entities and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines. (e.g. management, Personnel Transactions Unit [PTU] staff, departmental attendance clerks, Personnel Liaisons and employees, State Controllers Office (SCO), State Compensation Fund [SCIF], Employment Development Department [EDD], and/or client agencies, etc.) by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], Internet, ABMS, PAL, and/or SCO databases, Personnel Management Policy and Procedures Manual [PMPPM], Payroll Procedure Manual [PPM], Personnel Transactions Operations Manual [PTOP], Personnel Action Manual [PAM], Personnel Operations Manual [POM], State Administrative Manual [SAM], Department of Personnel Administration [DPA] Pay Letters, SCO Personnel and Payroll Letters, Personnel Management Liaison Memos [PML’s], Memorandum of Understanding [MOU], Human Resource Memorandum [HR Memo’s], Benefits Administrative Manual [BAM], Disability Leave Manual, DPA Family Medical Leave Act [FMLA], California Family Rights Act [CFRA], Catastrophic Leave [CAT leave], Family Leave Donation [FLD], and/or Public Employees Retirement System [PERS] State Handbook, etc.) at the direction of management. 

	2. 
	Interprets information regarding difficult and complex problems and/or issues (e.g., personnel, payroll, ABMS, PAL, position control and/or reconciliation, NDI, IDL, TD, SDI, and/or TDA, etc.) to provide recommendations and/or alternative solutions to various entities and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., management, PTU staff, departmental Attendance Clerks, Personnel Liaisons and employees, SCO, DPA, PERS, EDD, SCIF, and/or client agencies, etc.) by using various resources (e.g., telephone, e-mail, various computer applications [Excel, Word, Information Mapping], Internet, ABMS, and/or SCO databases, PMPPM, PPM, PTOP, POM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management. 

	3. 
	Compiles information regarding difficult and complex problems and/or issues (e.g., personnel, payroll, ABMS, PAL, position control and/or reconciliation, NDI, IDL, TD, SDI and/or TDA, etc.) to provide recommendations and/or alternative solutions for various entities and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., management, PTU staff, departmental Attendance Clerks, Personnel Liaisons, employees, SCO, DPA, PERS, EDD, SCIF, and/or client agencies, etc.) by using various resources (e.g., telephone, e-mail, various computer applications [Excel, Word, Information Mapping], Internet, ABMS, and/or SCO databases, PMPPM, PPM, POM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management.

	4. 
	Presents information regarding difficult and complex problems and/or issues (e.g., personnel, payroll, ABMS, PAL, position control and/or reconciliation, NDI, IDL, TD, SDI, and/or TDA, etc.) to provide recommendations and/or alternative solutions for various entities and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., management, PTU staff, departmental Attendance Clerks, Personnel Liaisons, and/or employees, SCO, DPA, PERS, EDD, SCIF, and/or client agencies, etc.) by using various resources (e.g., telephone, e-mail, various computer applications [Excel, Word, Information Mapping], Internet, ABMS, and/or SCO databases, PMPPM, PPM, POM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management. 

	5. 
	Consults with various entities (e.g., state agencies [DPA, SCO, PERS, SCIF, and/or EDD, etc.], internal and/or external organizations, etc.) to obtain information, guidance and/or clarification on various laws rules, regulations, policies, and/or procedures, etc., by using various communication resources (e.g., e-mail, telephone, verbal, and/or written, etc.) at the direction of management.

	6. 
	Processes various reports and/or forms (e.g., SCIF 3290, DE 8500, DE 25031, Position Control and Reconciliation, Retroactivity, Annual Header, Disability Leave History, FMLA eligibility, Outstanding Salary Advances Aging, and/or ARs, etc.) to provide information for various entities and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., management, PTU staff, departmental Attendance Clerks, Personnel Liaisons, Fiscal Services and employees, SCO, DPA, PERS, EDD, SCIF, and/or client agencies, etc.) by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], ABMS, SCO, and/or PAL databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management.

	7. 
	Reviews various reports (e.g., ABMS, PAL , and/or SCO systems, Position Control and Reconciliation, Retroactivity, Annual Header, Disability Leave History, FMLA eligibility, Attendance, Outstanding Salary Advances Aging, and/or ARs, etc.) and/or employee documents (e.g., leave balances, and/or STD. 674, etc.) to confirm information of employee records and/or various payment types and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., Stipulations, IDL, TD, NDI, SDI, and/or TDA, etc.) by using various resources (e.g., ABMS and/or SCO databases) at the direction of management. 

	8. 
	Monitors various reports (e.g., ABMS, PAL , and/or SCO systems, Position Control and Reconciliation, Retroactivity, Annual Header, Disability Leave History, FMLA eligibility, Attendance, Outstanding Salary Advances Aging, and/or ARs, etc.) and/or employee documents (e.g., leave balances, and/or STD. 674, etc.) to confirm information of employee records and/or various payment types (e.g., Stipulations, IDL, TD, NDI, SDI and/or TDA, etc.) by using various resources (e.g., ABMS and/or SCO databases) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines at the direction of management. 

	9. 
	Verifies and/or reconciles various reports  (e.g., ABMS, PAL, and/or SCO systems, Position Control and Reconciliation, Retroactivity, Annual Header, Disability Leave History, FMLA eligibility, Attendance, Outstanding Salary Advances Aging, and/or ARs, etc.) and/or employee documents (e.g., leave balances, and/or STD. 674, etc.)   to confirm information of employee records and/or various payment types and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., Stipulations, IDL, TD, NDI, SDI, and/or TDA, etc.) by using various resources (e.g., ABMS and/or SCO databases) at the direction of management. 

	10. 
	Certifies various payment types (e.g., Payroll, Overtime, Lump Sum, IDL, TD, NDI, SDI and/or TDA, etc.) to release monies to departmental employees by using various resources (e.g., calculator, ABMS, PAL, and/or SCO databases, and or STD. 674D, etc.) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines at the direction of management. 

	11. 
	Processes various payment types (e.g., Payroll, Overtime, Lump Sum, IDL, TD, NDI, SDI and/or TDA, etc.) to release monies to departmental employees by using various resources (e.g., calculator, ABMS, PAL, and/or SCO databases, and or STD. 674D, etc.) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines at the direction of management. 

	12. 
	Coordinates various personnel and/or payroll programs (e.g., FMLA, IDL, NDI, SDI, TDA, benefits, position control, and/or attendance, etc.) to maintain consistency of personnel processes and procedures and to ensure efficient operation and compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], ABMS, and/or SCO databases, Payroll Release and/or Warrant Release sheets, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management.

	13. 
	Develops various internal policies and procedures (e.g., PTOP, POM, Attendance Clerk Procedure Manual [ACPM], Trouble-Shooting Guide, DTU Handbook, HR memos, and/or various internal forms, etc.) to provide information and/or direction regarding various personnel and/or payroll processes, to maintain consistency of personnel processes and procedures for various entities and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines (e.g., management, PTU staff, Attendance Clerks, Personnel Liaisons, and/or client agencies, etc.) by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management.

	14. 
	Revises various internal policies and procedures (e.g., PTOP, ACPM, Trouble-Shooting Guide, DTU Handbook, HR memos, and/or various internal forms, etc.) to provide information and/or direction regarding various personnel and/or payroll processes to maintain consistency of personnel processes and procedures for various entities (e.g., management, PTU staff, Attendance Clerks, Personnel Liaisons, and/or client agencies, etc.) by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.)and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines  at the direction of management.

	15. 
	Submits various internal policies and procedures (e.g., PTOP, POM, ACPM, Trouble-Shooting Guide, DTU Handbook, HR memos, and/or various internal forms, etc.) to provide information and/or direction regarding various personnel and/or payroll processes to maintain consistency of personnel processes and procedures for various entities (e.g., management, PTU staff, Attendance Clerks, Personnel Liaisons, and/or client agencies, etc.) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], Internet Explorer, ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) at the direction of management.

	16. 
	Distributes internal policies and procedures (e.g., PTOP, ACPM, Trouble-Shooting Guide, DTU Handbook, HR memos and/or various internal forms, etc.) to provide information and/or direction regarding various personnel and/or payroll processes to maintain consistency of personnel processes and procedures for various entities (e.g., management, PTU staff, departmental Attendance Clerks, Personnel Liaisons, and/or client agencies, etc.) by using various resources (e.g., various computer applications [Excel, Word, Information Mapping], ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines at the direction of management.

	17. 
	Composes various written documents (e.g., reports, memorandums, spreadsheets, and/or letters, etc.) to provide information and/or direction regarding various personnel and/or payroll processes to maintain consistency of personnel processes and procedures for various entities (e.g., management, PTU staff, departmental Attendance Clerks, Personnel Liaisons, and/or employees, client agencies, etc.) by using various resources (e.g., writing skills, various computer applications [Excel, Word, Information Mapping], ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines at the direction of management.

	18. 
	Develops training materials (e.g., lesson plans, visual aides, modules, and/or handouts, etc.) to provide information regarding new and/or revised procedures and/or policies to departmental staff (e.g., Personnel Specialists, Attendance Clerks and/or Personnel Liaisons, etc.) by using various resources (e.g., writing skills, various computer applications [Excel, Word, Information Mapping], ABMS, and/or SCO databases,, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines at the direction of management.

	19. 
	Conducts training programs to provide information/instruction and/or ensure compliance with various laws, rules, regulations, MOUs, policies, procedures, etc., utilizing various resources (e.g., audio visual aids, handouts, approved lesson plans, technical expertise, software programs, etc.) as needed.

	20. 
	Maintains training programs to ensure compliance and conformity with changes to various laws, rules, regulations, MOUs, policies, procedures, etc. utilizing various resources (e.g., audio visual aids, handouts, approved lesson plans, technical expertise, software programs, etc.) as needed.

	21. 
	Provides and/or assists with on-the-job training to departmental staff (e.g., Personnel Specialists, Attendance Clerks and/or Personnel Liaisons, etc.) to ensure knowledge and skills needed to effectively complete work assignments are gained and to ensure compliance with applicable departmental, State and/or Federal laws, rules, regulations, policies and/or guidelines by using various resources (e.g., ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.)  visual aides, and/or handouts, etc.) at the direction of management.

	22. 
	Attends various training (e.g. video, classroom, meetings, and/or conferences) for personal and/or job related objectives (e.g., upward mobility, career development, and/or departmental mandated, etc.) in order to enhance knowledge of job related functions and/or meet departmental, state and/or federal mandated requirements (e.g., CalPERS disability and retirement, SCO personnel/payroll, DPA benefits, Crossroads Training, and/or ABMS, etc.) utilizing various training options avaiable (TPEZ, SCO, DPA, etc.) as needed and/or required.

	23. 
	Participates as a team member on personnel/payroll related projects, committees, etc. to provide technical expertise/information utilizing various resources (e.g. knowledge, policies, procedures, laws, rules, MOUs, regulations, etc.) as needed.

	24. 
	Serves as an expert staff resource regarding difficult and complex personnel/payroll matters to provide information/technical expertise to various entities (e.g., employees, management, public, control agencies, etc.) utilizing various resources (e.g., SCO database, internet, software programs, knowledge, policies, procedures, laws, rules, MOUs, regulations, etc.) on a daily basis.

	25. 
	Applies various laws, rules, regulations, policies, procedures, MOUs, (e.g., State, Federal, department, control agencies, etc.) pertaining to a variety of personnel/payroll matters (e.g. appointments, separations, time keeping, certification, benefits, etc.) to ensure compliance with applicable State and/or Federal rules, regulations, policies and/or guidelines by using various resources (e.g., ABMS, and/or SCO databases, PMPPM, PPM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.)  visual aides, and/or handouts, etc.) on a daily basis.

	26. 
	Facilitates the hiring process by conducting interviews, evaluating and recommending candidates for appointment in accordance with laws, rules, and regulations utilizing various methods of filling vacancies (e.g., SCO database, certification lists, transfers, Training & Development Assignments, etc.) in accordance with laws, rules, and regulations as requested. 

	27. 
	Maintains safety and security of persons, property, work areas and work materials through personal observation to promote a safe and secure environment in accordance with laws, rules, and regulations, and departmental policy and procedures, utilizing appropriate tools (e.g., In-Service Training, Fire drills, Key Card Awareness, etc.) as necessary.

	28. 
	Handles stressful situations in a professional and tactful manner, with a goal of avoiding further escalation by utilizing effective interpersonal skills, training, etc. on a daily basis.

	29. 
	Confers with injured workers per internal office procedures to review and provide explanation of IDL, TD, SDI, TDA, and NDI benefit adjustment, payments and to resolve discrepancies of under/over payments using various resources (e.g., telephone, e-mail, various computer applications [Excel, Word, Information Mapping], Internet, ABMS, and/or SCO databases, PMPPM, PPM, POM, PAM, SAM, DPA Pay Letters, SCO Personnel and Payroll Letters, PML’s, MOUs, HR Memo’s, BAM, Disability Leave Manual - DPA, FMLA, CFRA, CAT leave, FLD, and/or PERS State Handbook, etc.) as needed.
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