Cl ass Code: K53
Gty of Anaheim CLASSI FI CATI ON\:
Cl ass Specification PERSONNEL RECORDS TECHN Cl AN

DEFI NI TION: Under ninimal supervision, to performdifficult and specialized work
related to payroll/personnel record keeping activities.

EXAMPLES OF DUTI ES - Dependi ng upon areas of assignment, responsibilities and duties may
include, but are not limted to, the foll ow ng:

Mai nt ai ns enpl oyee HRI'S data base for the regular, event and retired payrolls, entering
new enpl oyees, processing status changes and del eting term nated enpl oyees fromthe
system

Revi ews and verifies all personnel action forms for conpl eteness, accuracy and
conpliance with | abor agreenents, rules and precedent and brings discrepencies to
appropriate staff for reconciliation.

Prepares, reviews, distributes for signature, nonitors return and processes personnel
action forns for Gty enpl oyees.

Audits regul ar and event payroll registers to verify enployee payroll and status changes
have been accurately posted to the HR S

Resear ches personnel records, rules, |abor agreenents and precedents upon request and to
resol ve questions regardi ng enpl oyee st atus.

Initiates personnel status changes resulting fromthe application of new | abor
agreenents or existing personnel practices.

Communi cat es extensively with enpl oyees regardi ng personnel status and transactions.

Applies and inputs changes and other data to HRI S systemthrough use of a conputer
term nal .

Conmpletes all witten enployment verifications.
Conpi l es information requested for subpoenas.
Devel ops and produces periodic statistical and sunmary reports.

Conposes correspondence requiring use of judgnent based upon a know edge of the
functions and procedures of personnel record keeping and benefits.

Conducts training for Human Resources professional and clerical staff on the use,
conpl eti on and processing of personnel action forns.

CGenerates | abels and sinple reports using the report generator sub-systens.

Perforns conplex data entry and verification of payroll system
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Mai nt ai ns FLSA work schedul es; inputs alternate work schedul es and nonitors for changes
to work schedul e

Monitors and naintains on-line position control system verifies requests for personne
vacancy repl acenents agai nst position control system

Monitors and verifies enpl oyee status changes such as performance revi ew dates
probationary revi ew per manent appoi ntment, pronotions and recl assifications

Est abl i shes and inputs performance review dates for new hires, pronotions and ot her
stat us changes.

Wites, inputs and mai ntai ns new payroll/personnel procedures

Qperates a variety of office equipnent, such as a typewiter, calculator, CRT
m cr oconput er and phot ocopi er

Files materials into established filing systens and develops filing systens for record
storage and retrieval

Perforns other job-related duties as required

M N MUM REQUI REMENTS

Experience in: Performng responsible, journey-level clerical personnel or payrol
record keeping involving the use of a conputer term nal

Know edge of: Personnel/payroll system procedures; nodern office equi pment and
procedures; conputer term nal operating methods; English usage; business math; advanced
record keepi ng nmethods; rules and regulations related to personnel or enployee benefits
and aspects of the personnel rules and | abor agreenents which affect the

per sonnel / payrol | system processes.

Ability to: Operate a calculator accurately; read, understand and apply difficult
materials; maintain detailed filing systens; neet recurring deadlines; operate a
conmputer termnal; operate a typewiter with accuracy; speak clearly and distinctly;
mai ntai n conpl ex records, requiring analysis of data, interpretation of personnel rules
and | abor agreenents, consistency, a high degree of attention to detail and
confidentiality; train enployees on changes affecting the personnel/payroll system
identify discrepancies and take corrective action; keep abreast of changes in federa
and state | aws and regul ations as well as personnel rules and | abor agreenents rel ated
to personnel /payroll activities; understand pertinent procedures and functions quickly
and applying them without inmedi ate supervision; establish and nmaintain effective
relationships with those contacted in the course of work

Supervi si on Received: Wrks under technical supervision of the Human Resources
I nformation Systems Anal yst who gives instructions and periodically reviews work in
progress and conpl eted worKk.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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