City of Chattanooga, TN

Classification Title:  Personnel Technician


	Department: 
	Personnel
	Pay Grade:
	TBD

	Supervision Received From:
	
Deputy Administrator, Personnel
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

12/06/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for providing specialized support within a particular area of personnel. Job is specific to the Personnel Department due to its support of a specific area of personnel, requiring specialized technical knowledge. Duties include: advising employees and managers on personnel or benefits policies, procedures, claims, and coverage; planning, scheduling, and coordinating special events, trainings, testing sessions, open enrollment activities, and orientations; and providing input on new and updated City personnel policies and procedures.  Work is performed with moderate supervision.
SERIES LEVEL:

The Personnel Technician is the second level of a four level personnel series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Responds to requests for information from employees and/or the general public over the phone, in person, and via e-mail regarding a variety of Personnel programs, job opportunities, and/or other related information.

· Coordinates processes and activities in assigned area of responsibility, which may include recruitment, classification and compensation, benefits, training, and/or other personnel functional area.

· Reviews a variety of documents and information to ensure compliance with applicable Federal, State, and Local laws, rules, and regulations.

· Prepares, processes, and maintains a variety personnel records, documents, files, logs, applicants, compensation calculations and changes, benefits and status changes, and/or other related personnel information.

· Prepares and maintains a variety of correspondence, public notices, files, records, and/or other related information.

· Enters and retrieves a variety of information into and from databases; compiles data and prepares related reports, correspondence, and collateral materials.

· Participates in special projects and programs in assigned area of responsibility.

· Performs other duties as assigned.

POSITION SPECIFIC DUTIES:

Positions assigned to Employment may be responsible for:

· Coordinating the full range of employment activities;

· Qualifying applicants;
· Administering exams;
· Scheduling physicals; 
· Requesting reference and background checks; 
· Investigating and resolving issues for managers, employees, and applicants;
· Preparing and maintaining new hire paperwork and test records; 
· Compiling and analyzing data and information for management; 
· Utilizing the applicant tracking system.
Positions assigned to Benefits may be responsible for:
· Calculating and issuing retirement projections to employees; 
· Processing invoices related to the General Pension Plan’s administrative costs;
· Maintaining changes in deductions for all retirees;
· Maintaining and updating General Pension Plan website;
· Assists with records management duties;
· Maintaining accurate fiscal year records of administrative costs for annual administrative budget;
· Informing current employees and retirees of changes in retirement status (vesting, cost of living increases, etc); 
· Preparing and issuing monthly minutes, agendas, and administrative actions for General Pension Plan Board of Trustees meetings;
· Investigating and resolving medical and dental claim issues for active and retired employees;
· Preparing, issuing, and reconciling benefits billing records for retirees, COBRA participants, and employees on FMLA.
MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., and two years related personnel experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of personnel principles and practices; customer service principles; recordkeeping principles and practices; modern office practices; mathematical concepts; automated personnel information systems; and, applicable Federal, State, and local laws, rules and regulations related to assigned area of responsibility.

Skill in preparing reports; compiling and analyzing data and information; providing customer service; maintaining a variety of records and logs; handling sensitive and confidential issues; performing mathematical calculations; handling multiple tasks simultaneously; facilitating and conducting presentations; applying applicable Federal, State, and local laws, rules, and regulations; verifying a variety of personnel data and information; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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