City of Chattanooga, TN

Classification Title:  Personnel Records Specialist


	Department: 
	Personnel
	Pay Grade:
	TBD

	Supervision Received From:
	
Administrator, Personnel
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

04/28/08


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for managing the City’s personnel records system. Duties include: Managing employee and benefits records systems to include coordination of paper/electronic records retrieval processes and compliance with federal, state and local regulations; approving personnel transactions in the ERP system; training departmental personnel assistants in the use of the ERP system; completing employment verifications, personnel reports, pension contribution summaries, and/or records requests from public agencies, employees, and managers; maintaining employee records and central files; reviewing new hire, status change, and termination forms for accuracy before payroll processing; providing guidance and assistance on pension related matters, including applications, projections, board meeting attendance, and data processing for annual actuarial evaluation; and assisting with special department projects. Work requires limited supervision and the use of independent judgement.
SERIES LEVEL:

This is a stand-alone classification in the Personnel Department.  The Personnel Records Specialist is distinguished from other classifications by its responsibility for maintaining the City’s personnel records system.

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, benefits, and/or other related information.

· Receives, processes, researches, and completes requests for information from employees, management, retirees, external agencies, the public, and legal entities with information and data, ensuring compliance with applicable regulations and guidelines.

· Reviews documents and processes forms related to employee status changes and/or other applicable information, which includes: scheduling physicals for new hires; preparing ID cards; assigning employee numbers; monitoring HR employment and termination forms for accuracy; entering data into applicable databases; and, performing other related activities.

· Assists in reviewing, preparing, and processing items related to the pension plan, which includes: retirement applications and projections; reviewing draft Pension Board minutes; attending Board meetings; processing data for actuary valuation; scanning and storing documents; processing COLA increases; updating policy manual; routing status changes to appropriate individuals; reviewing and issuing pension participant registers; and, performing other related activities.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Maintains employee records, which includes: creating new employee files; filing documents and correspondence; scanning and storing documents; and, performing other related activities.

· Participates in a variety of special projects to facilitate efficient and effective department operations, which may include: preparing data for OPEB valuations; preparing meeting materials; processing payroll; maintaining and corresponding with employees on leave; conducting new employee orientation; preparing policies and forms; and, performing other applicable activities as assigned.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Business Administration or related field and two years human resources records experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of customer service principles; applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, policies, and procedures; records retention practices; mathematical concepts; and, recordkeeping principles and practices.

Skill in using a computer and related software applications; providing customer service; performing mathematical calculations; keyboarding; analyzing data and reports; maintaining records in accordance with established procedures; interpreting and applying applicable laws, ordinances, codes, rules, regulations, policies, and procedures; 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

General legal compliance statement 

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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