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Classification Specification
	

	
	2311300

	
	HUMAN RESOURCE ANALYST - SENIOR



Class Summary

The responsibilities of this senior level professional class are to administer and/or coordinate human resource functions; provide technical advice, recommendations and determinations, on complex and/or sensitive human resource issues; design and implement human resource systems and processes.  Positions may supervise assigned employees.

Distinguishing Characteristics

This classification is the third level of a three-level professional series.  It is distinguished from the Human Resource Analyst in that it develops and implements proposals and recommendations, approves work, monitors and evaluates processes and creates programs and systems.  It may supervise employees working on a human resource management program, or provide advanced professional consultation and support to management on complex issues, programs or projects.

Examples of Duties (May vary by position) 

1. Develop, conduct, monitor and oversee employee recruitment and selection processes; facilitate workforce planning and position management in assigned organization; monitor workload; oversee layoff process.

2. Advise, consult with and train public officials, managers and supervisors regarding labor relations, classification and compensation, employment and other human resource laws, issues, policies, strategies and guidelines, labor, contract and discipline administration.

3. Coordinate development and implementation of specialized human resources programs and projects and recommendations; review and approve work.

4. Supervise employees working on a human resource program including planning, organizing and directing work and evaluating employee performance. 

5. Coordinate and oversee the design of databases for information requests; coordinate the preparation of statistical reports, graphs, charts and other reports.

6. Serve as consultant to County departments, division management and staff on employment, classification, compensation, labor and employee relations, benefits and other human resource issues.

7. Lead human resources staff in the development of specialized human resource tools, processes and structures to ensure the quality, timeliness and appropriateness of work and products; provide information and consultation on programs and procedures; research and respond to inquiries.

8. Act as liaison between agency management and staff, consultants, vendors and support groups to encourage participation, education and problem resolution identified by these programs.

9. Provide support on litigation and/or administrative proceedings, including arbitrations, Personnel Board appeals, Civil Service hearings, EEO complaints, and Ombudsman Office complaints.  Participate or assist in identification, documentation and presentation of evidence.

10. Conduct or provide support on internal investigations to resolve complaints.

11. Conduct or provide support on investigations into complaints/suits filed with external human rights agencies.

12. Direct or prepare compensation studies including necessary research and analysis, implementation cost analysis, cost/benefit analysis and present recommendations.

13. Plan, develop, implement, and coordinate human resource management programs and projects that have agency-wide or departmental impact, such as layoff and recall, disability accommodation, exit interviews, supported employment, and training modules such as diversity, sexual harassment, ADA, interviewing, and applicant tracking system.  Develop policies and procedures for programs.

14. Provide mediation and conflict resolution services to managers and employees; investigate grievances; make factual determinations; prepare reports and makes recommendations; may represent a division’s/department’s interests at grievance hearings, arbitrations, and/or County Personnel Board.

15. Design and develop general and specialized human resource programs and systems, including determining performance measures, developing administrative procedures and evaluating program performance.

16. Manage day-to-day administration of labor agreements for a division/department.

17. Implement a wide range of human resource programs, processes and procedures; assure compliance with laws, rules and regulations; coordinate with human resources department.

18. Serve as division/department human resources liaison with other county departments, Prosecuting Attorney’s Office, external agencies, and union business representatives.

19. Represent division’s/department’s interests in labor negotiations, grievance hearings, arbitration and legal proceedings.

20. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of human resources principles, practices, legal environment and trends

Knowledge of principles and techniques of public sector management, including organization, planning, staffing, supervision, budgeting and legislative interaction

Knowledge of principles and practical applications of classification and compensation administration

Knowledge of training program development and implementation techniques

Knowledge of principles and practices of employee benefits programs, practices and laws

Knowledge of principles and practices of labor contract negotiation and administration, grievance handling and arbitration processes

Knowledge of employment practices laws and regulations

Knowledge of the principles and practices of supervision

Skill in data gathering and analysis and effective presentation of statistical and narrative information 
Skill in problem-solving, conflict resolution and decision making

Skill in verbal and written communication and formal presentations

Skill in identifying and expanding employee skills and competencies, coaching employees and counseling employees to improve and maintain work and performance

Skill in interpreting, explaining and applying pertinent laws, rules, regulations, policies, guidelines

Skill in conducting validation studies 
Skill in making presentations to groups and committees

Skill in developing effective recommendations on full range of issues in one or more specialty area of human resources

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt

	Levels within same series
	Human Resource Associate, Analyst and Senior Analyst
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