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Classification Specification
	

	
	2311200

	
	HUMAN RESOURCE ANALYST



Class Summary
The responsibilities of this journey level professional class are to provide technical and analytical advice, counsel and support in employment, classification, compensation, employee and labor relations, benefits, diversity, unemployment compensation, worker’s compensation and other human resources functions. 

Distinguishing Characteristics

This classification is the second level of a three-level professional series.  Human Resource Analyst is distinguished from Human Resource Associate in that it provides advice and counsel, and participates in the development of programs, processes, systems and strategies in support of Human Resource functions.  Employees provide guidance and may act as a lead worker to the work performed by Human Resource Associates or support staff.  This class may specialize in one or more human resource functions.

Examples of Duties (May vary by position)

1. Create and implement new processes, procedures, systems and training for programs such as benefits administration or employee recruitment and selection.

2. Conduct studies and analysis on human resource issues; develop and defend recommendations.

3. Design databases for information requests; prepare or oversee the preparation of statistical reports, graphs, charts and other reports.

4. Coordinate efforts with other human resource sections and with department management and staff regarding programs, proposals, plans and/or related human resource issues; may act as lead worker to other human resources staff.

5. Provide a wide variety of information, advice and consultation to employees, management and the public concerning human resource programs policies and procedures, and interpretation and application of laws and regulations; research and respond to inquiries; provide technical analysis, consultation and/or assistance in one or more program areas.

6. Advise and consult on workforce planning and position management in assigned department(s); analyze impacts of proposed reorganizations; advise on effective job design techniques.

7. Provide support to bargaining teams in the preparation and negotiation of large/complex labor contracts.

8. Assist in contract administration, including investigation of grievances, and preparation for administrative hearings and arbitrations. 

9. Conduct compensation reviews including necessary research and analysis, as assigned.

10. Provide support in the handling of cases before the County Personnel Board, Civil Service Commission and/or the State Public Employment Relations Commission.

11. Facilitate workforce planning and position management in assigned organization.

12. Implement a wide range of human resource programs, processes and procedures; assure compliance with laws, rules and regulations; coordinate with human resources department.
13. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of human resources principles, practices, legal environment and trends

Knowledge of employee communication and survey techniques and strategies

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

Knowledge of employment test validation methods

Knowledge of fair employment practices, laws and regulations; nondiscrimination, ADA and civil rights laws and legislation

Knowledge of principles, methods and practical applications of employee recruitment, selection and placement

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

Skill in verbal and written communication

Skill in grievance investigation, conflict resolution and mediation

Skill in identifying the need for, preparing and analyzing economic data to address economic issues

Skill in decision-making; determining need to consult with others

Skill in interpreting systems, statistical data, regulations and laws

Skill in research, analysis and independent thinking, and in producing data reports, program content reports and employee information materials

Skill in making presentations before groups and committees

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

Skill in working effectively and cooperatively with other staff and officials

Skill in customer service

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
	Non-Exempt

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