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POSITION TITLE

Human Resource Specialist

BEMIDJI "AREA SCHOOLS
POSITION JOB DESCRIPTION

IMMEDIATE S8UPERVISOR Director of Human Resources

SUPERVISOR

EMPLOYEE

Note: The signature of the supervisor and employese
indicates they have read this job description and agree

with its contents

ORIGINATION DATE

LAST REVISION DATE 10/02
BAND & GRADE ~ B-3-1-7

Job Summary (Basic Purpose of Position)

Plan, coordinate and manage the operation of the human resources office in such a way as to enhance
the moral of school district personael, promote the overall efficiency of the school system and maximize |
the ecucational opportunities and benefits available to each individual student learner.

REGULAR ROUTINE DUTIES

List of Things to Accomplish in Major Job

function
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GRADE
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WC

NECESSARY SKILLS
KNOWLEDGE, ABILITIES
What Yoy Have fo Know to
Accompiish Duty of Function

PERFORMANCE STANDARDS
How Wil You Know the Job is Done?

NOTE:D LIST CACH MAJOR JOB FUNCTION PRIOA TO LIBTING OF ROUTINE DUTIES, SKILLS AN

D PERFORMANCE STANDARDS

10O

workshop materials.

1.02. Communicate with patrons, staff, students.

PROVIDE SUPPORT SERVICES TO THE
HUMAN RESOURCES DIRECTOR

1.1 Compose and/or edit and type correspondence,
board letters, brochures, agenda, minutes and

B2/AL

B2/A1

i.03 Schedule appointments and maintain calendar. { B2

1.04 Open and screen mail.

Al

2.00 MANAGE EMPLOYMENT PROCESS B2

2.01 Prepare and distribute recruiting materials for

all vacancies.

2.02 Communicate with posting agencies, applicants
and supervisors regarding openings.
2.03 Process applications for employment.

2.04 Arrange interviews.

2.05 Administer testing and perceiver.
2.06 Compose correspondence to applicants.
2.07 Compose correspondence to Schoot Board for

newly hired emplovees.
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Knowledge of:
1.

District policies and procedures.
Applicable state statutes.
Applicable federal regulations.
Community concerns.

Caorrect grammar usage.

Correct spelling and punctuation,

Composition of letters.
Location of historical informa-

on and past practices.

9. Computer technology.

[0. Record retention.

Ability to:

I, Communicate/relate with people.
2. Plan and organize.

3. Manage time.

4. Maintain confidentiality.

5. Work with statistical informa-
tion.

6. Perform mathematical opera-
tions.

1.01 Information was processed o the satisfaction of
the director.

1.02 Appropriate communication skills were used.,
1.03 Calendar was maintained to the satisfaction of the |
director,

1.04 Mail was opened in a timely manner.

2.01 Positions were posted according to policies and
procedures.

2.02 Accurate information was provided to applicants,
media and supervisors.

2.03 Applicant information was maintained according
to established procedures.

2.04 Interviews were arranged in a timely manner.
2.05 SRl perceiver and testing were properly given and
data properly utilized,

2.05 Applicants were kept informed of status of
positions.

2.06 Schoot Board was kept up-to-date.
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2.07 Monitor employment process for licensed and
‘nonlicensed staff,

3.00 MANAGE HUMAN RESOURCE FUNC-
TIONS

3.01 Interpret and communicate contract language,
district policies and procedures.

3.02 Maintain bargaining group information.

3.03 Develop seniority lists for each bargaining
umnit.

3.04 Determine, compute and communicate salary
and fringe benefits to payroll manager and employ-
ees.

3.05 Determine and compute longevity and pay
changes and provide to payroll manager.

3.06 Assign appropriate account code to pay
employees.

3.7 Determine salary placement, compute and
issue teacher contracts.

3.08 Calculate FTE of part time teachers.

3.09 Cost proposals for additional staff,

3.10 Develop evaluation lists and supervise the
completion of.

3.11 Monitor, process and correspond with employ-
ees on medical and extended leaves,

3.12 Complete budget adjustments for personnel
issues.

3.13 Coordinate the placement of long term
substitute teachers.

3.14 Develop teacher matrixes,

3.15 Determine senority bumping order, prepare
and calculate cost of unrequested leave of absence
and terminations,

3.16 Coordinate employee recognition event.

317 Counsel employees in matters relating to
personnel.

3,18 Maintain medical and personnel files.
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4. Operate computer hardware
and software.

5. Perform mathematical opera-
tions.

Skills:

L. Type at minimum of 80 WPM.
2. File

3. Operate office machines.

2.07 Staff were emploved according to district policies
and procedures.

3.01 Accurate information was provided regarding
contract language.

3.02 Data was updated and accurate,

3.03 Seniority lists were developed according to
contract language.

3.04 Salary and fringe benefit information was pro-
vided in a timely and accurate manner.

305 Longevity and pay change information was
provided to payroll manager.

3.06 Appropriate account codes were assigned.

3.07 Teacher contracts were issued according 10
policies and procedures.

3.08 FT'Es were calculated correcdy,

3.09 Proposals for staff were accurately caleulated.
3.10 Evaluation information was developed and
received by established timelines.

3.11 Employees were corresponded with in a timely
manner and salary adjusted as necded.

3.12 Budget adjustments were completed in a timely
and accurate manner.

3.13 Contracts were issued in a timely manner and
according to district procedures.

3.14 Teachers matrixes were developed as needed.
3.13 Appropriate information was used for ULA &
terminations.

3.16 Employees received recognition for service.
3.47 Accurate information was provided o employees.

3.18 Files were maintained according to laws and
district procedures
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3.19 Determine probationary period and provide B2 AD
information to supervisors. 3.19 Probationary evaluation information was provided
3.20 Keep abreast of changes in personnel law, in a timely manner,
3.21 Develop forms fo be used in HR. 3.20 State and federal laws were followed.
3.21 Forms are developed to best meet the needs of the
400 MANAGE LEAVE REQUEST PROCESS Al employees and the district.
4.01 Monitor the completion of leave requests. D
4.01 Employee absences were used according to
4.07 Supervise the data entry of leave reguests. D negotiated agreements.
4.02 Leave requests were processed in a timely and
4.03 Maintain employee time off on computer D accurate manner.
SyStem. 4.03 Time off was created, deleted and updated for
4.04 Maintain the teacher sick leave bank. A employees in an accurate and timely manner.
4.04 The sick leave bank was up-to-date and accurate.
500 ASSIST IN CONTRACT NEGOTIATIONS B2
301 Prepare cost charts for bargaining units.. A 5.01 Cost charts were prepared in a timely and accurate
mannes.
5.02 Compute cost of proposals. A 5.02 Proposals were costed in an accurate manner.
5.03 Provide data to negotiators, A 5.03 Accurate information was provided to negotiators,
5.04 Provide contract salary information to payroll A 5.04 Accurate information was provided to payroli
manager. manager.
305 Type and distribute revised agreements. A 5.05 Agreements were accurately revised and distrib-
uted.
6.00 PROCESS REQUIRED REPORTS B2
6.01 Compile and compute Department of Children, A 6,01 STAR was completed accurately and submitted by
| Famities and Learning STAR required deadlines.
6.02 Compile and compute Pay Equity Report A 6.02 Pay Eguity Report was completed accurately by
the designated deadline.
6.03 Compile staff profile report. A 0.03 Staff profile report was completed each year.
6.04 Compile minority staff report. A 6.04 Minority report was completed each year.
6.05 Compile comparable worth report. 6.05 Comparable worth information was up-to-date.
6.06 Prepare MSBA salary questionnaires. A 6.06 MSBA questionnaires are completed accurately
and in a timely manner,
6.07 Prepare and distribute district employee Al A 6.07 District directory was prepared each fall.
directory. 6.08 Other reports and survey were completed as
6.08 Complete other reports and surveys as directed. directed.
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7.00 MANAGE SALARY LANE ADVANCE-
MENT PROCESS

7.0 Responsible for tracking course approvals.
7.02  Verify lane advancement requests,

7.03 Compute and report salary increases to
payroll manager.

8.00 MANAGE SUBSTITUTE PROCESS
8.0} Recruite substitutes.

§.02  Supervise maintenance of substitute lists.
8.03 Supervise the placement of substitutes.

9.00 MANAGE TEACHER LICENSES

9.01  Vernfy that staff hold appropriate licenses for
assignment.

1 9.02  Prepare applications for variances and

[ waivers.

9.03  Maintain records on teacher and administra-
tor licenses.

9.04 Record, monitor and maintain renewal files.
.05 Prepare and process continuing education
election.

9.06  Monitor and notify statf and supervisors of
license expirations.

9.07 Provide information on license renewal to
staff and community.

10.00 COMMUNICATE WITH LOCAL MEDIA
10,01 Publish legal ads as required by law.
16,02 Publish notices as required.

11.00 SUPERVISE HUMAN RESOURCES CT
L1.0L Supervise and evaluate personnel clerk typist.

12.00 PERFORM OTHER DUTIES
12,61 Other duties as assigned.

B2

B2

B2

B2

B2

7.0% Course approvals were processed accurately,
7.02 Lane advancement requests were verified
accurately and timely.

7.03 Report and salary increases were processed
accurately and tfimely.

8.0! Advertisements were published as needed.
8.02 Substitute lists were maintained and accurate.

9.01 Supervisors are notified of inappropriate licensed
staff.

9.02 Applications for variances and waivers are
submited to CFL in a timely manner.

9.03 Licensing records were maintained in an accurate
manner.

9.04 Clock hours are recorded with 95% accuracy.
9.05 Ballots are processed at theclose ofthe election,

9.06 Notice of license expiration was completed in
January.

9.07 Accurate information was provided regarding
license renwal.

10.01  legal ads appeared in local newspaper in
August.

10.02  Notices are posted according to request..
11,03 Evaluations are held as required by districs
policy.

12.01  Other duties were completed as assigned.




