Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

JOB TITLE:

Personnel Officer

DEPARTMENT:
Business Office

SUPERVISOR:
Financial Operations Analyst

JOB SUMMARY:

Compiles and maintains personnel records for all City employees.  Maintains time keeping records and payroll information including leave records, payroll deductions, employee status changes, etc.  Responsible for preparation of weekly payroll and all ancillary duties and responsibilities.  Administers benefit programs and assists employees with personnel-related matters.  Work is performed under the general supervision of the Financial Operations Analyst and general guidance and direction of the City Clerk.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

* Maintains official records for City employees including employment applications, personnel action forms, I-9 forms, personal data, compensation and benefits information, tax data, and performance reviews.

* Completes reports and documentation regarding benefits, worker's compensation, EEOC and DOL requirements.

* Maintains employee sick leave, annual leave, compensatory time, and holiday time.

* Conducts employee orientation for new City employees.

* Assists City employees with personnel-related matters including payroll, benefits, policies and sexual harassment claims.

* Assists with the recruitment and selection of job applicants for all departments; works in coordination with department heads to maintain an updated list of positions available; responsible for posting notices internally, as well as placing advertisements in newspapers, journals, or City of Duluth's Web Site; fields initial inquiries pertaining to positions available.

* Develops and distributes internal employee communications regarding new or updated City policies and procedures, upcoming events, etc.

* Audits monthly insurance billing statements and codes premiums to each department budget.

* Reviews and files personnel action forms; posts relevant changes to insurance, retirement and compensation benefits.

* Administers worker's compensation and COBRA programs.

* Administers time system and processes weekly.

* Submits backup documentation to Accounting Officer for payroll deposit checks, taxes, garnishments and insurance deductions.

* Serves as backup to the Financial Operations Analyst for the City's retirement plan; assists with record-keeping, enrollment and distribution requests.

* Assists with the review, development and implementation of personnel policies and procedures.

PERIPHERAL DUTIES:

* Serves as backup to Accounting Officer and Financial Operations Analyst in accounting for checks and cash and balances against register tape; preparing deposits and completing other required forms; and depositing in bank.

* Assists with elections.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

MINIMUM QUALIFICATIONS: 

Education and/or Experience:

High school diploma or equivalent, supplemented by college course work in business management or personnel administration.

Five years of experience in performing related work.

Any equivalent combination of education and experience is acceptable.

Knowledge, Skills. and Abilities:

Knowledge of modern office procedures, practices, and equipment and standard clerical procedures.

Knowledge of business English, grammar, spelling and arithmetic.

Knowledge of record keeping and filing techniques.

Knowledge of or ability to acquire knowledge of City's personnel policies, procedures and practices.

Knowledge and understanding of federal laws pertaining to employment and personnel practices, including Fair Labor Standards Act, Americans with Disabilities Act, Family Medical Leave Act; Equal Employment Opportunities Commission requirements; worker compensation laws, Department of Labor requirements and applicable tax codes.

Skill in operation of listed tools and equipment.

Ability to maintain strict confidentiality.

Ability to write routine reports and correspondence.

Ability to understand and follow complex oral and/or written instructions.

Ability to maintain alphabetical and chronological files.

Ability to communicate clearly and effectively, orally and in writing.

Ability to establish and maintain effective working relationships with City employees, co-workers, City officials, and the general public.

Ability to drive and operate the department's assigned vehicles in a safe and efficient manner.

OTHER REQUIREMENTS:

Possession of valid State of Georgia Driver's License (Class C) and a satisfactory Motor Vehicle Record (MVR).

Receipt of Certification as a Human Resources Officer through the Georgia Municipal Association within five years of employment in this position.

Attendance of job related training courses and seminars as requested.

TOOLS AND EQUIPMENT USED:

Personal computer, including word processing and spreadsheet software; Time Plus system; printer; 10 key calculator; typewriter; phone, fax and copy machine.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and use hands to operate, finger, handle or feel objects, tools or controls. The employee is regularly required to talk or hear; and reach with hands and arms. The employee is occasionally required to stand or stoop; walk; and lift and/or move up to 25 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

While performing the duties of this job, the employee works in an office or computer room. The noise level in the work environment is moderately quiet.

SELECTION GUIDELINES:

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and the employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
