SHERIFF'S OFFICE

DAVID GEE, SHERIFF Tampa, FL

joinhcso.com

Job Title: Senior Human Resource Assistant

Job Code:  W1307

Pay Grade: WK

Exempt: No

Probation:  Twelve-month initial probationary period

Job Overview
Perform para-professional human resources support and/or supervisory duties in one or more areas of a
human resources program.

Job Duties and Responsibilities

Note: The following duties are illustrative and not exhaustive. 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. Depending on assigned area of responsibility, incumbents in the position may perform
some or all of the activities described below.

Review, approve, and submit a variety of correspondence, notifications, forms, meeting minutes,
and related documents in order to communicate information to staff and employees.

Audit, establish, and maintain human resources files and associated records and systems in order
to provide documentation of activities and comply with Department/Agency records
management operating policies and procedures.

Provide a wide range of human resources support activities such as informing others concerning
the correct policies, procedures, guidelines, forms, formats, and information to be provided to
accomplish human resources related activities.

Oversee and assist submitting agencies/departments with changes.

Process complex transactions related to assigned human resource functional area.

Respond to questions concerning human resources programs, interpret basic policies and
procedures, and provide information for the resolution of problems.

Compile and analyze routine human resources data such as reports, charts, and spreadsheets to
facilitate administrative decision making.

May supervise clerical or entry level human resources support staff.

Perform other related duties as required.

Knowledge, Skills, and Abilities

Working knowledge of general office policies, procedures, and practices.

Working knowledge of the principles, practices, and procedures of administration including
County human resources law and rules.

Working knowledge of English grammar, punctuation and spelling.

Ability to work effectively with others.

Ability to follow oral and written instructions.

Ability to communicate effectively, both orally and in writing.
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« Ability to perform accurate computations and verify data.

o Ability to use a computer and related software.

« Ability to evaluate applicant's information to determine qualifications.

o Ability to evaluate and complete personnel action requests to determine appropriateness of action
and if action will achieve the desired organizational/staffing change.

o Ability to type may be required.

« Ability to supervise others.

Minimum Qualification(s)
Note: Applicants must meet the following requirement(s) to be considered minimally qualified for the
job.

Graduation from a high school or possession of a GED Certificate; and

Two years of human resources support duties equivalent to human resource assistant; and

A passing score on pre-employment testing; and

30 net words per minute on a typing test; or 100 gross keystrokes per minute with 90% accuracy on a
data entry test.

OR

Graduation from an accredited four-year degree granting college or university; and

A passing score on pre-employment testing; and

30 net words per minute on a typing test; or 100 gross keystrokes per minute with 90% accuracy on a
data entry test.

Additional Requirements

o Possession of a valid Florida driver's license at time of employment. Driving history will be
thoroughly reviewed and may be grounds for disqualification.

e No illegal drug sale within lifetime.

e No illegal drug use within the past 36 months.

o Noillegal drug use after 30 years of age.

e No felony convictions within lifetime.

« No misdemeanor convictions involving perjury, false statement, or domestic violence within
lifetime.

« Prior military personnel must not have a dishonorable discharge from any branch of the United
States Armed Forces, the United States Coast Guard, National Guard, or Reserve Forces.

« Successful completion of a criminal background investigation or update including polygraph,
reference/employment/neighborhood checks, and medical evaluation.
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