City of Fresno 115050

HUMAN RESOURCES RECORDS SUPERVISOR

Class Definition

Under direction, supervises the support staff in the customer service and/or record keeping functions of the
Human Resources Operations Division of the Department of Personnel Services.

Distinguishing Characteristics

Human Resources Records Supervisor is the supervisory class assigned to the Human Resources Operations
Divison of the Department of Personnel Services. The Operations Divison provides recruitment, testing,
classfication, records, sdary adminigtration, and Equal Employment Opportunity services to the City's
departments. Reporting to the Assistant Director of Personnd Services, the incumbents exercise direct day-to-
day supervison over a centraized clericd staff assuring customer service and overseeing the processing and
maintenance of employee records, job gpplications, and job examination documents, including digible ligs, in
accordance with applicable federa, sate, and city atutes.

Typical Tasks

(This list of samples of job duties and responghilities is neither inclusive nor exclusve. Consequently, this
information does not reflect Essentid Functions for this class)

Supervises the processing of employment records, medica and hedlth records, job applications, examination
records, new employee processing, and related documents.

Plans, supervises, and evauates the work of subordinate employees; trains clerica employeesin proper office
procedures and assures customer service, prepares employee performance evauations; counsels employeesto
correct deficiencies, recommends disciplinary actions.

Interprets and gpplies City policies, rules, and regulations pertaining to payrall, eigible certification, and personne
records during daily work activitiesin response to inquiries, refersinquiries as gppropriate.

Asssts department adminigtration in developing and implementing automated record keeping systems and
processes, including format design and operation of office equipment and word processing and computer
terminals.

Egtablishes and revises information processing procedures and controls for Human Resources records systems
and provides training and guidance for personnel assigned to operate the systems.

Initiates and prepares routine correspondence and notices.

Performs related duties as required.
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Knowledge, Abilities, and Skills

Knowledge of modern office practices and sandards, including typing, filing, and retrieva.

Knowledge of the principles and practices of effective employee supervison, including selection, training, work
evauation, discipline, and customer service.

Knowledge of the capahilities and interrelated uses of various data processing machines.
Ability to assign, supervise, and train clerica employees in a Human Resources Divison.
Ability to interpret and gpply legd requirements, policies, and rules.

Ability to establish and maintain acomplex filing sysem.

Ability to establish and maintain harmonious working relationships with those contacted in the performance of
assigned duties.

Ability to compose routine letters, maintain records, and prepare standardized reports.
SKill in the use of atypewriter, word processor, and other office machines.

Minimum Qualifications

Three years of increasingly responsible clerica experience in a centralized human resources function which
involved complex file processing and maintenance; OR completion of nine semester units from an accredited
college or university in office adminidtration, information systems, or closdy related field, and three years of
experience in complex record processing and file maintenance functions, one year of which must havebeenina
supervisory capacity. Anadditiona year of qualifying supervisory experience may be substituted for the required
education.
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